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A

access

Z,FMA,.HE, FN

1) Right, opportunity, means of finding, using, or retrieving informa-

tion. Cs10710151[23]

ER EHARIERE BN LS I,

2) The ability or opportunity to gain knowledge of stored information. &

R HFHE RN IN A,

3) Right,opportunity or means of obtaining information from documents

FIASCERREGE BMA WSS,
4) The Open Archival Information System (OAIS) entity that contains

the services and functions which make the archival information hold-
[14]

1

[9)

ings and related services visible to consumers.
FHEAREERALAK(CAISD), easmAP RUATT R EE
A B EHXMF MRS MR,

access aid
BRIA
A software program or document that allows consumers to locate,ana-

lyze,and order Archival Information Packages (AIP) of interest, ['*

BHRAPER. T ABERTEREELAID HRAHR T
XH.

access collection

RRLCE.MBILE

A collection of AIPs that is defined by a collection description but fo

which there is no packaging information for the collection in archiva’

storage, ['*



access control

HICEMREXWERELRILE BERMRLFHFFXILLEN
TEER.

access control

FREH AR, HEER

»

2)

3

4)

5)

A service feature or technique used to permit or deny use of the compo-

nents of a communication system, ™

ATAFREELEARENTERARARBA RS IR,

A technique used to define or restrict the rights of individuals or appli-
cation programs to obtain data from, or place data onto, a storage

device. [

AT EXHRE AR ABRFNFHEE EFREENRMBEAR.

That function performed by the resource controller that allocates sys-

tem resources to satisfy user requests. *

REERELSERRAREN W LR T RIERG A,

The definition or restriction of the rights of individuals or application
programs to obtain data from, or place data into, a storage device.
There are several types of access control;for example role based access

control, mandatory access control,and discretionary access control. [

AN ABRF AR S EFRBEE R ECRBH. FR
B AT A URR R, 1 40 - B T A 2B 77 O ) L o o A I
1 EFIRER .

The process of limiting access to the resources of an Archival Informa-
tion System (AIS) to authorized users, programs, processes, or other

systems, ¥

KEBEREBRE (AT FENNRENERNAF B B
SHMREEENKTE.

access copy

MARX

See use copy.

I, use copy.,
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accession

access method
ERAFZ . FMRAE

A method for retrieving an Archival Information Package (AIP) based

on its name or identifier, which is available to authorized users, ['*
BEEREEALAIPD)HNERIR AN L ATREN —F . X
Fh 5 B XF B AUR PR

access point

BREAQ.BES

An element of a description made searchable with a view to its retrieval, [

DRRNEWN ERRNRTHERBMNE R,

access software

mRRY

A type of software that presents part of or all of the information con-
tent of an information object in forms understandable to humans or

systems, ['*

—HUAPRRLETUEARNEAZA - MEEXN R B RE TG
EABERE,

accession

B B

1) The process of transferring physical custody of documentary materials
to an archival institution. See also acquisition. &

BICFHH T REENMEENWBH TR, B R acquisition
B2 REN.

2) To transfer physical and legal custody of documentary materials to an

archival institution, [

HD R B TR RE LRI A AR BR.

3) The primary unit of records formally received by an archival institution
from a particular source on a particular occasion. !

EREFLT ARV ERFERERE EEXH.



accountability

accountability
ia) 3§
1) Principle that individuals, organizations,and the community are respon-

sible for their actions and may be required to explain them to oth-
ers, 10151023

AN HEHBELAMETHRAFRFATETER A ULHN
B,

2) The requirement to perform duties, including financial and operational
responsibilities,in a manner that complies with legislation, policies,ob-
jectives and expected standards of conduct. £
AR B BAR BT AR i i KB AT M & k%5 R
HHEKR,

accretion
Mg s . RmMBS
See accrual.

W, accrual,

accrual
iBm
An accession of records added to a series already held by an archival in-

stitution. Also known as an accretion.

PR FRE NEERII R HE WS, XFR accretion,

acid-free paper
pi- ¢

In principle, papers that contain no free acid and have a pH value of 7. 0
or greater. In practice, papermakers consider a paper having a pH value

of 6.0 or greater to be acid-free. Also referred to as acid-neutral. ts1

FEME AEBB pHEXTRET 7.0 WEKKELREK. BXhKE
L ERKE AN PHEARFRE T 6.0 WAK N LEEK, NHF acid-

neutral,
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addressee

acid-neutral
EE-thi
See acid-free paper. ¥

W, acid-free paper,

acquisition

{E o ,

1) The process of adding to the holdings of a records center or archives by
transfer under an established and legally based procedure, by deposit,
purchase, gift, or bequest. '*

ERAANEERT, BN TFH WXL 1880 8 oy 0 i sl
HERERENTE.
2) An addition so acquired. See also accession, ©*

B EARATRIRBREFEXH. 5N accession F 1 KE X,

]

action tracking
TEHRE
Process in which time limits for actions are monitored and imposed up-

on those conducting the business, ['*1F*%

Xt ATV 55 B X St AT i PR IG Y i AR

active record/active records

BITXH

1) A record needed to perform current operations, subject to frequent use,
and usually located near the user. Also referred to as current record.
See also inactive record and semiactive record. ™’

AT FES DT REF A EEHLEFRB XM, B current

record, B W inactive record, semiactive record,

2) See current records '

M, current records % 2 &ZE X,

addressee

W&

The name of the organization to which or individual to whom a record

5



adhoc order

is addressed. I

BRI HRARN AR ZHR.

adhoc order

HEES

A request that is generated by a consumer for information the QAIS

has indicated is currently available, {'*]

APREHMAFRERRELRE(CAIS) B R Y6 TTRHEFERK
%*0

administration

DeeEE

The OAIS entity that contains the services and functions needed to
control the operation of the other OAIS functional entities on a day-to-
day basis. [

TR RERRGE(OAIS) Lk, & H ¥ &5 HAith OAIS TheE st ik
BATHIRS MIIEE.

administrative records

THERNH, XHEHE

D

2)

A record that is related to budget, personnel, supply,and similar admin-
istrative or facilitative operations common to all organizations, See also
operational record. &’

FAVNEERMERBE AE EAMEMMITEEE LS RME
AW F B . B W operational record 8 1 KHE M.

Records relating to those general tasks or activities performed within
an organisation that are common to all businesses or organisations,
such as maintenance of resources, care of the physical plant or other
routine office matters. Also known as housekeeping records. !

BT M 95 SROLH 8 R 56 F % SLAT B0 BT 55 sRIE B M X s B
B LEREREHLMBOT R FFRXMH. XFF housekeeping

records,
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administrator

administrative retention criteria

BERE
The standards or rules concerned with the availability of records for
long-term administrative consistency and continuity,as well as for day-

to-day operations of individual program units, 1

XETHEERA -BUE B A, URRIESTHY B ¥E47. %
ST AT A g B BT B

administrative role
FERME . ERIR
A set of functional permissions allocated to users allowed to perform

administrative actions,

RS R P RATE TS S8 — HEERIF T,

administrative value

THERGE
1) The usefulness of a record in the conduct of an organization’ s busi-

ness, s

XHEHELFF R AL,

2) The value of a record for the purpose for which it was created. See also

evidential value, fiscal value, historical value, intrinsic value, legal val-
ue,and value, [
HXHERENFEEMME. B R evidential value 55 1 &5 X, fiscal
value, historical value,intrinsic value % 1 & & X . legal value 4§ 1 %%
TE X value 35 1 5 € X,

3) See operational value.

I, operational value,

administrator

EEBAR

A role responsible for the day to day operation of the corporate records

management policy within the organisation, **]

REEEAAARCHEETHMAR.



admissibility

admissibility

CEY:3
In a legal environment, the quality of a piece of evidence that makes it
relevant and acceptable to an issue before the court and does not in-

fringe any exclusionary rule (a matter of law). [
EEBRAET,IEHENEE, MEKE LIER S5 S 8L Ml
B, FE R & R A A IR EN

affinity diagram
FH
A tool used to represent pictorially the relationships between elements

of a business system. [

RaBERAVFREETRAXRENLTR.

agency
#x

A generic title for any private or public sector institution that under-
takes specific functions and activities and generates and maintains re-
cords as a result of its work. In the public sector, an equivalent term
may be public office, I

WATEEBREE FRAKES NI A ARSI RANAYEARIE, X
KU RS CHEM R TSGR, EARTAETSREA
L% “public office” 2] ,

agent
REE
Individual, workgroup or organisation responsible for or involved in re-

cord creation, capture and/or records management processes. ]

RERSE5XHFHE R HHEAN/ XA EELIRO AN TEHRK
HA,

aims
B

Statements of the ongoing purposes of an organization arising from its

8



analog record

mandate, [’

— T HARBERBTHKIEF HIBRR .

alkaline-buffered paper
W R 4K

Paper that has a reserve of an alkaline substance added for the purpose of

counteracting any acid that may be introduced into the paper later, ™2

BT —EBEYROEK A THPHREIR DT HEMEKAIR
YR

alphabetic filing system
FEBEMFAIZEHRKER

A filing system in which files and documents are arranged in alphabetic

order from A to Z. See also numeric filing system,

HANIHTRIFFHRRESN AL EERER. 5 numer-

ic filing system,

alphanumeric

FREFRENX

A classification system that uses a combination of letters and numbers,
in combination with punctuation marks,to develop codes for classifying

and retrieving information. &2

BARESRFREAEER AR SR LR, FRTH 2 H M
mREBHNRB,

analog record

BRI

1) A record created by a continuously varying quantity that reflects varia-
tions in some quantity,such as photographs and films made with light-
sensitive media, National Television System Committee (NTSC) and
Phase Alternating Line (PAL) video recordings, phonograph records,

and sound recordings on magnetic tape, [*

DS BER B 2R E RS, #l: %8 &
MEAEBEA (REDEXREAHNZE R & (NTSC) X Z& 17 @ #
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