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Foreword

The contents of this book are adapted from the related chapters and paragraphs in
serveral books and magazines on archival science recently published abroad. These se-
lections constitute two parts with twenty — two reading passages and ten appendixes,
each dealing with an aspect of the field . The first part introduce some traditional theo-
ries and concepts of archival work;the second emphasizes some new concepts and devel-
opments in the field. The purporse of studying this book is to help archivists to become
efficient users of English language resources. It provides a chance for archivists to under-
stand the history and the future of international archival field .

In order that readers understand the material bettelj;th'e first part offered (1)New

‘Words and E_xpressiens (2)Comprehension (3) Discussion (4) Vocabulary (S)Transla-

tion from Chinese to English (6)Translation from English to Chinese (7)Reading Mate-

rial (8)Composition (9)Notes . The first part emphasizes basic skills of simple transla-

tion work and the special terms of archival field. It is both an introductory to the knowl-
edge of arciives science and an introductory to the speciality of English. The second
part offered (1) Comprehension (2) Discussion (3) Composition (4) Translation (5)
Notes. It emphasizes the fast reading skills, the correct,concrete and clear translation of
an article,the basic skills of writing academic thesis and abracts. Composition exercises
offered topics suitable for writing thesis. It serves to integrate what students have learnt
from the passages with what is going on in the Chinese archives of which they have
learnt from Chinese archival text books. Students are encouraged to seek the teacher’s
dvxce in choosmg topics to write about , and do not have to write a thesis after each pas-
sage. if time doesn’t permit them.
This book 1s chleﬂy complled and edited by An klaoml Zhou)ﬁaoymg, 'Wangxlao-
hal,Zhang Hongymg and Fang Mlng are the vice—editors for this book The following

persons: have also made mauch- apprec1ated contnbutlons Wang Shuzhen Su Wen, Wu

A:plng, Hou Junfang, Liu Yuenan, Yu Lijuan, Xing Blao Xian Urban Construction

-Arc:hwes and Archives College in Renmin University of China have made great contribu-

tions for pubhshmg the book.
Fmally we express our thanks to {The American Archivist}, {(Journal of the Soci-

ety of Archivists)and the related scholars who had given their direction and encourage-
ment for the development of this book. It is the compiler’s hope that this reading mate-

rial will help to a certain extent in educating archivists with a good command of the Eng-

lish language.

The editors February,1996
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Part I Fundamental Theories and Practices of Archival Work

Unit One

Definition of Archives

. (1)Before taking up the study of the brigins and development of the notion of access
to archives, it would be well to begin by providing a clear definition of the word
archives, which, throughout the ages and in different countries has exhibited quite a vari-
ety of meanings.

(2)Even today ,markedly different meanings are given this word by laws and regu-
latmns in accordance with various cultural areas. |

(3)In most countrles with long - standing archives traditions, particularly in Eu-
rope,the word archives (in German Archiv, in Spanish archivo,in Italian archivio,in
Russian arhiv, etc. ) designates all documents, whatever their age, format or material
composition,that are produced or received by any physical or moral person by any public
or private service or organization in the performance of their activities.

(4)On the other hand,in the United States and certain other countries that have
adopted its terminology, especially Canada, the word archives, in contrast to the word
records (translated into Canadian French by the word documents), has taken on the
more restricted sense of ‘non—current records preserved,with or without §election,by

those responsible for their creation or by their successors in function for their own use or

*

by an appropriate archive because of their archival value’*

(5)1It should be clearly specified,then,that throughout the present study the usual -
Eurdpean meaning of the word archives is being used. In other words,it is equivalent not
only to the American archives,but also to the American records,defined as ‘recorded in-
formation ,regardless of form or medlum,created ,recewed and mamtamed by an agency
7“_.;'-1nst1tutmn ,orgamzatmn or individual in pursuance of its kgal obllgatmns or in the trans-
actlon of business. " | |
| -(6)Nevertheless 'fs'ince access to-documents 1s in practice and sometimes even under
law, closely linked to their actual existence in an archives repository ,a distinction will
be made ,when required,between archives contained in a repository (archives,as used in
the United States)and administrative document (records).

(7)1In the language of the archivists of the nineteenth and early twentieth centuries,
the word archives often designated solely documents of public origin,or at least docu-
ments created by established institutions such as courts, churches, and universities, to
the exclusion of private and family papers, personal correspondence and the like . This

distinction continues to exist in the United States where papers of personal and family o-
e 1




rigin are usually grouped under the term manuscripts. In all other countries the word
archives is now used for documents of both private and public origin,although their legal
status is obviously different. This distincion will be made in the present study by differ-
entiating , when required ,public archives and private archives. |

(8)In conformity with the now universally accepted definition,the word archives is

applied to all physical forms of documents,whether traditional {textual)documents;pic-

torial documents;cartographic documents; photographic documents, including films and

microfilms ;sound documents and machine—readable documents (i,e. produced/used by

computers).

- 1. Translation. of the French definition of archives. Internatlonal Council on Archyves
. Dictionnaire mternatmnal de termmologles archmsthue,ln the process of pubhcatlon

2. Ibld Enghsh definition of the word archives.
3. Ibid. ,Engllsh defmtlon of the word records.

Definition of Archives

New Words and Expressions
1. (2)regulation n. FH
9. (2)in accordance with 5 «-—3, {K1%
3. (3)long—standing a. {<HATFTEHT
4. (3)designate vt. 3§80, #5 i , F 7R
5. (4)terminology n. RiFZ JK%%H Zlﬁ
6. (5)in pursuance of n. \EF, SkLEH1T
7. (5)transaction n. —E&X 5, (RE)ESFH
 '8 (G)repOSItOry n. %ﬂg 14, E’:ﬁﬁ
9. (7)c0rrespondence . Eﬁﬂg & ‘FF
10- (7)dlstmctlon n. IZ’.%IJ ﬁ;’?ﬂ
11. (8)cartographlc a. %HEB*J
12. (8)1n conformlty with Aieee “ﬁ ‘Fﬁq
13. (8)be applied to LAY, NEHI




Exercises

— . True or False? Why?

1. The word archives has different meanings in different couetries and in different ages.

2. In United States archives also means private and family papers.

3. In United States archives means both the current used records and non — current
records preserved. |

4. In many countries archives is now used for documents of both private and public ori-
gin. |

5. Archives is applied to all physical forms of documents today.

NN Di__ssussion :

1. What does the word archives mean in Europe?

2. What is the difference between the European meaning of the word archives and Amer-
ican archives?

3. What’s the difference between the word archives and records in American?

4. Why in different ages and in different countries archives has different meanings?

5. How to define the word archives in a universally sense?

= .Circle in correct response;

papers, agency, institution, organization, service, documents, file, manuscript,

archives records |

1. Combination of a medium and the information recorded on or in it ,which may be used
as evidence or for consultation. '

2. An orgamzed unit (folder yvolume,etc. ) of documents gmuped together either for cur-

P

rent use or in the process of archival arrangement.

3.A handwntten or typed dﬁcument |
4. Non—-current records preserved ,w1th or thhout selectmn by those responsible for

their creation or by their successors in functlon for their own use or by an appropriate

archives,

5. Recorded information regardless of form or medium created,received and maintained
by an agency,institution,organization or individual in pursance of its legal obligations
or in the transaction of business.

5. Personal ,family records or archives as distinct from the records or archives of corpo-

rated bodies.

7. An administrative division.
8. An established organization or corporation(as a college or aniversity) esp. of a public
¢ 3




character.

9. All administrative andfuncticinal structure (as a business or a polictical party).

10. Department or branch of public work ,government employment,etc.

P4 . Translate the following sentences into English

1L REFAAHXACXBHELARTFXMMANTXEZABAFK. (in accordance
with)

2. maanee&&eex,nn—ﬁnmrenan%naxn. (be applied to)

 H.Translate paragraph 3 into Chinese.

. fi‘f;._Comp_csiitiOn;Describe the _defin_itions of archives in China (Its origin and develop-

~ ment. ).

*E Notes The text is adapted from QObstacles to the Access,Use and Transfer of In-

formatmn from Archives; A RAMP study» PGI—83/ WS/20 UNISIT Paris,

1983.
The reading materials are adapted form ¢{Modern Archives Principles &

Techniques #1975 U of Chicago Pr

/ \\Reading Materiale :
| (1)Elements in Definitions

If the elements which have been stressed in the definitions of the archivists of sever-

Ial dtfferent countries are analyzed,lt will be found that they relate both to tangible and

mtanglble matters. The elements relating to tanglble matters—to the form of archives,to

their source ,and to the place of thelr preservatron-—are not essential to archival quality

~ »tor the archwrste,ln thelr defrnltlons ,1nd1cate that archival rnatenals ‘may have various

i forms ,may cOme from. varmus sources,and may “be preserved at various places. The ele-

ments relatmg to mtangtble matters are the essent1al ones. In my opinion there are only |

| 'rtwo such elemente. A th.u-d ;which J enkmson beljeves essentlal ,wﬂl also be considered.

N The first of the essentlal elements relates to the reasons why materials were pro-
duced or accumulated To be archives ,materlals must have been created or accumulated
to accomphsh some purpose. In a government agency,this purpose is the accomplishment
of 1ts offlcral busmess. The Dutch archivists stressed the fact that archives are "offically
received or produced” ; Jenkinson stressed their produftion” in the course of an adminis-
trative or executlve transactxon ;Casanova their creation to accomplish " political ,legal,
or cultural purposes ” ;and Breneke their growth as a result of ”"legal or business activi-

ties”, How documents came into being is therefore important. If they were produced in

e
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the course of purposive and organized activity,if they were created in the process of ac-
complishing some definite administrative,legal, business,or other social end ,then they
are of potential archival quality.

The second of the essential elements relates to the values for which materials are
preserved. To be archives ,materials must be preserved for reasons other than those for
which they were created or accumulated. These reasons may be both official and cultural
ones. In his varous definitions of archives, Jenkinson has stressed preservation by the
creating persons”for their own information” or ”for their own reference.” It is interest-
ing to note that ,in his subsequent discussion of how documents become archives Jenkin-
son ,though primarily concerned with the archives of the past ,foreshadows the views of
archivist concerned with modern records when- he claims that records become archives
when,”having ceased to be in current use ,they are definitely set aside for preservation ,
tacitly adjudged worthy of being kep_t. "It is quite obvious that modern archives are kept
for the use of others than those that created them,and that conscious decisions must be
made as to their value for such use. The German archivist Brenneke therefore stated that
archives are preserved ”as the sources and the evidence of the past”,obviously for re-
search use. This view is also held by; American archivists. Admittedly,the first ,or pri-
mary reason why most records are preserved is to accomplish the purpose for which they
were created and accurmulated. In a government this purpose,we know,is to accomplish
its work. Records kept for this purpose are not necessarily archives. They must be pre-
served for another reason to be archives ,and this reason is a cultural one. They are pre-
served for use by bodies other than those that created them,as well as by their creators.

A third element ,which Jenkinson believes is essential to archival quality ,relates to
custody. He states that documents are archives only if "the fact of unbroken custody”can
be established or at least a ”reasonble presumption”of it can be established. ” A reason-
able presumption” of this fact ,according to him,”is the differentia between a Document
that is and one that is not an Archive”. Or ,as stated in his Manual of Archive Adminis-
tratio'n_-,"Aréhive quality is dcp’ende‘ht‘ upon- the possibility of proving an unblemished

line of responsible custodians.” In his views of custodianship Jenkinson differed some-

what from the Dutch archivists,who required enly that documents should have been in-

tended to remain in the originating office. This ,in effect, means that they accepted
archives that had been out of offical custody as possessing full archival status. In formu-
lating his principle of responsible custodianship, Jenkinson probably had in mind how
this might be established on the basis of the ancient rolls of the Chancey,Exchequer,and
Courts of Law. In dealing with records produced under modern conditions of govern-
ment,proof of an “unblemished line of responsible custodians”or of "unbroken custody”
cannot be made a test of archival quality . Modern records are large in volume ,complex

in origins ,and frequently haphazard in their development. The way they are produced
e 5o




makes futile any attempt to control individual documents,or ,in other words ,to trace”
unblemished lines”of "unbroken custody”. This is true no matter what kind of record —
keeping system is used. If modern records ,therefore,are offered to an archival institu-
tion they will be accepted as archives,provided they meet the other essential tests,on the
"Reasonable assumption”that they are actually recrds of the office that offers them.

- The modern archivist is concerned ,of course ,with the quality of the records he re-
ceives from a government office. He is anxious to have the ”integrity of records” pre-
served. By this he means (1 )that records of a given agency should be kept together as
records of that agency, (2)that such records should be kept,as far as possible ,under the

arrangement given them in the agency in the course of its offical business,and (3)that

such records should be kept in their, entlrety without mutllatlon,alteratlon or unautho-'
- rized destructxon of portions of them. The evidential value of his matenals rests on the -

way they were malntamed in the government office, and the Way they came to -the

archival 1nst1tutlon not on the way in which individual documents were controlled ‘with

in the government office.

(2)Definition of Modern Archives‘

Archivists of various countries ,we have seen ,have defined the term”archives” dif-
ferently. Each of them has defined it in such a way that it is applicable to the m_aterials
with which he deals. Thus the Dutch archivists denominated the contents of an
archief” , or registry ,archives,and developed rules for their arrangement and descrip-
‘tion,which they codified in a manual . The English archivist Jenkinson,similarly ,defined

archives as correspondmg to the ancient public records with which he was primarily con-

cerned , and evolved principles for their treatment that apply particularly to such

records. It is obvious stherefore,that there is no final or ultimate definition of the term ”

| archwes" that must be accepted wrthout change and in preference to all others. The defl—_ |

.mtlon may be modxfled in each country to it its part:cular needs. The definition that is

| adopted should provide a basis on Wthh archivists can deal effectively w1th the materials -

produced by the government they serve. A deflmtlon should not be accepted that will vi-

tiate their effectiveness. A definition evolved out of a consideration of medieval materials

~will not fit the needs of archivists dealing mainly with modern records . The converse of

this statement is also true.
The modern archivist,I believe ,has a definite need to redefine archives in a manner

more suited to his own requirements. Since the major problem of the modern archivist is

to select archives for permanent preservation among the mass of official records created

by public(or private)institutions of all kinds,the element of selection should be implicit

in the definition of archives. My definition for records is:
e o
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" All books,papers ,maps ,photographs,or other documentary materials,regardless
of physical form or characteristics ,made or received by any public or private institution
in pursuance of its legal obligations or in connection with the transaction of its proper
business and preserved or appropriate for preservation by that institution or its legiti-
mate successor as evidence of its functions,policies,decisions; procedures,operations,or
other activities or because of the informational value of the data contained therein. ”

It will be noted that this is a slight remodelling of the definition given in the Record
Disposal Act of the United Sates government of July 7, 1943, as amended (44 U. S.
Code,366—80). It should also be remembered that the term” institution” can be applied
to such organizations as churches, business houses,associations,and unions and even to
private families. | |

'_ Thé'ierm” archives”may now be defined as follows

" Those records of any public or private institution which are adjudged worthy of
perm'anéﬁt preservation for reference and research puposes an_d':whi(:h have been deposit-
ed or have been selected for deposit in an archival institution. ”

The essential characteristics of archives, then, relaté to the reasons why records
came into being and to the reasons why they were preserved. We now accept that to be
archives ,records must have been produced or accumulated to accomplish a specific pur-
pose and must have values for purposes other than those for which they were produced
or accumulated. Public archives,then,have two types of values;the primary values to the

originating agency and the secondary values to other agencies and to non—government

USETIS.




Unit Two

Principles of Arrangement

(1)As a rule,modern public records should be kept in separate units that corre-
spond to their source in a governmental agency. This is in accordance with the principle
of provenance. The principle of provenance has gained acceptance in the archival profes-

"sion for a variety of reasons. (1) The principle protects the integrity of records in the
sense that their origins and the processes by which they came into existence are reflected

by their arrangement. Most government records are accumulated in connection with offi-

cial actions;and as the actions of government are related to each other through function
and- adminitrative orgamzatlon,so the records are most 1ntelhg1ble when they are kept
together under the identity of the agency or the subd1v1510n of an agency by which they
were accumulated and in the general order given them by that agency. (2)The pnnmple
helps to reveal the mgmflcance of records;for the subject matter of individal documents
can be fully understood only_ in context with related documents. If records are arbitrarily
torn from their context and reassembled according to a subjective or other arbitrary sys-
tem ,their real significance as documentary evidence may be obscured or lost. (3)The
principle provides the archivist with a workable and economical guide in arranging, de-
scibing,and serviéing records in his custody. To break up the exiting natural units and
substitute arbitrary new ones would consume a great deal of an archivist’s time to no
good purpose ,and the complexity and diversity of the subject matter covered by the

records would make the completion of any such undertaking impossibe.
(2)As a rule ,the holdings of an archival institution should be divided for purposes

of administration into a number of units or groups. Various factors should be considered
in estalblishing such groﬁps. The first,and the most important of these ,is the prove-
nance of the récords The limits or boundaries of record groups,in a word ,should be de-
fined on the basis of thE‘.lI' ongms in some publxc body. The kind of body may be defined

*r@the.r nebulously as 1n France, where certam types of insitutions ,such as administra-

tive agencxes, corporatlons, or fam:hes are regarded as the source or the fonds of classes
of records Or it may be defined precisely as in Prussia and the Netherlands, where the
records arranged within a registry office are considered the unit of treatment in the
archival institution. Or it may be defined as in England where the body is an administra-
~ tive unit of the government' that has nearly complete autonomy. With respect to modern
records other factors than p.rovenance may also have to be considered in establishing
record groups. There should be neither too few nor too many record groups,for an ex-
cesSively small or an excessively large number will complicate the task of their adminis-
tration. They should,in a word, be established with some regard to their number and

size. The administrative body that produced them need not have been complete and inde-
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