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Development of guidance
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At the moment internal guidance about creation process of

digital copy for Archival documents are in process of
developing.

Tittle:

«The order of creation, storage, accounting and usage of
master and access copies»
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Master copies are made for following
types of documents:

O all audio-visual, audio and photo documents;

O unique or special valuable documents;

O textual documents, which is impossible to microfilm because of
physical state or another technical incompatibilities (size, contrast of
the text);

O documents written on parchment;

O graphical documents, which contains painted or full colour printed
Images, ornaments;

L documents in which colourful notes or signatures shows priority or
recognition of it;

L documents with huge physical damage or loss of information due
decay, in order to prevent usage of original document and to get copy
with informative content as possible;

+ O artefacts;
* (O copies which are created during project and/or during client orders

and corresponds to requirement of master copies and if whole original
file is scanned




Access copies are made for following types
of documents:
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O often used documents;

O documents which are used to create digital exhibition and/or
publication;

O unbounded/ dismantled documents due restoration process
and/or to documents with difficult restoration level,

O microfilms;

O copies which are created during project and/or during client
orders and corresponds to requirement of access copies and if
whole original record is scanned




Processes are described for following
Latvijas Na;;o;élaisarhivs docu ment groups:

O Textual documents

O Photo documents

O Microfilms

O Audio documents

O Audio-visual documents




Stages of the creation of the digital coplies:
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O preparation of original document/record; A

U pre-process of original document/record; C

[ scanning or photographing of original document/record; O
4 file processing; O

4 quality control; O+IT

L metadata assignment; O+A

[ creation of access copy; O

[ post-processing of original document/record; C

U delivery of created files. IT

A — archivist C — conservator
O — operator IT — IT specialist



Preparation of original document /record

O Control of original document/record,;
L Page numbering;
U Preparing of metadata (title, date etc);
U Preparing orders




Pre-process of original document /record
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 Textual documents:;

. i ' TR s

Q Ph_oto o_locuments, it Q/w@% <ol
Q Microfilms HH 18 9“"”5/“1“3“’%7:,;2:" %&%ﬂ
e "f/mj?f o
[ | | A M/Q% )zz/.f :

1 | | M,W/ﬂ“,/,égmmu =

mzv /’)w/'wn/ / oo s
Muh




Processing of textual documents are being
processed If the original document |
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Processing of textual documents are being
processed if the original document Il
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O contains staples,
paper clips,
stickers, and
nested objects,
which obscure
the content of the
document



Sy Processing of textual documents are being
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Processing of textual documents are being
seaensisans JFOCESSEd If the original document 1V

Q biologically
damaged —
alive mold,
growths,
sticking;
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Processing of textual documents |

Depending on the condition and status of the record,
primary processing includes the following processes:

[ disinfection,

U cleaning from dust,

U unbinding the original document/record,
[ conservation or restoration.




Processing of textual documents |1
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Unbinding the original document /record —

[ easy to unbind,;

O if the binding is not artistically or historically valuable -
loose-leaf binder;

O thin (up to 200 pages) side-stitching;
O archive non-sealed stitching




= Processing of textual documents 111

O Unique and especially valuable original documents, as well
as the original documents, which exceeds 200 pages,
unbinding is prohibited, in order not to impair their physical
condition;

O In some cases, in order to create archives security copies
fond (collection), with the assessment of the Restoration
Council of the National Archives of Latvia (which is
documented in the meeting protocol) it is allowed unbind
some exceptional bindings;

O Documents which are in restoration process, are digitized
before the binding will be created again




Postprocess of textual documents
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After copies creation and technical control, the original files
must be:

L examined;
O re-bounded as far as possible without increasing the size;
O or placed in banded folders;

O placed in to the boxes
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Pre-process and postprocess of microfilm

4 checking of beginning and ending of films;
O checking of emulsion layer placement;
O rewinding of film if necessary
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. nocesH B cpexeM Hs 90 rexTepOP TOABKO 3a OX@H 1952 rox,0coden-
HO SHEYMTEABHO BO3PAcTy? LOCEBN nandonee uemmofl UpOXOEONBCTREH~
ROl KyABYYPH - NNENWIN,DO0CESN8A LIOWAX KOK-COIuSa JEeAWINTCH B
B8 C [OXOBNHOA pa3a,B ABa Pe3a DECHEDAPTCA INONAXH NOX CHAOCHH=
MR KyABTYpaMW,H8 40 F - NOX MxOrOxeTHMMY TpesevW w wa 37 ¥ -
00X KODNOBENW KOPHEDAOSME.
Jpoxell 3epHOBMX KyATYP ¢ KSXZOrO rexTapa 0O IASHY ZOHReH

COCTEBNTD He Memee L7-18 UeETHeDOB,CHekIM - me menee 200,kepro—
Gens - we wenee 160,AbHOBONOKHA - He MeHee 4 LeHTHEDPOR C IrexTe-

P8, ECAN yuecTs,STO0 BO MHOPMX KOAXO38X ypOxad B npouxoM roay coc-
TeBvA 7-8-9 LenTHEPOS,TO foKTH
KOAX038X ZOIKeH BO3DECTH ke Me
MHODHE KOAXO3H ONRHH XeThb IDW
HeAMD C NDOWAEM IOAOM,Hes -8-1
381848 HeAerkea,n BHCOKEH ypox
MHX CASIONDEATHHX LOIOMEMX you
Ypoxail cems wu 10iXHH CO
He MeHee 33 UeHTHEPOR Me eCTeC
THEPOB © XBEEOPO P'eKT8P8 JKOOH
KOIXO3H B 1951 roxy makocmam ¢
THEPOB,T0 ¥ 3XeCh ypomak xomme
HX KODKOE HeOSXOZMMO 38POTORY
uew B 1951 roxy.
> TOCyRBPOTEEHHEM UABHOM 1
208BA EDYUIHOrO DOreroro Cxora
B H& KaXAYD GYPIKHYD KOPORY -
0O CpaBREeEWD C JEXTWYECKMM YO




Future®
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O At the moment we are waiting for chapters about
processing of audio and audio-visual documents which are

created by colleagues from the Archive of Audio-visual
Documents;

O we hope to finish the rules till the end of summer




Thank you for your attention!




