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附錄一   電子郵件往返  

 
To Whom It May Concern 
 
My name is Tsai Chin-feng.  I am a second year student of the 
Graduate Institute of Library & Information Science Program at National 
Cheng Chi University (NCCU) in Taiwan.  I am presently working on my 
thesis entitled “Arrangement and Description of Photographic Archives” 
which focuses on photographic archives management in three countries 
namely Taiwan, USA and United Kingdom.  I hereby request your 
assistance in providing the following information in order to learn more 
about how photographic archives are arranged and described in the 
USA: 
 
1) How are physical photographic archives arranged? By date, subject 
or others? 
 
2) What are the metadata and standard used for describing photographic 
archives?  What are the level described? 
 
3) Can you provide examples which contain data elements in 
photograph description? 
 
I am looking forward to your reply.  Thanks for your kind assistance. 
 
Yours Truly 
 
 
Tsai Chin-feng 
Second Year Student 
Graduate Institute of Library & Information Science Program 
NCCU 
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NARA 回函  

Below and attached are answers to the questions posed in your e-mail to 
inquire. The e-mail was referred to me for a reply. I am the supervisory 
archivist for still pictures at NARA. The first three pragrpahs wer etaken 
from our Guide to our holdings and included to give a bit of background 
on how recors are intellectuall organized here at NARA. Hope this all 
helps. 
 
As with other units in the National Archives, the records in the Still 
Picture Branch are organized for administrative and physical control by 
record group (RG). A record group most frequently consists of the 
records of a single agency (and its predecessors) at the bureau level of 
Government, such as the records of the Children's Bureau (RG 102). 
The records of the head of an executive department and units with 
department-wide responsibility may be assigned to a general record 
group, such as the General Records of the Department of Housing and 
Urban Development (RG 207). Less frequently, records of a number of 
agencies may be brought together on the basis of similar function, such 
as the Records of Agencies for Voluntary Action Programs (RG 362).  
 
Each record group is assigned a number. When the National Archives 
record 
group system was developed in 1944, record groups 1 through 190 were 
established and numbered consecutively in the order in which the first 
records in each group were accessioned. Subsequent record groups 
generally have been numbered in the order in which they were 
established.  
 
Within each record group, the basic archival unit of control is the series, 
which is a body of records arranged in some serial order or logically 
grouped together for some other reason. NARA attempts to keep the 
records within series in the order in which they were maintained by the 
creating agency, but agency filing systems were designed for 
administrative purposes and do not always benefit 
researchers. In order to assist researchers, NARA has prepared subject 
guides and preliminary inventories for many record groups. These 
publications provide information regarding agency histories, series titles, 
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series dates, the quantity of records, the types of records, and brief 
descriptions of the subject content of series.  
 
Above is a brief overview of how records in general are organized. Like 
all archival institutions, NARA adheres to the long-standing archival 
principle of provenance, so for intellectual control, we organize them 
strictly by the record group they are assigned to, and then by series. 
When you ask about physical organization I assume you mean how are 
they organized on the shelves in the stacks, not intellectually. If my 
assumption is wrong, let me know. 
 
When we move to our new facility in 1994, we organized (placed them 
on the new shelves) the photos by the RG number from RG 1 to the last 
RG we have photos for. Thereunder, each series is on the shelf by the 
series designator assigned to that series within the RG. The series 
designator is an arbitrarily assigned alpha designator. In RG 127, for 
example (Records of the US Marine Corps) we have many different 
series - about 30. One series is a general photo file that relates to World 
War II. We assigned the alpha designator GW to that series to 
distinguish it from the other 29 or so series in RG 127. All the records in 
RG 127 are arranged on the shelf alphabetically by these designators. It 
makes it very easy to find series. All you do is find the row with the right 
RG number and then find the shelf or shelves with the series under that 
RG. For preservation reasons, we generally have prints for a series in 
one location and negatives in another. For 127-GW, the prints are in our 
general stack organized on the shelf as I have indicated. The negatives 
are in another stack (in this case a cold vault for preservation reasons), 
but they are also organized by RG number and alpha series designator. 
Obviously, oversize items like posters in an RG must also be filed on 
different types of shelving than the standard 8x10 photo prints in 
standard letter size boxes, and in different types of shelving - so they are 
also in a different location. But, again, all the posters we moved we 
placed in RG and series order. As new ones come in, we place them in 
the next available drawers. How we keep track is described below. 
 
The photos within each series in the boxes on the shelves are arranged 
in a wide variety of ways. It depends on how the agency decided to 
organize them for their use. We preserve the original order of the photos 
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in a series if one exists - if there isn't an order we then impose one, but 
that is pretty rare. So, one series in an RG might be arranged 
alphabetically by subject, while another might be alpha by name, and 
another chronologically/numerically by assigned photo number. As you 
can see there is no overall system, so each RG and series relating to a 
topic of interest, say World War II, must be individually identified and 
reviewed in order to be assured that all the photos for a subject have 
been seen during a research visit. For World War II, that could be 15 
different record groups, and literally 100's of individually series relating to 
WWII. 
 
Now, as new accessions of records come in they obviously do not come 
in numerical order, but simply by when the agency decides to transfer 
them. So, physical storage of records as described above is no longer 
possible. We simply put them on the next available space on the shelves. 
Intellectually we keep them organized for ease of access by staff by the 
creation of a database, which organizes them by RG and series. We can 
do a query to organize the data in RG and series designator order. We 
also have printouts of the data which staff can consult to see where 
specific things are located if they came to us after the move to this new 
facility.  
 
For subject searching purposes, we also have an online catalogue on 
the website - http://www.archives.gov/research_room/arc/index.html 
where we can search out individual series or whole RG's on a specific 
subject. You type in a term, say Civil War, and you will get hits on that 
topic. You can try that by going to this webpage - 
http://arcweb.archives.gov/arc/basic_search.jsp In the box marked 
Search for descriptions of Archival Materials containing the following 
keyword(s), type in civil war. Go to the box marked Location of Archival 
Materials: and scroll down to Still Pictures - the very last one - highlight it. 
Go to the next box marked Type of Archival Materials: here select photos 
and graphic materials. These are filters that will help focus a search on 
our records, not all records described and in the database at NARA on 
that topic. We have about 99% of our holdings described here, whereas 
the rest of NARA is way behind in providing on line access to series level 
descriptions. 
Once you have done that go back to the top of the form and hit the "go" 
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button and a list of "hits will be displayed. To get the narrative 
descriptions for what is displayed, double click on the line - Title: Mathew 
Brady Photographs of Civil War-Era Personalities and Scenes, 1921 - 
1940. You will then get the series ( B) description for this particular series 
in RG (111). 
 
To answer questions 2 and 3 about what the data elements are and how 
they are filled in for series level descriptions used in our on line 
catalogue, simply do the above search and look at the description for 
one of the series, say Title: Mathew Brady Photographs of Civil War-Era 
Personalities and Scenes, 1921 - 1940. Each of the data elements is 
highlighted in bold on the far left. You can see the type of data we put in 
each field. The data standards we use are not available to the public, as 
far as I know. It is a huge binder filled with information on how to fill out 
each element. There is a NARA on line version for staff to use, but I don't 
think there is a version the public has access to. You could try going to 
the ARC basic page at 
http://www.archives.gov/research_room/arc/arc_info/arc_data.html and 
at the top there is a way to ask questions. You can ask if they can 
provide you with access to that information on line - but I doubt they will. 
That is the best I can do. I could not copy it or provide the staff only 
access to you to answer the questions. Attached is an example of one of 
the data elements and the standards and guidance - as you can see just 
this one is very long and there are many others. Hopefully this gives you 
an idea of the type of standards and guidance we have for each data 
element we fill out. Sorry about the formattitng, I copied it from the staff 
web page. 
 
Hope this all helps - any more questions, or clarifications, let me know. 
 
Ed McCarter 
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PRO 回函（一）  

-----Original Message----- 
From: endless@ms25.url.com.tw [mailto:endless@ms25.url.com.tw] 
Sent: 02M arch 2003 13:11 
To: enquiry@pro.gov.uk 
Subject: Request for Information. 

 
1) How are physical photographic archives arranged? By date, subject 
or others? 
As of Sept 1999, we have arranged the transparencies by subject. All 
items are photographed from originals held at the PRO, and the 
alphanumeric numbering system used for these originals is also used to 
arrange transparencies under each subject. We never file by date. 
 
2) What are the metadata and standard used for describing photographic 
archives?  What are the level described? 
We have to work with the descriptions and captions which come with the 
documents. Some have extensive captions, some items do not even 
carry an accurate date, so our data reflects these discrepancies. 
 
3) Can you provide examples which contain data elements in 
photograph description? 
Source: Admiralty files 
Description: naval logbook 
Ship: Resolution 
Commander: Captain James Cook 
Log kept by: J Gilbert 
Date: 1772-1775 
Ref. no. : ADM 55/107 
Locate under: TRANSPORT, Ships, Cook 
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PRO 回函（二）  

-----Original Message----- 
From: [mailto:endless@ms25.url.com.tw] 
Sent: 22 April 2003 10:50 
To: Johnson, Paul 
Subject: Urgent Request for Information. 
Importance: High 

1) Does the PRO follow MAD3 in describing photographs? No, we can 
only use the descriptions we have on the originals. Sometimes this is 
detailed, sometimes there is virtually noinformation. 

2) What all data elements are used when you describe photographs? 
For example: title, date, creator, content, etc. As above, we use what we 
have. We state the general subject, the specific subject, the file the 
image comes from, date, the artist/photographer, any description which 
accompanies the original, and other pertinent information.  

For instance, a crime scene photo - 

General subject: CRIME. specific subject: MURDER. File: HOME 
OFFICE 144/22. Date: 1948. Accused: Thompson, Phillip James. Details: 
Murder of Lewis, Joan Lesley, at Grantham, Lincs. Sentenced to life 
imprisonment. 
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NAS 回函  

 
Dear Chin-Feng 
 
I refer to your e-mail to Ms Shu Yu dated 4 March regarding certain 
questions on the arrangement and description of archival materials. 
 
At the National Archives of Singapore (NAS), photographic materials are 
arranged and described on an item level. The main data elements we 
used to 
describe our photographic materials are as follows: ( I have provided a 
brief description on the definition of each data element) 
 
Accession No. - assigned to each photograph for physical control in our 
holdings 
Access Type - access conditions of the photograph eg: whether it is 
open for reproduction or required permission from depositing 
agency/donor 
Media - slide, photograph, digital image 
Date - Date or estimated date of each photograph 
Subject - Subject category such as Japanese Occupation 
Caption - actual description of each individual photographic image 
Source - eg: Name of depositing agency/donor 
Image No. - As part of NAS efforts to make our collection more 
accessible to users, we have selectively scanned and digitised our 
photographic collection. Image No. is assigned to each digital image/ 
file (for the photographs that have been scanned) 
Negative No. - the negative no. of each image 
 
You may wish to refer to our on-line finding aid for photographs to have a 
better understand on how we describe our photographs, known as 
PictureArchives Singapore : http://nas.nhb.gov.sg/picas/ 
 
We tend to describe our photographs on an item level as most of our 
users(eg: students, publishers, advertising companies) tend to come in 
with a particular subject in mind eg: images of old Chinatown etc. We 
feel that item-level description for photographs is the most effective way 
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to meet the needs and demands of our users. However, we are also 
aware that it is important to establish intellectual control over our 
holdings by documenting their context such as chain of custody. As such, 
we are examining description standards like ISAD (G), RAD and EAD to 
further improve our current method of describing photographic materials. 
 
Currently, we have also developed a unified on-line database integrating 
descriptions of archival materials of all media (eg: govt. records, private 
records etc). This unified one-stop portal site is known as Archives and 
Artefacts On-line. You can access the on-line finding aid at 
http://www.a2o.com.sg 
 
If you have further questions, kindly contact me at the above mentioned 
e-mail. We wish you all the best in your research 
 
 
Yours sincerely 
 
Elaine Goh 
Registrar (Archives Holdings) 
National Archives of Singapore 


