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           Unit 4 self-study questions

1. How does description relate to, and depend upon, arrangement?

Description explains the arrangement to the users of the fonds. It provides the user with a representation of the origin, order and content of the material in the fonds. If the fonds is in original order, the description allows the archivist to provide context to this order. The user can then find meaning and reliable information in the fonds. If an artificial order has been used, the description describes why this arrangement was imposed, and provides relevant information based on research about the fonds and the arrangement.   

2. What is the established standard for description in Canada? Why is it important to strive for standardized description within and among archival repositories?

            RAD – Ruled For Archival Description- is the standard in Canada. Consensus   

            among archival working groups in Canada was used to build RAD. 

            This type of standardized description is important for a number of reasons.

            Similar information about a variety of fonds of differing sizes and locations is

            easily obtained when RAD has been used. The RAD levels are clearly defined.  
            Archivists with varying degrees of expertise can use RAD. 

            RAD produces reliable and consistent finding aids.  RAD allows researchers to 

            work independently because the archivist has included their knowledge of the 

            fonds in the description. RAD makes the creation of provincial and national 
            databases uniform.  

3. What is meant by intellectual control?

Intellectual control is documentation that allows efficient and reliable access

to archival material by describing the context, arrangement and informational content of the archival material. RAD provides intellectual control.    

4. How are the levels of arrangement reflected by description?

With RAD, records are assumed to be arranged in the hierarchical structure of the fonds. The first level of description is for the fonds, then description moves in order to the subsequent levels of series, file and item. As a result, the description is able to demonstrate the relationship between each of these levels of arrangement.   
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5. Define these terms:

a. Levels of detail (in each level of description, how does level of detail work?)

Level of detail is the amount of detail and the structure of the detail at each level of description.

                        There is a minimum level of descriptive detail required by RAD at each 

                    .    level of arrangement. Detail at each level should relate to that level only.

                         At each level, the archivist has some flexibility in order to deal with 

                         requirements of automated systems and local requirements.

b. Accrual

A subsequent acquisition of material that belongs to an exiting

 fonds or collection. A fonds or collection may be built over time

from an initial accession, followed by one or more subsequent

accruals. Often, archival material is received from a division of  a corporate body on a regular schedule of accruals.
c. Corporate body:

A formally recognized organization, as opposed to an individual or

a family. A corporate body could include a business, religious organization, or a volunteer association. 
d. Finding Aids

These are descriptive tools containing information that allows the

user to attach context to the material, understand the arrangement of the material, and efficiently retrieve material. These may include descriptive

databases, guides to holdings, inventories, indexes, shelf lists and union lists.  

e. Multi-level description

Rather than just a fonds-level description, which is the minimum for

RAD, multi-level description provides information at the increasingly

more specific levels – series, file and items. 
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6. What are the two major divisions, or parts, of the Rules for Archival Description?

1. Description 

This includes descriptive information, adhering to the standardized rules of RAD, at levels of arrangement from the general to the specific. This is contained in chapters 1-10 of RAD. This part of RAD explains what must be
included in the description, and the format to be used. 

2. Access Points
These are the standardized rules of RAD that deal with providing access to archival descriptions as provided in chapters 21-26. These rules establish how to provide access points, particularly related to the creators and authors of the fonds.  This allows proper indexing of an archives’ holdings. 
7. What elements should a Fonds-level description always include? What information would be contained in each?

NOTE: Title, dates of creation and physical description are actually three components of the “Identification” element

       a. Title 

      This is the supplied title based on the creator of the fonds.  

b. Dates of Creation

     These are the dates the records were created, not dates which may be referred

      to in the content of the fonds. 
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c.   Physical Description

      This is the physical volume of the records, usually linear metric, along with   quantities for some items such as photographs, microfilm and maps.  

d. Administrative, Biographical or Family History 
     This part of the description provides context and illustrates the intended goals
     of the creator of the fonds. If the creator is a corporate body, this element
     should provide an administrative history. If the creator is an individual or family,
     this element should be a biographical history which will in turn provide 
     information about important life events.

e.  Scope and Content
This element describes the type of records contained in the fonds, the activities

recorded in the fonds and the arrangement of the fonds. The types of records 

could include correspondence, financial records, reports, manuscripts, legal documents, land leases, deeds, etc. The description of arrangement should

indicate if the original arrangement has been preserved, who was responsible

for the arrangement, and if there are sub-levels established.       

8. Using the “Untangling RAD  “ chapter (following the Preservation chapters)

explain the purpose, and some of the possible elements, in the notes area of the RAD. 

Notes allow the archivist to add information about a fonds not accommodated by the other elements of description. Archives should establish consistency between all fonds descriptions when using notes. Some of the recommended notes include;

Source of Supplied Title – This is based on the creator’s name. The note should

indicate if the name is based on a legal document (formal title), or on the content of the fonds (supplied title).

Immediate Source of Acquisition (Donor Note): Often the donor of the fonds is not the creator. This identifies the donor of the fonds, the date of the acquisition, and the relationship of the donor to the creator.

Restrictions: This note indicates if there are physical access restrictions to the fonds (perhaps due to off-site storage), legal restrictions (privacy, donor request),

and/or copying and publishing restrictions.
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Finding Aids: Indicates what finding aids are available for this fonds, and the level of detail provided by the finding aids.

Accruals:  A note that indicates any expected additions to the fonds. This could include regularly scheduled transfers from departments within a corporation,

new publications from an author, or mandated acquisitions from committees of non-profit organizations.    

9. Explain the “mnemonic structure” of RAD.

RAD uses a hierarchical system of description, which should match the hierarchical arrangement of the material in the fonds. RAD uses a numbering 

system in it’s manual for each of the chapters that is uniform from chapter to chapter - a numbering system that is easily cross referenced from chapter to chapter. 

 For example, chapter three contains the rules for describing textual material, and part four of the chapter deals with dates of creation. Chapter 3.4 is therefore the part that always deals with date of creation of textual material, and the actual description of the fonds should always be in the same order. Chapter 8 of RAD provides rules for sound recordings, therefore 8.4 should always be date of creation of sound recordings in a fonds  
10. What elements are included in a series level description? How does the information provided in a series level description differ from that of the fonds level description?

Description should always progress from the general to the specific, and as the description becomes more specific, from Fonds description to Series description for example, descriptive information should not be repeated. The description at each subsequent level should be for that level only. The fonds level description would be more general, dealing with the fonds as a whole, the series level description would contain descriptive information unique to that particular series.
At the series level, the description should include 

Supplied Title
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Dates of Creation of the series

Physical Extent of the series

Biographical/family/administrative history if the series creator is different from  

                         from the creator of the fonds.

Scope and content of the series

Notes related to the series. 

