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Directions of Archives Management
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The key and ID of the archives should be kept by the archivist or the substitute
staff 1f the archivist is not on duty. The copy of the key and the ID should
be kept in an envelope sealed by the chief of secretariat and the archivist
and stored in the key cabinet in the duty room. Contact the archivist and
take the necessary actions in case of any emergency (such as fire, earthquake,
intrusion and etc.)
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The following actions are prohibited: use or storage of highly combustible
or explosive goods, smoking, eating, drinking or storage of food, cultivation
of living organism, taking documents out of archives unless with permission,
photographing unless permitted, damaging or changing the contents of
documents.
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The archivist should check the following daily : the controlling system of

A

entrance, the temperature and humidity of the archives and recorded them on
the "Record of Temperature and Humidity ; , the air purifier, the monitoring

system, the fire-fighting equipment, the emergency light, the light and



moisture-proof facilities, and the archivist should check the archives is
locked, the safety system is properly functioned and the key and ID are well
kept before Ieaving.
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Besides the daily routine work, the archivist should check and maintain the
following periodically: cleaning and sanitation of the archives, changing
the membrane of the air purifier, precaution against natural calamities, and
inspection of the conditions of archives after heavy rain or typhoon to
ascertain no flooding occur.
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[f the facilities of the archives are damaged or in unusual conditions, the
archivist should take the necessary actions and recorded the reconstruction
on the "Maintenance of the Facilities of the Archives .
ESRFERGLFRRE v RF > FLAGRELRARPF LT -

The maintenance of the facilities of archives can be done by the
contractedexperts or firms whenever necessary.
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Entrance should be strictly controlled and person other than the archivist
can only enter the archives with permission and time and reasons of entrance

should be recorded on the "Entrance of Archives .



