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BMRIEEEXRIE

General terminology for archives work

&% DA/T 1—1992

1 EHE

AFERETHRIAENESRIEREXL.
AFEERTHETE XHIERA X,

2 —RER

2.1 #4E archives
HENW HSARARMAEHLSESNPEBEERMNAE N ENE BT LR,
2.2 ¥EMME archival value
BRQDMEZNHA HSHAARSANE L.
2.3 #EIIE archives work
EEERQ DAHRQ DELHNES.
2.4 BEREHE archives management
RO DOKEG D EEG D EEG D EEA DGO DRMBHEMBT. DEES,
2.5 #4|%E archival science
WRMRQ. DHERAE R SAURMBIEQIFTESEEARHME,
2.6 4 E public archives
ERNMAREBAREAEASENP BRI SHERNEECD.
2.7 FA#YE private archives
MARBAARAEHSENFEROIBAFTEH/RC D,
2.8 X H#E administrative archives
RS FTHREESEIH-RBQCD.
2.9 FEHARIEE scientific and technical archives
RELFZEHARPR A EABREFEINHRC D,

2.10

2.1

2.12

2.13

LR specialized archives

RBETHEABEIO-EQC D,

EH#EE  audio-visual archives

PR ETRELAVERQ D.EERBRA BH . ZEF . RBWSH.

X record;document

ERNH HESEABEMAERTRHEERHRLBES RN EFHBANELILER.
BF3X# electronic records

UBBERCRTRS A CASHEEG O RBITENRE M. AT EEREM% L
321D,

g A\REMERERERNS 2000-12-06 #Li# - 2001-01-01 £
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2.14
2.15
2.16

2.17

2.18
2.19
2.20
2.21
2.22
2.23
2.24

2.24.1

2.24.2
2.24.3
2.24.4
2.24.5

2.25

2.26

B original document
BYEARNX A TEAHEEQ IDHERIXEQ. 12D,
|44 copy;duplicated document
5EREQIONEHEME G .
X draft;manuscript
XHEQIDOBRESBRPERWHRBF IS0 RERMERHM,
XA text;version
B —X#Q 1B FERARMERARMBRA, /45 REFRQR 18 . BIXRQ 1D K74 . BT
B EMXFEXEQIDE,
IEA& official text
ARMEHEAMERBRENEXIRQ 1D,
EJ& copy;duplicate
BREXQIDHNAMEXFLENELS, EFEMENARXRTEZH.
Ff manuscripts
HEFRTFEHITFHFE T RIERNERRE.
X record type
BYERMARHENIHECIDM LML,
BRFHEELT archival administrative department
BEBNATHERREMN/-EQ DEFLEEINY,
RYRE record office
HEEVA. CFLRMERAESARNBRENEPEREARRLG-RQ DHEINHE.
#43E1E archives
EPEHEBFCHEM{RQ DREIIIMN,
S EBIE comprehensive archives
BEAAHRRUEI SR P RENEEAEEENZHIE-RBQ DREFXLEFLIHEHT
TRATHRIE (2. 24,
LR FEIE specialized archives
BEHEFENEELHERQC 10OMHERIEQ. 20,
14 ELIE departmental archives
FWEEHTRENEEEARNREERIAHRQ DHOARIEQ.20.
£ FEIE business archives ‘
BB EEACUERQ DHBRIEQ 20,
B rE4%E institutional archives
HIEMREMNEREABMERQC DIVEREQR 20,
BMBHABBRT L  archival descriptive information centre
EFEEATHEEQ 2D HREQ2DFEHLE/MBQ DEMBRHEBERERRFH L]
B, .
X k> records centre
I F 3 2. 12T B LA F R RIE (2. 24) Z 18] #) o 8] v 20 S M SO B LI .

3 izl

3.1 WrE acquisition;collection
ERIEQ. 24)‘*§i¥§(2— 2DEHG I DREEG 1. OERQ DMHEME X TBNES.
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3.1.1 13#  filing
NEZEHAFRENENXHQIDEZRAGEEEG. DAHREQ 2D RYB/Q.204#
B,

3.1.2 3% transfer
HEZEQ2DIHBREQ 2DEHBEZATIEHRQ DXLBR T HBEQ. 205EME
.

3.1.3 W accession
BEEQ2DHERZQ2IEREARZACHWHFHERQ DHTE.

3.1.4 {E#&E acquisition
HEEQWWEBEFASMERBFHERG O BEAMBEG DM A X XBBED.

3.2 HHE deposit .
BEQDIAZEERBHEEHFAENMELT HHERQ DERE™REQ.20017X.

3.3 i#8M™ donation
BEQDIAEEEHEEBQ DXEBEA™RBEQ. 2001TNH.

3.4 %#  exchange
HRGUEOZE HMRQ DEMNZEERQDFIISHABIIZEAEBEAR DT LRhIGE
Q- DAE AT TES .

3.5 {E# holdings
BEEQ2DBEHBERQ D EHALKS K EH,

3.6 HTFHE estray :
RREFEEERBELFTH”/RQ D,

3.7 BIK#4ZE removed archives
MEEBER @ EOBEABEINERC D,

4 HEREF

4.1 %% appraisal
HAEERQ DEHAMEHITE.
4.2 REHMR retention period
SHERQ DUEMTFEER.
4.3 REHBEX records retention schedule
MEHMBC DREBR A DHXHEHQ.1D.
4.4 $4% destruction B
ZHEEMNEENENERQ DERRELBRH TR,
4.5 $HBEM destruction list
FREHBUDOLERQDEL HBFAXHETTAZBHIEQ.12).

5 HzmERE

5.1 %M archival arrangement
BER-ZHRNNIERQ DILAFTRES L LA . HF . HEANELAHB G- D . FZHEFHLY
U8

5.2 3EEEM principle of provenance
BFE P HARMATEROERQ DEI—BEMUAEEYEREN,

5.3 #EXLMk4F physical archives classification :
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5.4

9.5

5.6

5.7

5.8

5.9

5.10

51

5.12

6 #

6.1

6.2

6.3

6.4

6.5

6.6

6. 6. 1

6.6.2

6.6.3

6. 6.4

REMBQ DRRE. ERER.AE ERAEHETETERQ DELERH#THSE,

I #4HfAr fonds constituting unit

WERERQ DERG DWERIH . H2ARBITA,

£53% fonds

—PMEEXNWH HSHAZTATEBRNEEFTNERNERQ DEBK,

BK& 4% combined fonds

HAARRNU LI BEEGC DERNEFRRRG RS E2RG.DMEN—ILRG. 5
MEEQ DEE,

CEEL5 collected fonds
HETAINEQIDBEERVERFELUEARABERBERN N EETG.DARKERI -1 25
G- DX FFRERQ DR,

£ 378 fonds complex

mMAETNRERE X ERELFRJSENET G DHARB K,

RE file

HEARKRRNETXHEQIDAAGRMWERQ DERE B DEL,

i ¥ filing

KHETXHQIDEERABENAENKRARREG. DHLRE.

EREER file note

EAXHREMICRE HFIAESAXEQRIDZE.

#E archival code

PR R R F A 3R (2. D SS9 R LB S AR B 3R (2. D HEF IR i — 41105
R

W& retrieval
FHAEHREEC. DEENSE,
438 cataloguing;description
HR-EMHANHATHERBQ DERG DIBEEHG HLALARBR G 1DHTR.
EEREES I archival information classification
UERHE HSHANRES THER S4-RQ DAAFICRMRBREY KB X RN
RQDER#ITHIE,
%8B entry
RBRXHFQIDBEREGC. DAEERNBMENERG. HTANAES.
R description
MNERQ DABEAERNFESH TN EEMCIHLRE.
#:5| indexing
MEEQ DHAEFHTEESIHT . BRTFRRG DIFRHITE.
9 3&AR3]  classified indexing
XNERQ DABEH#TEEST BRTFILESHRAMIE.
FF475| subject indexing
B Q. DREFHTEES.RTFERRG OHFRMTRE.
F#FR8] controlled indexing
WIEEBIARFER TREHTHHRS6.6).
B B4Rr5| free indexing
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FRAFEAREEFH TAMERFHAXRRAG DEARESTHTHRSG-6).

6.7 X8id keyword
RS G.OMBRRG DEBS  REXHFQ.12D.8EG. 9)@%&E1%U§ﬁiﬁﬂi@#ﬁ-
FRRG DEXWIEMTE AR RIEAH,

6.8 FMiA descriptor
ZEFR5] (6. 6) A FR (6. 1) o I LA 35 SOk B AV AL 19 R B 4 .

6.9 BIEEMIAFEX archives thesaurus
HEAEEQ DHNEFEMARESPRELAEXHX RKEHXHB#EREFAROAE
ids, AMRQ DIRSIG O5RRG DABT, ERAUBHEQC DARSIG.OARRHA
FRHERESHBRAIZE—WEFRG OBRG DEFH—FHRFERTR.

6.10 ®EIR finding aid ,
BTHEM ERAMEMBRQ DERNAGAXFHERATR . ZEBRG-1D.R516-12).18%
FHGR.

6.11 B3R catalogue
HBAHERQ DHENFEGC DICEMBAHER - ERFRAFVHRBC DARRIRG 10.

6.11.17 BEHBFR folder list;file list

UERGDANBRMERREGC. DHELE RHMBMEFEREG. DS KFRHETRK—F
BEQDEZR®G 1D,
6.11.2 HEHAXHHEF innerfile item list
BREBEAXGQIDBELMEMAFEFEEXHQIDHFFKFHRS, I ELNXH
21D ZH .
6.11.3 REXHEFR file-item list
28| H# file-item list
UERGHAIBMNKEREERG 1T DEEAXHBERG 1. DHE 8 —ERF R
BE—MERC DERG 1D,
6.11.4 S 3FHER classified catalogue
REFRBREBOSBFR AL -ERFREMBEN —FERQC DBARG 1D,
6.11.5 ZEEMER subject catalogue
WK EBAREBEFRRU - ERFRAMBY —MERC DERG-1D.
6.11.6 EEBH  subject catalogue
EREEEEU-ERFREMBO—MERC DEFG 1D,
6.12 %S| index
BAHBQ DHERG TDHWEMFE, U - ERFHRAFFEAMEMHLHEBC DRRT
86 10.
6.12.1 XS &S| record number index
HHAXFQ1DHS EHEMEE G 1D, U—F KRR —FHERQ DR3G. 12D,
6.12.2 A#&ES| name index
HHAB RS G D, A~ EXRFHREET RN —FERQ DRSIG 1D.
6.12.3 b8 %S] place name index
KA RAHNES 5. 12), LL—E W g HE T AL A — R R Q2. DRSIG6.12).

6.13 #4FIEIEF guide to an archives
NAMMEERIEQ2DEREFER . EH G DHRQ T)ﬂ;ﬁ*iﬁ BERARAEERMNA
T DH—HERQC.DBRIAG 10,

50



DA/T 1—2000

6.14

6. 15

£55R¥EE guide to an archival fonds

25 MN4  introduction to an archival fonds

NTHEMBEIHENG DRRFTERMERQ DERY—HEBQ DRRIRG.10).
L EiE®E guide to subject records

A4 introduction to subject records

NANPERL —CEHRQ DELY—FHERQC DRRIRG.10).

7 HEMA

7.1
7.2
7.3
7.4
7.5
7.6
7.7
7.8
7.9
7.10
7.1
7.12
7.13
7.14
7.15

7.16

FIMA access and use
MAZEURE AHG 2D . HREF A AKRQ DB,
JF7 opening \
BRIEQ2DEZD-THR ETEFNEANERQ DERESAFREMNAT. DMES.
A% publishing
BERQDEAMBQ DB ENFEIEHERERABE TR,
&iAR% reference service
HEEQ2DHBREQ2DEE AR IESMBHHAT. DYESD.
#4SEiERA  archival evidence
HWEERQ DIEER B EMNEIEEXHEHQ 1D,
ERK exhibition
H-EFERERAERQ DNES,
¥ =E reading room
BERIEQ 2D HEZQ2DARAMHERNEHEQ DHEIHFR,
B4 security classification
BMEQDODXHQIDAERENSL.
8% downgrade
BRRERAEEQC DXHFEQIDHNEERES%.
fE#® declassification
BBRECXERENE™EC DXHEQIADBRERE .,
&M compilation ~
BER-EHNEE AT ERBRERQ DXMES.
X¥id chronicle of events
&ﬁﬁl‘ﬂﬂﬁif?fﬁ%iﬂﬁ‘*%?ﬁ@Wﬁiﬁgiﬁgﬁ‘xiﬁ?ﬁﬁlm—ﬁg;(z- DEZHEH,
HLFEHE administrative history
RARLCR - MM GBR T EH BESEEARAETIIBH —HERQ DEEEE,
BB FiC#E collection of essential data
UBBRERR—THE G TIDEERFRN—HERQ DEEEN,
LEHEM|E thematic summary
MECRE-HENHSBYRARARTE LB TAUERN—MHYRQ DEEENY.
¥R HM4 archival publications
EBQ D EBIEQ D ERFEQONEEAINHIEY.

8 HMRHNRESREP
8.1 ®RE custody
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8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10

8. 11

8.12

8.13

8. 14

8.15

8.16

8.17

8.18

52

HHPHBQ. DREBESELNED.
%3P conservation
B RRQ. DR EEH™RQ. DEBEG 10OMAK . EXG 1DZR/UR Q. DHES.
£ 3% fonds descriptive file
HEHERG.HDHEMIROELXIEQIDHHARMEIREG. .
RRIEEM  archives building
PREQ2DEAMMNB™EEEERG 5. . ITEAEMMAT. DRFFFHERYD .
¥RER archival repository
WHERQ DREITHE.
XA archives container
ATHEIEEQ DMSBE UREMEE MREHMRES.
FHH  compact shelving
HFESEMEHHTERE LK EBINENFEEE.
#4K medium
A+ medium
MEER LR THERKPHYRMK,
A1 durability
BEQDEFMHHEREMFEABATRFEFEADERENLEREHNEE.
jRZ deterioration
BEQDIEEFMBEEAREYERATMELSEXNEREERBNLRE.
€8 restoration
FEZHRIETG 1O/BQ DKERBEFRAHE, RN E#ATMEG 1DHIRE.
fME reinforcement
BB EEREQ DEE G 8) L, LR R B E MG A S FREURP G DR
% mounting
HRAMARNELEENRKBHBICRAETHAMOURQ DL, UIKE B HBRE M AN
KR,
EEMEDN principle of compatibility
BRQ. DBE QB 1) TR HAE R RN 22—, B EF 168 (8. 11) 8 B 6 FUA B IS H H58 BE A%
R principle of similarity
BMEQCDEBEGIDIENEBRHNENZ — MTEHANBEG TDHHLASHERHREA
MEUMEE BEaNEBRS%.
W% EN principle of reversibility
BRQDBEGIDIENERMENZ - MERQ DESEG 1DLER . MELETE
T EAEKE D EEITHRE.
iE  humidification
DM REREG HNHEXNBERITIE.
DB TTRAZGERIGQIDKEXRSKERGHVESWESRN, FEZZE L TUK o LIE
FHMTE,
%8 dehumidification
W 1 24 32 B 5 (8. 5) P A X IR JE B9 7 8
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8.19 Hisk deacidification
N LR R P B, SR T B R,
8.20 %7 cleaning
ERMEQ DEMBREMKLH T E.
8.21 E# fumigation
EEAFRT H-URQ DETHERYEREEMSEYEANSEPURKRE MR
Hik.
8.22 BARMIE disaster plan
9 87 1k B A R E X R RR (2 1) IR T A E BRI X AR TR
8.23 &%l reprography
MAZH BB BAEN S5 ORSEFRERANTSHRQ DEAHR NS S 5K
AMAT L.
8.24 KBRS archival microform
FHEHEBQ DEMERNEFHEEG. OGEERBR A )MER,
9 BRIt
9.1 &it statistics

9.2

9.3

9.4

9.5

9.6

9.7

MRBAMEAMRQ DEAEBIEQ IDARH MBS MEH#TEE BEEG. DASFKIES,
12 registration

BREBQ DAMREEQ HOEFXBENITRE,

Zit384%  statistical target

REHEBQ DRUBRIEQ DALNEIFLHRRELME.

it Fk statistical form

HERITHEERIQ 2D TENEAGE—HR A TFHEQ DEIESITO. D EM.

Zit 447 statistical analysis

MEFOQ DEMNATEEAL UEFR, UBETHEQ D EEIRQINEEERSEENR
BRED.,

£%+H fonds card

BREQ2DOERTHEERIQ 2DHERMWULEG. DN AMRBRERG. HLERG. 5HF
W0 S

25 ¥ fonds management sheet

PEROGDABAMRBEREQ 2O ERG. HEERLMZiTH,
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M R A
(R BB %O
$EXIME R

REEDTH MREAM. B bE. FEFHHR,1994
ENEHEERTAMRARBERAL. S b R EK,1988
ERMREESR HRAREBHR F=R

BRIk, By, MO RF . B — . b P E R R4, 1993
1SO 5127 XRS5 TAEHEINC

GB/T 3860—1995 SCERAXiE 53| 50

GB/T 4894—1985 WM E5XMIEHEIL HEAKRE

GB/T 6159.1—1985 #WMBEHEAR #HIL %S4 —BRE
GB/T 15418—1994 #R4SLEHRFIHMM
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