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yeuens srUiLsw (SLNA) Guirg uSeyseers’ (public records)
Gsi508 B8 26T HTacdled PSLLTDIUSD G CLTDILILITGL, @)F e
Qung) LuPeysearti LIL 19 W) BHSe DG MSLILIGSSHISM
(classification), opmitd Cuing LG eysaer HHILD CLITGE 3y 6ueRTEISEGTL
Guamigev (preservation) wpmid Quniauflgseaewamw 2 niF CFuiga,
LIGY BL_GUIYHENSEHGT 2 L LIL . TR 9 TFTBI%HSDHGVILD
CopQsmeararliL®L QFWeOSET LLPDILD (LPLY6YSelGT FTGTHISET
unglsngsULGams 2 ni% CFuicuGed CoFW 2aIewTs &ILiL%SSE 6
uml@ % (psGwinnerg). Gogith e1HIsTevgSB 60 Liew GbrssEs@pssrs

QBTL_iBg LWGETLIHSSLILIL GUTLD.

3.3 Qrss Csneensuiar o paunssid, 1973 oub yer® 48 9y @wss
CasPw #6114 8501 & FLIL_F05F B(BSHUSHSHTET & (LpaIlesr 2y, TLdL
Aeungmisaled @ BEg5 OST_BISGHRDIH. QBSS G LSSFTFGILD, DS
LOPWILD S TEFTT RIS GT 26OLFF 6T C\FW vTaTITeD
22/1744/620/021 yeoidsgeneug Siwmeng@erig 21.11.2022 o0 HsH
&y Flullgsiiu L g. CsPw gy aews srLLE ,CnsamaeTs
Guoaill CurewGes QBs% Gupayd FL L b HBSSLILBUSDHE (LPETL
@@ CsRws Csnarmsamw o Haurss Ceaue@Ld 61aTn LINBH®ISSS.
gLy, QFwerers 9Gs Gupamas CsHw yeuenid FTLILIGLD LoPMILD
UD@YSET (LpHTEHLOSGI0S OB TGS 2 (H6U TS SHCUSDHTG & (LH@TH

oL g Dossiuspens Hudss.

3.4 Q58 Oanatens, LG TEIS G TIFLSET LOPDILD 6)LITSILDSS @hL_GIT
Qs reitensew aIGLUSDHTH &Ly BL B W 4 CovTFeness e e
QgL uled o (HaunssLLL L g @Qbs 9 Crsmetsar gz@ame 2023
Qe Cgr_mi@er. Goah yewLodFsmISaT, CSTUNORIL LI B)0I6uUeTHI%aT
wop/b In CasHw eoLoLiL|F@FL_aTTeT @Q)BSILIL] FEFLILISET LoPMILD
Qg o,Cewrsmar yHweme QT Iy miGLD. @)55s Clsrarenguller

et L g, CaPw saigsam (Hpssd) s 11b, 1981 oy ub gyemnger 30
gytb @evss, <https://www.parliament.lk/uploads/acts/gbills/english/2942.pdf>,
29.11.2024 yatimy ygmusini’ L gi.

} @Qpss Qamaramsuiled LWGETLRSSLIL@L CFTpser @eeniiis | (Lss) 143)
@ 2 arar QFTHsaTERWSHD eNeufssLiLL Bareret, GogyLd galGleamp

Qeravadar (e XL (aralmaLiu@ssLiLL Heararer.
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aengay 21.07.2023 wpse 14.08.2023 eueny OLingosseier

FhSSIS @515 Qeualul_LiLil L g, @sP& L&, L GpnE,
Cup@, C8D& WO ips @ LorsnenisseleS)(BBS 6T(LPSSILIL,Ta
uBevsar QupLiul' L er. Iyger LIng 25.08.2023 wyeaimy GlsmipLoried

2 aiter CxPw gy euewmis STLILIGS gampulled @y ClLINSs &HSEIsSBHL 1)
BenL_GQUBDGI. Heswriy oPOILd WHLILTETSHeS (BBES 6T(LpSSILILTa
FLIULL ST QEOWTSSTE, b Q)L EIHE@s@& S L 1O 1" 19 BES
Oungy &w351%5C5 " LseT 155 QFuiwiu L. Qsrerensulesr T
uBiiny 09.11.2023 syemy @Qmu® Gewiwivi L g, @wwLidayd, Csfw
DL 101 & gewpwned YBlpsLIL@SsLILL L Csfw Osmearens

g eueLLifarLg Qsrerens HBssLiLIL. Cauaa® L eTarm CsFw
2,eU6wTS STLLGSHDGS Osfaldasiu L g sysaiLy, Qbss Csmaeands
11.12.2024 &y oonefgsiu @, 07.04.2025 oy

O LOEFTUWTED FLHLGLD G MNaNSSLILIL L g

3.5 srius gyeuemmisar (archives) wppib uGeyser wparawggaigsams
(records management) GobLIBSSa LD, ST (LpLp BpeveTud LG IEIS
9 PFTTFLISKGT LOHMILD SESTIWITH BIDIQUGTEISGT (Lp(LPGUSILD & (1h
FwiBeiones P QST pepwis BiuAgsLL@ELw CsPw

B, QUGHTS HTLILISLD pLPGULD 2 GRTT@ LD, 2 L a8l HeuaLd ClFags Geueurig.us
U uGHsalled Csemeausar Ppmid QLTLiLsmer @ BSs O&TaTans
Camy ' Bs ST RS DSI. (LD WTET LIF6YFET (LpS 6w LOSFI61S B 6iT
(WIR WG auLD; eTewTLias LB e CLamigailed Hmer Gobur®; ClLing
ABDFTIS SIS UFayFamars (records) sssmags® LHmILD

Syapmize (disposal); eersiseier GLamiamasstes (LpaTeflento; STLILIS

9, QUGRTBISGT LoPDILD LIBaysemer Qupieiflasmer (access) o feviosamants

LIng%1$5e; iaG%& SImISemarn aIpmis6lEmaTaigy); LopmILD aar
REISGL 19 PEHTET Y FLILIGHTILIL] B W THFHTGV (LPLY @FHew 6T
WAL G @L H0r1gs Csmarens s 1L_aioLitied

GaigsLiuL (b ererer.

3.6 Qsmerensuier Lfay 8, SyewaTsg LIBIGSTITSE@HL GNP HTeVSH 6D
saaflas Gouenngw 2 HFar yeoL_wrerd T GEDE. Q)bs
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2 $@safled CsAw Youews sTLILSEDS' UILILBSES YW &L L SS6T
9eusrs Gaemeu LHMILD (LpeopwreT, QLmniLiyeTiey LopmILd
QsTedLpeD HTLILI% YeUGTBIGGT LODDILD LI G EET (LPEHTEHLOSSHIG
BEOL_(LPEODFE QT UGV LILI(HSHICUBDH TG [bL_6ULYBG6HHE DT

B (PpSHLILIBSSHIS Y FNIHaI L_EIGLD.
GCsemay

3.7 Qewniens S IFTEISLL HTLILIG 46UTBIGGT LODDILD LIS 6 GT
WpsTSFH UL GBS CsFwWws CsTaransamw BnIeasmnsTet
sHCLTeFW Fhewans LI LWGTLBSSHIUG SaLd SeuSwLd. Q)bS
(WpETLSH S Heopuled g CsHwWE CsTaTensemw (LHaSW 6ThS
Y IFTBISUPLD HYB(LpSLILBSH WP evewev, Q&I LIV SFTLISEISETTS
QFwewpm serevio, (Lpatafento @LoLiL] LOPMILD HTLILIE 2,6GHTI5IS 6T
HYILD LG eYEHET (LPSHTLDSH6US HIeoDUleT LpSHWFFaILd GBS
OCgaflalaieond@ Lnsalssg). FL5LSH D, LCan LG TES

Y PFTIFLISGTTE LIFGFET (LP&HTewLDSSIa U LSEHTL (HF0SHET aUeHTaY
Qeuiwinl @/ evevg Ceuaful il @), wpoessiLil’ L 9 GovngFen s ar
wpnib aufET  GFaseler oyUTLS®S B ENSH0TTS). Fnb)S60TS,
QLITgy STLILI% 2),01eRTBISGT LOPDILD LG eSear SDLdLIL BlicuBLiLig)
&m3s Csw gyaienis FTLILSSSIL T Cgenauwrat 2,GevrFenast
@evevroed FLUL LD aIeHTa) Qeuiwliul ® Pev FBSILILIERISNG
@Quppliul Gererg). @ns (LpTCTHMEIFET LIV aienare/%emars

Q& resTLy (BBESTILD, YTLOLISB 198CHmg L H& SmLL i
Couenngw psHw LITdR et eraanGleuatp e, GLiTg LB ey Safler

(LPEODUITGST (LPHTHLOEEIUSHIS S Gp(h RSP EHFQUTET LITFeOaI Lo LD
Qeweme @ uss GLTFILOTET UGBS TS QHTERTL (b 6IGY 6 TET

9@ &mgd CHema.

3.8 @ G555 QpBIFSY LIDasmaT SaUDTES BlHaGLiLIg)
2,&LD, @& g Cseamarufled GmenLouieien oenws

Y @Bss Qarerens aplsemsuied @GP Liu’ Gorer GsPw eyeaewis STUILISL
CsAw Fallg 890G BT EMTSMS GD1%GLD.
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BSLILIGSB W eTargy, QLITDILILISIm D6 LoPDILD
QeaualLivemL_ggaTen waw LTRTLILIGSDWeTeng LODDILD SSU®, S0y
P DILD ASTIBIST @)Lp5S LoPDILD Sjdevdl 388 oo GSSSl.
Csfw yeuews srLiusggmed 2010 wppid 2023 @ @ enuied
BLSSLLL L Loy U@ 20567, L6 IewDsahsSer bl &&e ser,
Qeuerenis wPmid LERSaIe) gpu’ L Gesid, LUFaseT Saruied

sl LiLl L g, B eoLowrest FILILSLD, LS e sefled L (GILd FIL_TeneLi
LWSTLRSSHIS® PDILD UGBS DETITF SN L6 S 6T
BIu&&@GLd SyeLaLd MBS LG aYSH6T (LHSTen oSS0 9 B Tfl%eir
@Qawnsg Cuein Opw;pssguler geree CeuallLiLi() s F eTpeT.
craswLllesr LIBeysar wopmid CeblLifer (storage) afifleumer wHLif®
Csw yeuenis sM1LILISSSTD CopOsTatarLiLLafledee, LTI SL b
HMV BHLH@FMTS HBHSBD C&Test(®), CLINHSHID (Lp(LHaUSILD
cTenTLOGs LIS @Y&H6T @)paSHLILIGILD 6T6Tn) 6THFLITTLILIG BT TeTS 1%
Q@ BEGL - eTaTdlalr Pewga, aupssPmILl CLITETELD, F1sSGSSH6T
LoppIth LD YFFDISSOSET STIeTLoNS. Fe0ail LopmiLd LIUDHS), euer
REIBG® LOHYID FL L FH GPILILI_F555 LIDHD 1SS DS56T

wppid/ swg QL Gealsarme Bawamin Gaid o8 sNsE D,
@)t YMTSHILD BT 1960 STLILIG LeUGTEISGT LODMILD LIS @HaT
(PFHT®LOEEIUS FlenpuileT auaTidRNemw $HLILIB® @ LIBIHSHS

Qe ety BEseT. O

3.9 Gupampumer LaGain seDsalcd 2 aTaT 9eTSS
'L msalleyLd o arer LE@GSTriseier usGspL PMILd SFLiLiewnflLiLy
CaamauiLBLd Faurevsaer. @)Bss CsMaTens (LpSETeLOW TS LIS TEIS

B SNTFLISGT LOPMILD B STHS®GT eOLOWLDTEHS ClFTewTL_MTay/Lb,

5 ‘Massive ransomware attack on state email domain’, The Sunday

Times, 10.09.2023, <https://www.sundaytimes.lk/230910/news/massive-
ransomware-attack-on-state-email-domain-532126.html>, 17.11.2024 ey
yamisLiuL L gy, ‘Mystery deepens over missing files on NMRA cloud; service
provider has no backup’, 7he Sunday Times, 15.08.2021,
<https://www.sundaytimes.lk/210815/news/mystery-deepens-over-missing-files-
on-nmra-cloud-service-provider-had-no-backup-452555.html>, 30.11.2024 oyarmy

YeYFLILIL L.
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CsAw auens sMLILSLD aupsIGLd fSTL G160, O&TaTendsar LD nILD
SuBlenevsafled FRLIL Selwrg oyeoLoLiLsaeT, BLOLIEeS FTips
QY LOLIL|SGT LY DILD Feof LTS LD 2615 &) SFH) DS.

3.10 Bieursger @aiGenmp S, wasaier o feoiosalayLd,
BL0g CEFEFGT Fnl (B Blevesaysefleid GPILIIL 5555 S1555m%5
FDUBSGILD QBS LPSTDFFIUL UGPESG @b UTLSHL L 1D
u@sasLiuL Geueat(®Gwaiprew, 9% @LGLIGs GeuiwiuL. Gaam@Lb.

CBIES15 opmy/id Fpad

311 B ppeugid SMLILIS YeUEISET LPDILD LIS 6 %ealeT
PETDFFIaISMS UPFL G allgaleins@GLd CrrEsssL 6T @)bs
Csfws Qsmerens o (heunssLLIL BHaTang). @S epevld @)miFufed
BIL 1 DGLD YSGT GLYLDSHE@hSGLD BGTGOLD LillidGLD. Qevmiend s CLing)
TR iCsTaTERL) GO L Gpedled @BS LpuDPUIGT LPSHWSSHSMS
LY (LpEGNWILD TGS HTTesllE el 61(h) S5 ML (5 G 61D 6ol

3.12 wswrausrs, 99 ssly IBle L QLITGOTTSTT LPDILh THWe
@Gpasaled, GBILILTG QBS54 GL LIS GLpedsaied, HT(HSeT
Qu@LbLmTad afleogaunet EFHBHSSL LOODILD FL LSS 2 (HUTHGLD
Qewapmpsaied FHLL G BlaewssareLo wpnid LB Nenw

YW L_FGIDGS. LITTT@HLOGIDSHe) FLoFLILNSSHLILIL L O TFTEI%HSF) 6o

Qs reitens oPsmeularLiLy, HDeoLowWTesT, BeTE SL L LOSSLILIL L
wHp/Ld UPWelsssdm 1w CLTg Blicrsgms o Hars@Gse, CsFw
PODI®WOU UILILESSS®, "FHUIGT 9 Ssargms” BanGLd

SL L eLpgSev, QumpiliLines Biansgeams ewowliL@®$SISe® LDnILd
BT 1965 QUITBeTTSTIS®S 2 B LILGSHSE G WeOau (LpsGIw
@OWBSGTTGLD. @)BS (LB WLoeT QFTeTensLl LiGH% @5
Q\LINEI S 3D S G OT QUGIUTET HTLILIG YaUGRTBISET LoPMILD LIH6y

WS TmLSFMS Dpaisar Gsamal. o aenioufled, GLingLi LB eysaler
(LPEDWITGT (LS THLOSHIGILD I IFTEIGS B L 181 afer QFwedBmenas
2 19 CFwiaugpGLd, CFUDB DTS &esTenllLILSD GLd, GL4LosS a6
Csemaus@pd@ ClLITmBeTisTT wpmiLh Fepss B L misaiar
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afieleareow GobL@PSsIusPGL 5 1psDwiorets).t

3.13 @uestireugns, LURIEIS 9FETIFE LIS EHSE 6T

L& SIS TGS aSH @ OeuaflLiLien L wirer CpBaSLY 2 aTerg),
@a1 eTewTLOlG LIS S6T auen T et aTang). menowmm LB e LFToFLIL)
BEL_(LPEDSET, STLILIGSSLILIL L BOL_(LpeODSHET (@)D TEHLD,
S®VLOUNGT afewT6uTesT euBeuTwl LoHMILD CLIMTSILOTGST 6 6iTBIS% 6T
Qownss @QBs CBHS595E LnSaNSHTDET. @)% Blm)eueT
Blenareunppeae @QoLiLGe Qeueliu@®HDS. Q)b Seim e
Blieunrsger afllewaraysar 0gmeamewGrprs@emwema, @& GlLirgy Csemeu
QULPEISESID SALDSLD, FogFLd CFuiwini’ L Qurpiyséammed, GLomsly
LoD MILD 26TIPEYISS 6T GUTUILILIS6IT HBSHALIL| LoPDILD QFWTSSLD LoHDILD
gL L fRwner Grresnisepssns CseaeuliLGbCLng $56u6d LHMHILD

o STIBISeNeT @)LoLiL) Pni/ ewewg LSO HSS (LPLYIWLTS SRTIHLOES
L flouBEEDG).

3.14 ep@mmrausns, o HuTESLILGBL TelaT LS eysaier o eraler
9PCous auaridfg@ o L ey Oswe CsemeuliLi®SDGI. B)mIeeTEISeiT
wHYILd SeflpLiseT LpeTCasTTig uUleOeVTs 9j6aTay TeRTLAGH LI%) 6 %6 ar

2 BuUTEGHDTIS6T. QHLILIILD, @)BS TITATLOTGT LI 66T 9)F6T
QFIBs FaUTeOH@HL_GTT U (HHGIDGT. GTGETLAGH LIF)6 66T (3)60T58%L0TeT
STELD, (LLEOPWTSH BlIaISHSsLILL Tl L_Te), el Hangaj, @LpLiL]
DG PSSO CUTESEH: 14 WSTH YsGH DS GLogyiLd, eTewTLl)er
uBasean sp0FwTsGar Syeewg Couest®OaTCn 3yLf%ELD
Qumwd H LSS F5aI60FH6T PpmILd HYSTIRGmaT CLgIaISD G
GPIL_3555 SyFapISsDD TPUGSIIS DS

3.15 praisrausns, Feps GaLiLBSgsS) e Guilu CFwed Lpempasemar
BIaF®, Feps @omienoew Crre&w LTeangser wPmid LB L,

0 LIgFTeug LTITERLOGTDSFGT (LpS TG Fnl L SCGTL_flaT Q\STL_55 aipraled
DRTH LIS SYeWITGLOTT BFTBMWSS ADBIW (LpLp 20T, QTTHUE O\FWesHLD,
21.11.2024, https://www.presidentsoffice.gov.lk/ 1185 meugy- Limgmesoem S/
30.11.2024 sy SyjgsmysLinil L gi.
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BOewISHLD, 2 estenoemilg GBS P LI Sia%eErs% G
(LPSGNILDTGST FEH@UGDEHGIT LODMILD FIGTDISET (& LY-LDSHF@FH S LITELTE
@everoed aupmsLiL@RamS 2 NP COFuISET LPEFWSFIILD HTLILIS
QY UGRTEISAT LODMILD LIFQYFET (LPHTeW LSS S FGHT 9SS W Teu P LiBIend

HOEETEE LML ETR

3.16 @spsraugl, 4B w CSTOML LIBIG®GTS S(LHE S, $HaIG) LODDILD
SI®a BIaEFSH60 g L HLILGSHS®, o wsarTailw LS

D QUGRTEISGIT LOPMILD LIFGSET (LPHTELDSSHI UG STBenEQTL LiTSHG)
QFUISe LOPDILD HTLILIS ZY,IEHIBISGT LOPDILD LG 6 Hales
(WPERWSFaFwS 9 BESHHSFD G WaIpPled FH UL (BeTer
Qsm_jyeLw plneuasseaien_Gu @ggieopLien euariliugl, B Lger
SmaTsgis glemmsaiad Cobu’ L QunieufsGL 555
QeualliLenL_SsaIensGL el GSGLb.

uGSSPey

3.17 QB58 QETaTSEETEST SIIEHILD, (LPEODWTSH BlIUSHSSLILIBILD
STLILIS YGTBISET LOPDILD LB eSH6T Q)BS BT 190 BIIeUTSLD, cUaTiFF
LoppILD FeLps LOAPPSBDD G eTaleumnl aflengeyLHSHIHIDeT 6161 CHm(B
QeneTsSLILIL (DOTaTS). STLILIS aIeRTEIS6T LOPDILD LIS 65 6T
QeualiLiLienL_ggetenio Lo QUITDILIL|EFmpee o DB OFuIF e e,
vwgerer piy Qe BLILIDS SNEHRTDesT, Y ITUIFR LOHDILD 3Play
ufrPpsas 2as @ alsGearpert, GLoaiLd BLogl Fnl (B BlenesTasearL
LTSI STSFETDET. STLILIS 2Y,eIeRTBISET LPDILD LIF6FET, aULyaILD LOPDILD
sa11_GGem&LI QUTBL LUGSSTLO®, $HaUe) LOPDILD USTIBIG6NGT (LpS&H W
S TIBISCTTSE CFWe)LI(H)FGD T, Y TFTBISEISET, [BNI6UGTEISET LOPDILD
safipLisalar QFwesar, O\&TATENSESET LODDILD (LpLY6YSHE AT

2, eUGRTLILI(D S S| P GH D GST. 2_GSTEHLOWITET LOMM)LD [BLOLIGLDTGHT Y, TIEI%HGH G
QUIPEIGHUSHEHTEH SHMTLILISG Y,@IGRTEISGT LOPMILD LIF6 ST BlieuSHLiLIg)

LIGBTeUBLD &TIGETIBIS@BSHHTH (LpS S WL LDTGETS):

3.17.1 QeaelliueLggerento, QUAMILILIFSEDE HMILD
BOWTLF): CHF W, LOTHTEHT Y VeVS| 2 GTeahI 6T OGS
i msefad Blicunrsgeng GobLIB)SSHISH G LW eTear

SMLILIS QeIGRTEISET LOHMILD LIFQYSET (LPSHTLOSSHIQILD 2 o LD
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GTGTLIS T @)BS% Olamarend euFwiLh. Blicunss% e
QeaualLiuemL_ggarenio Lomid QurmiLiLeiear 2 nS
QFuieu@ed SIS eUeTBIS6T LHDILD LG e ST 19 LienL L
LB UREHGEIDesT, YspHTeT CFemar HYBPFANSH aBHDS.
9eau CFWSET, LIFLOIDDEISET LOPMILD (LPLY 6 G5 TGS
FARTHOTTSGLD, QUIe) LoPmILd LG LILTL L 20/ L0F)% 568 el
LB6FET LoPWILD HTLILISG 61T BIHEDGT LY LDSSEGT /515 6T

2 fleniosemands CHmg 2 SRS, S TSFTEISEISGT DD MILD

UGB IEIS 9B TIF ST 3 alisallar CFwasensEL
QunmiCLps mas@ngl, BlnieueTt BLOISE® W GTIES DS,
FPS FOHDIGHLOW U LILIBGSSIF DS LOHMILD 26TLpEHEV

TR FFEIL CUTInL 2 Sy FieOEWILOTGST LOHMILD
BLOLISLOTGT $H0IG0FHE 6T GU LDl GGUSGT CLOGV(LPLD, LILIGH]GTET

W OB LILImS GTafS TS GBI eLPGO(LPLD,
QevaflLiLienL_ggeaienbew 2018 @ ILILISET eLpeoLpLd, ©LITg)
unGspenLs QFWOLGSHUSET APGI(LPLD HTLILIG 361 GETEI%GT
ppitd L@ eyser CobLi’ L BlieunsEEN @ Likisels % 6im .
2016 <1 yewrger 12 gpd Qwss ssuISHTaT 2 fewLnd

FL L g@ar 81, e1p50leunp uBgms 9B aTrsamuuilas (public
authority) Qsr®&se® aunpsdsalar o,sTIES®arL GLmp
OugI0e5 5@ o Aevin o o). Q)5S SHaIed IyPlufLd

2 flenio QeualiLiLien_ggeitenio, OLIMTILILSFmMDED LoPDILD
BT Guy_e1 QBBeSLISL Nenenibg)ararg. @)@bLiNeLd,
SHaU6O YMYLD 2 FlewLd LITGSTSSLILIL, LIF6YSHGT

2 heunssLiLL. Cauas®Ld, SwoLi Blieu& s Gauesnr(pbd

pmiLd LTgSTESLILIL. Geuest(RLb.

3.17.2 Qurmertsry aerid®). HmenLow TeT LOHDMILD LILIGYHGTET
Qurmentgmy GFweSaT 616MSM1%GHMSET ApevLd SMLILIS

&Y, UGRTBIGGIT LOBMILD LIFeYS6T QLTHTISTISED G
GOIULIL_S555 G LienLis )& TesT (B QTGTET. & TLILI% 61 GESTBIS 6T
WPMIL LUP6F6T eSS HD & LFayd G LiLhss
BHAUDH®aNS 0T (D aTaTes, @S6T eLpevLd O\LITBaTTSMT
auariFfenw GobLINSHIUSDHTGT O TFT5IHS S 6

P Psever osNEFGEmest. BT LTTLASSLILGBLD STLLS
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DL QUGRTEISGGT LoPMILD LIH6 RLILIBSEISHET, FL L GLILIBSBEIS6T
wHpId BPBlme Iyplsémasaier grpewLium L 2 ni%
Qeui@erper, LuBGsTIisaieL Gu BLOLISmEemw
IPLBSHDFDaT. Sjeweu o fewio, ypleyFmi O\Frs g fen s ar
LoPQILD FHES LIFILDTD D BI% @SS TGS FTGOTNISEH 6T
QULPEINSF T 6T, 61wl % EIHGT SEIF6T HEETHEGTL
UngI&rssayb FL1_Ligier 2 fleoiGamredseand
QewdLIBSSa LD 2 S0 RGIDEST. o HSWTSH, STLILIS

2, UGRTBIGGIT LOPMILD LIGeYS6T QLITBaTTSTT 24ImisFe,
Qametens GobLT® HMILD FHeS LIGLUTLND G
umisals@aper, Qurmearngry Guns@sar, HSiGauny pLSos
wppid Cgmflevgemp CFwedGDaT LPHlw FiesTenTsasemar
U EIGREDeT. OuTheTTsTy C\FWedS a6 HMLiLIS

DL GUGRTEIGGIT LoD MILD LIH6SET Fol " (5) 3y ml@ilair

5735 CsESmISMTSaYLD, LiFIewLo LoPDILD OLITHOTTSTT

UTIFFRGOW UATIESR LD 25 e F)GoTD 6T

3.17.3 wenllag QrLjs®. auenils Qsm_jiRemw ysMLILISGD,
@DILILITG YeuFgsTev @ LpBlevesar wpmid Gufl g 8’y
EweBPled LS e Fefler Lmians (LpaTeallane Lt (BSs alg
wWSBwLb. auessls BLculysmasalar Q1L jéRs@ LG asar
WS YSTIRISeTTE CFWLIGHRTDET LOHDILD SWTFEEH6,
L@ pmId LB L pupPseafled LpEHW LIEIEG FHsGeETDeT.
UGG TGS LIS @YFHGIT (LPHTGHLOSEHIGU [5G L_(Lp GO DG GIT
QEwdL@SHIMG, LDTBIS YBFSTTF®LSET LoPDILD Seshlwimg
Boieuermisar OFBssY safiar Gung <sSwmaFw
SsacvHmar OLpiaiflser, Lweerer pigOeBLiLInS
eTafgMaSa L HMILD LpsFHwLones CFeealsenar
BeTGLIgImSHSGLD 2 FaFDGI. QUIITET LIF6%6IT
(PFHTELOSEHIUG FL L_eLoLien L LIFTLOALILIGET eLpevLd, LIS IEI%
9B MIFH LIGET LOPDILD SESTIWTT Bl DIcUeTBISaT (LpSFH W
u@aysefar yemisamew 2 G OFIW (Lpig b, @)S6T epevLd
el QBT féflevw sHs% (LpLyujLd LOPDILD FHiGTL
FrewmBISealed Blnieuet LBeaTserenoenws GLodLBSS (LpLguLb.

3.17.4 s wppibd Hieursg Caemals@bsistet Hysra):
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GDIBW FTev LoPWILD BessTL &HMev FL L LoPppILD Blienss
SL_amLaemaT Bleon Caupmicusm) @ HTLILIG 3,e GRlEI% LD

LIS ey&@pLd SeuGwiLh. yeneu LIFLDMDDEISET, GLILIBSEBIS6T
OHYILD PLILIBSEIS@FSHSTET FTSTNISED AT ILPEIGF STD T, FL L
2 flenLo&6T LOPMILD HL_OLO&6T BlenawBnSsLILIhelens 2 0%
QiR apest. GogyLd, Sjeoeu BHHETVSHE Blicuns

QFWed (LD EH AT 24,5158 F D 6T, F)D e LOWITEST

1y CaBRSHeD, GL L 1O 6O LoPDILD T PFSGL ewL_
QFwdLI( SIS T 6.

3.17.5 ouumuis® wHmis ey ufwrpmib:

O, GUGRTLD THEEYI FGW LD HTLILIS 4,61 GRTEISGT LoD DILD LIS6HET
QL ITUIER O Pley LUFLIDDSBDST6T BLiL|L05S5
UTEISaTTS QFWGOLIH DD, IO QUGTLOTGT LOHMILD
WANIUL L $HICOEE T 6U LD EI&EGHD 68T, 2YLpLDTGST
U@GLUTLIeY, $0ai YITUIFS LoPnILd FIEINISET FITES

Qs reiTens au@GLienL @GS BGD . HTLILISG 3,60 GET5I% GIT
LPnIL LID6SE@sGeT 2 artar 9 Pleyd ClFaeugmsL]
LWGTLIRSSIQUSET eLpGLD, LIFIeDLD, SHawPbs (Lol Gleu HFS
LPmILD Fepss et paTCaTDDEeS HILD @)UISE (LpLgufLd.
SIS eIeRIEIG6T DML LIF6YSET, (LPeHDUWITH
BIuEESLILIL L Te), 5660 9f1g LILIGH L UNGVTES FELpSHSen

2 (FAUTHGRUMS QUATTLILISET eLpevLd o8& BT(HS6T FaLiudet
BleneowiTed oUaTiFR @)evsGHF@5% G (Pos&W UBISel LS ard

QeuiSamer (Qos@sar 16.10 wpms 9.b g urissays).’

7 "Ensure public access to information and protect fundamental freedoms, in
accordance with national legislation and international agreements", s&&w
Brpser FevLuler Blavew G mer L 9a9B59 @wsGsar, 16.10, @ews@sar
wppib GPlsTLyser, <https:/sdgs.un.org/goals/goall6#targets and indicators>,
01.12.2024 et syamusiiu L g; “Support domestic technology development,
research and innovation in developing countries, including by ensuring a
conducive policy environment for, inter alia, industrial diversification and value
addition to commodities”, @88 w pr@salear HlanewGLmprar 9 9alBsS
@as@asar, 9.b, @eagsar wHmih GBS 1956T,
<https://sdgs.un.org/goals/goal9#targets_and indicators>, 01.12.2024 sy
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3.17.6 galuuL L wpmib sL6 Haearajseamarti GLigmsea:
SIS QeIeRTEISET DML LFYSET, ULy QILD LOPDILD 26l &LD
GTEHIQUTS Q) (BBSTEVILD, BLOg 2 pIFwinet wpmih G)salainm
SQIEFTT LTI LIAWBRIGET LDMILD HLOG SesiiLiL L LopmiLd
LB Blenesteysalle LpasGw OFTSSISSaTTGLD. e BLOF
QUIGVTDIHGIT, HGUTFFTIBIGGT LOPMILD FeLpd UGTIFE LipPls

I GTeRT 0 & 60 AT 6 LD B! & FTD 6. LIS 6eSaT LOPILD HTLILIS
O, GUGRTEISEGTLI LITEIHTLILISET eLpevLDd, 6TH)H5% M6V
FHSPUNGT(HSSHTSH BLOGFI FL_[bS HTVBIGE GTULLD BHLOG]
ufa&searud LTHSTERCD LD, @)SeTT6D Y IFHET HLOG
I LIUEIHET, FISGTHET LODMILD FouTOFHGTLI

LA B&I0&Tent(h) SpmI&0)STaTar (Lpig uLb.
4. Qsrerenss CHTL LITH ST

4.1 Gupyanf) siaiiug SIS YaIenTEIST LHYILD LG 6 %aled

UG QFuwliLL L SFMUS®ETLLD STeauuLd FewT(hH LI S8
LWGTLIRSSI ISP EHTT HDeyiid 2 feoioujrd @Ld. eTUpSLILIL L

FL L GG 2 aar L HLILTHS6T @)(55SCLITHGVILD, HTLILISG 2,6 6OTEI% 6T
PO LB a6 BlumwwreT LHmh Fwioret’ aSweapseis S
SMaTSG BLTS@S@GLD OLpiauflgsareans @) was Couan®bd. FiouGss
srUusmiser sayarfane (ICA) o peaurssiu L

&Y, UTSHTLILISBEIS®T OLipieufleaisnanear 6)&meaTendsdsafed
GOUA_ LUl ®ereruiy, “srLiLs LD e sear ClLIDIPNISDETET FLO

2 flenio eraiiLig) GlaumioBest FLoioms BL_GSLILIG UG oL HLOGG,
GRS HTLILISBI% 6T O (BBSI LILIGTENL_ UGB HTGT FLD O [l60 L0 WIlL|LD

2 eirar_ERwg”.°

4.2 GumpyLityewr_evw aTeTLG) 2 fen0&GTL LITGISTLILIS QLD

YeYFLILIL L.

8 Principles of Access to Archives, sjeuGssgyeuens sniusw Gugeme (ICA),
COMMITTEE ON BEST PRACTICES AND STANDARDS WORKING
GROUP ON ACCESS, 24.08.2012, <https://www.ica.org/resource/principles-of-
access-to-archives/>, 01.12.2024 ey Qumieufluic L g.

9 Ibid.
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S&flBLITSET LODMILD B)M) 6 GHTEIS 6T @) TasiTenL_iLjLb &eTs 560
T(DSGI5 0B TaTUBVILD HTLILIG 2 eUGRTBISET LOPDILD LIH6YS 6T (LpdGHlw
LIBIeDSS @GPEE DS CogyLd, QUTDILILSI DS 19 WL Y TFTEISS®S 2 0IF
QFUIUSH @ 219 LILIGHL_WITET $HaUG) LODHDILD FTGTDIHGT @) TewTen L LD
ungismiLGeid OLpieflevw aLpEGeaB@Ld STLILIE o6t
Byewisaer (archivist) wpmid uSeyser gpsrevwwrerisaiar (records
manager) umiens Qg je@wnes LD & wpmid GLodLimi’ 1q &7 eLpevLd
@LILEO ST (B LewLiLi(B$s Couesi(p)Lb.

4.3 GlarafiLiLienr Fseremw FHTLILIS 3),eIGTEISGT LDODILD LG e S6T
(LPSHTemLDSFI ISP 60 CleuallLiLien L SSeTeni, HTLILI% 246UGIBIGGT LOHDILD
L@eysar QLTLiLITeT BETHSGTTD 6Tal6 Ty

S QUURSSLILL B eTeTeT, BneeTEIsene 9jeuiseler ampsanseaniiLs
LT@SGL Lyl HSS; I uUDPIT BliuTESmS BiaFH%ELD

Q& T6iTenH 56T, FL L BIS6T LODDILD & (LIS LPEODHET; LODMILD Y6
eTaleuTn O FWeTssLILIRR@IDest, 6)LnIeuSS6ETen oW TS
wAPOLUILGSETDST LPDILD DD eTIUTN] LT HSSe0TLD
eTaTLInGS CFMNald@Ld FeoL (LpeDSaT LoDDILD D)

Qs rarenssamarci uwegsar (USCT) Lyfpg Gsmarer o FaDmgi. eTatGal,

Cuemimassis SILILSS serehFwsHNE (1epository) emaLomieag
o L UL SIS 2,eIeRTBISET LoPWILD LIF6 SR 6T (LpHTew LSS aLD
2 (BUTESLD (LS ST LID & @aICeunh sL L G ayiLd
QeualliLe_wieasns @) bss CeuesBLd.

4.4 e oLivmE TG SLILIG 2,0l EIS6T PDIL LIG6%H6T
"wppewneTenas PmILh LAPOLILIL TSma" TGN LIGHIEnLIS

G058 E.”"0 By e 1 S o eire L L e ifeT @Ee LT enr
2 I CFUIMSDHSTS5, 2SS BILIGHITSE@HL BDIeIGTEIS@FLD $bIg%eT
ugrfliy, smee wppid/Sdag SUHLULTL 19 assLiuL (arar
SIS YIGTBIGET LOPNILD LB FGTLI LITHIETSE (PO UITS
BlieuGa@Ld QumniLien s O)&mest (B QTCTeS. HTLILIS% 2,0l GTEISGT LODDILD
LB eySaT SeuDPIGT RUHELOLILITL L LI LITGISTSGLD CSTaTensHar
HYILd CFWGUPDSHEFSHE DL BIURSSLILIL L T6D, Iemau HL_bS
SM6v O\ FWGSGT LOPMILD (LPLY6YS@hSBTGH [5LDLIGLOTGS FITGHD THF

10 ISO 15489-1:2016 — Information and documentation — Records management —
Part 1: Concepts and principles, April 2016, sieuGss 1 Bliewrw SyeoLoLiyy.
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CFEwe L@ LD.

4.5 vedasemserw GIGILIG], 2 aTaTL_sH W CFWe(LpeDEHET, (@)L HEIFaT
LoPRILD B (DT GLolbLIGSSHIUSDGLD BlewevBlNISH6USD G LD
@6 2 PLILTL_ 1@, @& LedGeuns BlmieueTEISaT LoD DILD
Goaflliyseps@ oo Gs@ng. Coafssiul L, QFwengsi’ L
LppId CUDIASSETEn LD FTGTDISET LOPDILD H%6U6DS 66D
GO i Gouemiiig w LIGY jen L WTGTBISET, eWILIaBIS6T, Blay
LoPppILD euITNISmaeT IBIGHASS, allgons FEHLUBSSHIMUSET eLpevLD

SIUUS BIDIQIGTEIGET @Q)BS 2 NIPLILITL L 2 (B6UTHS (LpLyULb.

5. Q& raTend: 9M%enssar

5.1 Qrss Csraeosullar WsSw SjLbFbiser, GBLLTS STLiLS
DLGUGRTEISGIT LOPMILD LIH@FET (LPHTew LSS LD; GTERTLOGH LIS)6 56T,
w@HLSE (appraisal), sésmeaggsed wHDILD YsHDISD; CLamIs;
Qupiaufl; srBlewesar; LODILD 6T RFISEE) 248w euppled

S IFTEIGSH T BlevewiLm e L96Teu(BLd PG enasar aflelfss 6 er.

5.1.1 Gsfw yeuewsis STLILISLD BTL 1G 6T STLILIS 3,60 GHTIEIS 6T

LoPpQILD LIS@FET (LPHTHLDSEHUSHIGHTGT 2 FF BN eUGTLOTGLD.

5.12 uBIEIS G STIFEOLISET SbIG 6T [BlD)6UGTEIS @SS 6T
Ly aysar, QFwedsar LHmID LRLIHDEISTESTL FLTeT
LUBSET (LD WIS 2 (FuTsSLILL B, satauiul’ (),
Biu&ssLliL@eams o pG CFuiyd $L_ememws

Qs reT(H AT,

5.1.3 aembar agpeopulled 2 weurdssLiu L (born digital)
u@eyser o L, e Lifer LyerefudedBECs (Lpewmwins
Blicu@gsLiuL Geuest(GILd.

5.1.4 arewrfler L@ ayseier 61mi@GLD BlenDbS SeTenLD,

2 GL_WETn LY Ul SETELD LODMILD Q)W EHSS 6 LD
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FWUD®DS FHSHD ClETent(®), HTewLIGLITSEH6) eTewTLAew
uBeysefier @ewliur® wppih o LGwrsplemeuilenesL
Lg% 155 aigyares eTesmibler GUemiend BeL (peomasar

11

(digital preservation) 1fls wp&@wiorerenay.

5.1.5 @wuiys Sperisear CsemeuliLi@Ld erewrfler LISeysar
PSTLESGIILD 2 L L1, LKIGSTIiSeNe G L1F6s%er
PST®LOSEHINUSG BDetisenar GLoldLi(HSaHusDSTeT LIUDE)
oppitd Fmest Cobm @ LpwPFFHer euGwLd.

5.1.6 &1LILI% 9),eIeHIEISGT LLPDILD LG ST (LPHTEHLDSS| LD
srBlaasmart NaLpniams 2 G CFuiasmn@Ld,

B (LpewpHemar GLodLIGSSGIaS0GLd, GLiTgLomeT euer
RHSEL L 2 B OFWicusDGLd HesidTeusiLiL] LOPDILD
Q@ewrss auflpepaser Caenau.

5.1.7 srlius gyyeuestEISeT P LIBaSar BlieuS LG

g6y UngSTLUL, uBiyfesw (copyright) wpmid sefluyfenio
B (LPSHFN S LDFBIFGTTGLD.

5.1.8 &1LiLIS SeueHTEISET LPDILD LIH6 S 6T
erasramfiwwwiors@eug (digitisation), s16s5Ha LB ey
Qeuiwiul’ L senEehPwmIS6T LPmILD HeoTLiLIL

91 Livien _uflewrer GFaflLiLje-sL  LjeLl LUFeysE@%E
(audiovisual record) ergreroner Qupieus) QOgm_jLimest
BETED LDHEN AT QLD B SFH D).

5.1.9 augeuh oPmid ser_sLb 615I0UTS @Q)BBSTEVILD, FLOLDTEST
pmILd Bumuret oIS (LpenEafled STLILISE 960 cwTEIS 6T
P LG esEhSSTT LTS daralevmes GlLmieaLf,
QevalLiLenL g setenbenw 6TafSTHGH DS, OLITMILILIS
Fmpenev OFWRLBSHBDEI, AWef o (HeuTESLD LODMILD

11 “What is digital preservation?’, 9 @fli" L e LingysaLiLy g L asfl (DPC),
<https://www.dpconline.org/digipres/what-is-digipres>, 18.11.2024 yaray
YeYFLILIL L.
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ufrppsms sardGalls@nsg wppib Hpps sre (Open Data)
pwpPsaflar aeatiFPeow 9ys5has 2 FaF DI

5.1.10 @i prgemsuiae eurssLiul ® QupLiu®Ld
LB @ &6 FTBeVS @55 Q)eBIGLD LIS e FET (LHTHLOSSHI LD
SLOLILSN SaIuFQFUIWLILL B BIiuSSsLILG S

®TSS LS IEIS DSTIFLSEHL 2 0P ClFuiw Cales(Lb.

5.1.11 uSgEls yBsrrFemusaied LG e Emar eTalcuTn|
LWGETLIRSSIG eTaTLg GBS 1y Ca®LLSH @ aflfleurar
UL B yerayCsmedser Pleaymiss Gouest(hLb.

5.1.12 g&smeuLiy gL' L aeausar (retention schedule)
eTaTLIG FL L, Blieuns, B& wompid L9p CsmesensE apu
UBYEM6TS SSE®aUSFH HSDNDIAHS (LPEDWTS BlHeuBEsL
LWSTU@RLD (LpSSWILDTRT &(HaISaTT@GLb.

5.1.13 augeud opmid ceni_sgensLi QUTBL LIGSSTLOGD,
STLILISG YeUenTBISaT LoPpmILh LBaysemaerti GLgmialg eT6rLIg)
@ URTUUL L QUIDIUIUTGLD, @& (LpenDIWTET [bF6urss % e

Guing QeuaiGeupy cuarsisemar @bm%H maiss Goue(Lb.

5.1.14 prlged srlius yyeuenimISar LPmILD L6 ke

WS TmLSFG Hampullear L H6wrgs yeioLiLy, GuobLim®
LpmiLd WGP PIED G FIble@ ST LHDILD Few

B (pewnFamar GdLBSHIS LA (LpsEILDTeTERn 6.

5.1.15 vweerer $TLILIS 2),0eTBISGT LODDILD LIS 6 S6T
(PSHTELOSZI QLD GHLOLILFET LOPMILD B0 L_(LPGHDHGHET
QFwedLIBSSHIuSD G psTauciss Cungiones BF), weals,
QsTedmIL L1 PmILh 2 6THL L oLoLiL] UTEISET QREISHLILIL

GousH @b

64 Bavnions CEGu 24/ FILiLisw



6. G\&TaTen s (3)6V5 G %6l

6.1 spCuremgw WP TP isTw FbsF U5 @ LILeTals@L)
aesulled, Qupieuf), QumyLiysédmped, OeuailLiLien_ggerenLo,
REBELOLILITG LHOILD LIGTI(LPSSSTenLd W O)&TaTend:demar
BeneBNISSHILD QUGYIGUTET LOHMILD BIGHGOWITGS HTLILIS 61 GEST5I S 6T
LPnILd LH6YS6T (LpasTeoggalld CsTeanewCErs@L LTimeass
LG (HLD @)6VSGH6IT LY SSGTLOTE 65 LDF)GHD 6ol

6.1.1 @@pEA@IES S L iLieL IeTILILISI

LB &GS TS @h&% M6 Q% afleus euenwmpissLin’ L

LTSS IEISGET LopMILD ST5606VS @FL_GT &TLILISG 3,6 GRT 1% GiT
PDILD UGS 6T BlicuPSSH60, LITGISTSS LOHDILD

QUi flaIFDSHTET 6 (15EIH ERTBS HL LG LDLIGHLI GUGTTLILIZ),
SIS Y IGTBISET LOPNILD LI eFemar BlIaSLiLGe Bevev
BEOL(LPGOD, GUGTEIGGT LOPMILD BT SIuSeSLI LIS TS

Qs meiter LiBIGSTIISMe LG @I LpLImL 2018 @ allS 5.

6.1.2 s wppis @upmGupon @ausssams ysfssea.
saflyfleoin, gaQwgseento, LG Liyfeow wHDILd CLimiaiL)
S weupPar Csamasemar oo wppitd CeuelLiLien L wrs
FLOBlO@LUILIBSSHID IeHFHUNGD HTLILIG IY,aIGRTEISGT LOHMILD

LB eSaT (LpHTOLSSH UGS BlicuGs@Ld OSm_fLjenw
FLL_BIS6T LoPWILD @IS (PN S @FL_GIT @)GHTIEI S 0IeHS
25Ags®D.

6.1.3 Bersrevli Guaiersenw 2as@allSHe. HeiLTeL
ungigmieoL GUemiens e 2015@ il GS60 LOBDILD HMLILIS

Y UGRTEIGGT LODMILD LIFGYFGT (Lpewm T LI CLIgsised
(preservation), smiiyy (conservation), wpmitd erGLaens
(restoration) epevrd QgT_iBg Qupiaflaicns susGallsse.

6.1.4 oaiemssrLiusmsefar UGTIpsSSaETanDmW 2 NIF

QFUIF®. UGTEISET BleODBS LIS 0EGT 2 (56 M5 G LI J% @V L 6T
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FLOLDTGT Bleneuiled 9)e8)LIamI%EFLD HeTGeRTTL L B1%@HLD
@355 Gouanrgw aleflbLyBlenev wHmid TG BBSHauLd
G®ODES G(osaiear OFwede sTLULSLILGSSm 2 N

QFUIS. FEWTT 24 6UTSHTLILIGEISGN T 55 TSmS
wHEGL 3G Couamaruiley, CsFw Iy euents SILLISL,
CampLiul’L_red, gyeuessTLLS RIS eT 2 PpLSGenw &L ®BES
CuaCpras euaLiLBFSa LD, STLILIS ,6UGHTEIS T LoD DILD
LIBeY&6T (LLFTLDSGIULD Fe0 L (LpeDEHefed LITES

8 BBggeud wppid unGspeL o CFuiwaeyd LD

LOPWILD QUGTIEIS@FL_GT PSS LPLIGHLI QUL BISGTLD.

6.1.5 uBaysar IPET®WSFIMILD BewL (LpewDFH T
BAIGTLOWIDTHGSSM. FTHSLD LoPWILD 6TeRTLOIGT LIS e FHemaTL
uBay QOFuiged, LITLASS® LPmid LB 0L G LLSDHSTesT
SIULRSSLILL L QFWed(LpenDS6T LoPDILD

QsrfledmL LiBIG@man 2015 GaLILSET epevLd GLITGISSHIeom uied
U @Y&6IT (LPSTLDSHGULD Heo L (LpeoDHear GLoLOLIHSSHIF6.
@B eTenTLOGT WSS GLYL0sSEhs &G FAmLins Caanal
Qeuiugm@Ld, QeuallLiLienL S aIenLoemw uaTiLiLISD LD,
Feps-QUTGaTTSTT (pTGaTPpSams aInLGSSIUSHGLd
GTGRTLAGST LIS QY& GT (LPSTELOGSHIQULD GTDMI% S TaTaTLILI(H)6Ug)
L& (LpSGiLh.

6.1.6 Qumeulf), LWETLTE WPDIB WeTLIWEETLITL L 2 )I%)
QFuiged. Oumieuyl), LWeETLTG WHDILD BATLIWGETLIT®
B HTLILIS 2Y,eeHTBIS6T LoPDILD LIF6 56T

(PFHTLOS SIS Flanpulled yMlayLl LITaIeD, L|SeDLD LOHMILD
FoLps (LpHTCRTDDSeG 26015 &aNSSGLD (LPEHNW F(HSSHISHGTTGLD.

6.1.7 srius gyeicwES6aT DHMID LFGSET (IPFHTIDSSHIMIS
QsTfleov® YFNSHQ. LIS ST (LpSTeLDSHIQILD, FTLILIS
BOL_(LpednSaT PN eTesTiler GLigmiens S wealmnsled
Gparsar wHpi BlLaTSSI0E®S GLobLBSSIuSHETET Sm et
Guobuin® wpHmib LIPS WwpHseoar YsNESD. QSFmaW
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LD Pulled eneTSH LOEE@HHGLD HTLILIG 2,6 GRTIEIS 6T
LPDID LB eHefle (PERWEHIaLD LPDILD IFssLD, Glomy),
@aid, Gmeir, LmeSlaTid LHMILD LOFLD Y& waIPpenpLi
QUTBLLBSSTLO® ST TUJLD FLOLOTS BL GG LIDPIL
2 aIPmaT @)(B55 CauatT(BLb.

6.1.8 afifliyenriay wppis Gurg FEUTL L 205@allg g6,
STLILI% QY6GSTBISET LOPDILD LIS eFefer HLiL] PS5
Qungygsaien_Guw affliyemricoe apLBSSIS®, He0al
Y GHLOLIL|E @B L_GST (B LIBGUSGT eLPGULD, SHTLILIG (LpW) PHaied
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FTVSHDH G ePLO LIRBSHIISHTS QU T, LIF 65T

LT (B SSeVLD.

12 Draft Principles for Archives and Record Legislation, 2004, #ieuGsssy,aemrd
srLiusw Gugenar (ICA) ‘Preservation’ eraip Qsmarens 16, Lnigsayib.
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(QaewiLiL) 2 gous Lmissayh) FAGFUIw CouesTBLD.
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2 aTar gyewioLiysar 2 CFuiw CeuesrHd. GLogyiLd, L% eier
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8.2.1 QBss Canearens, STLILIG Y eaIeRTEISET LOPDILD LIF6 56T
(LPSHTEOLDSFIUSHSHTGT CHTGTOSSGT, (LpeHDEGT,

B L (LpenEer Loppitd Ceemeusemar Blniad Licv FieGss
sumIEmar AsASH g (QeneniLi) 3 @l uTigsa ). @ BSS
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F W TATUSET eLPGULD, LIHeFHET BlIeuF LILISDHETT 63 (1h
QUGS LODBMILD (LpeDWTeT QLI flLpemmedw BDIeaems

13 Standards and best practice, el L e urgsTLiy gL axnfl (DPC),
<https://www.dpconline.org/handbook/institutional-strategies/standards-and-best-
practice>, 10.12.2024 ey Qumianiiuc L g; The Economic Benefits of
Standards, #ieuGss s it genioiiy (1SO), 2014,
<https://www.iso.org/files/live/sites/isoorg/files/archive/pdf/en/ebs_case studies
factsheets.pdf>, 10.12.2024 syairmy Qumieufluiuc g
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14 Shepherd, E. and Yeo, G. (2003) Managing Records: A Handbook of Principles and
Practice. Facet Publishing, London.

15 Ibid. ‘Guidelines for developing a retention schedule for records management and
archival professional associations — including a model retention schedule,’

FiouGgaoauemtas &L Guieme, LG eser Goerasitento PMILD STLILE CFT6LpenD
Fmsmisar uppw ey, 2008,

https://www.ica.org/app/uploads/2023/12/SPA_2008 Guidelines_Developing-a-retention-
schedule EN.pdf; ‘Building records appraisal systems, managing public sector records: A
study programme,’ #iauGses LB aysar Guarareamid PSS L amar, 1999,
<https://www.irmt.org/documents/educ_training/public_sector rec/IRMT build rec_a
sal.pdf>10.12.2024 ey sygmisLiv L g.
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PSS YUTUG®S Bos Coueam(BLb.

8.3.2 Qewed LyeiralFar:

o 8321 uQIEs FsTIFmLSERSETT LLHLILTL B
a1 Caredsar GMSS UPSHTL (HSDHm T
2 hunsGeuBad YaLiliuG e CsFw oy euents
STULSLD (perestessiiuied @)(hsEGLD.

o 8322 Gsfw yeuews srLiusd, Gseneuwimest
SSS®QULIL| S L_IHGETH®6T 2 (hoUTeHH L|&ILILGS
UG IEIS 9SS TTFW LIS @G @)60aRTibS/
Crwed L@ L. QeualLiLicoL_GS&@IeoLn LoHmILD
QunpLiyestieney 2 niH OFuisnSTS,
WO MAWLILL L $SH@aULIL] 3L L 0IeHEwTSH 6T
GB85 CLngwssaiar o,CurFmatsmearn @)555
Qs rearens LINFSI®TSS D).

o 8323 Gsfw youaws Sr1LiLISSSHL GT
FSBSTOVTRS S, 2 flw L _TLpwHDPuyL_ciT, FTelg)
CaPw s 1L_mS6T LOHMILD G (LHEIGLPODS @SS
Q@ ewEls, LAaTasTaR) 9eLOLIL|S6T 2 L 11
mGFNSSLILIL L PP CFUSmaTd
QeweL@Sgiaug BwbSsLIuL L B sThsaier
QuimmyLiLin@Lb.

8.4 apCavrurw LGP #4: FrLiLs yaremr Bljesmiser wPm/D L1G)ay%sear
APE TP UWTTTE@5HE LIAPF) YYafESa) STLILIG 34,6UGHTEIS 6T LB )LD
LB SH6T (LPSHTLOGSHISHD ADLILIS $&H Qeewnssme, Lund Qupm
BT TS ET 2 (h6UTHGaUgILD, OSTL FLiewL W LIS TEIS
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P srrFeLsHeNen G STLILIS 9Y60IewTBISET LOHMILD LIS 66T
(PSTOLSSHUSH D SIS0 CLoLdLIBRSSHIUGILD OFeYLD L4 RTLOTE DS,
@31 L Gain Y LISSHISET LOPYILD IFHMISSH0S @55 G aLflelGHSH D).
uBeysmars saTBLIYSE LB GL H%5 @Quemenio, LB e se®ar
FLL_aflGrrgions 9fl5s5e), 16FIG S56I60HaT I ESHEHHEHLILL TS
wpapuiad QeualuiB®se woHmid CungoreT SLHLILITERSaT
@ewnssred LG asafiar Gpiei FwgFd CFuuLiLB g 4G wee
@B YL mIGLD. LUPaySaT (Lpep sl sarage(capture),
aumsLiu@sgs (classification), G#llgsae (storage),
Qupieuflsserenio (accessibility), sgsmeugsed (retention) opmiLd
<spmieuams (disposition) o p® CsuicugspsTeT HyPay oPmILd
Sparsmars Cs1eL LISaY&HET (LPSHTEHLOSSHGULD BIL|GRTISGTTE) @)bS

S LIMUBISGT LODMILD SFFHDISSOFETSH &HODIHS (LPLY UfLD.
8.4.1 QFwe Lyarafsar:

. 8.4.1.1 LB ® QU SM1LIL% 6UTEISET LOBHDILD
LIB6YSGT (Lp&HTeOLOSSIULD BlLjewTigefar CFemeuenwd
Sh3Pe0 CFnas(®), CsPW 2eUews &ILILISLD DML
LGaun LIDFHEELSBIGENGT 56160 Y ULi6 s 6iT
DI L_EIS6T FTLILIE Y GTEISET LoPMILD LIS 6 56T
worowsgasdes (ARM) @ SpLiyg s@Pow
B LpSLULIBSS @aETPlewentBg CFwedLIGLD;

° 8.4.1.2 ymeigg LR IEIS BDSTIF®LISEHLD,
ugajsenar pliaissgL spGurangw s fluiiser,
LB eS6T (LpSHTenggiaith opmid CLigriensuied
368 Oup 2018 GaN5s Cauer(BLH.

. 8.4.1.3 aewdar uSaysar oL Ll LIHaSar
SoouL Blicusss Cseaiwnet mley LOHHILD
DD GITH@F LGS LIS @Y FGT (LpS 6w LD TGTHS 6T,
BIQUTEEGT LOHMILD Y T6LPATET LIWGT IS 6T
PEFLILBSHIVUSD S CHPW 9alewTd HTLILISLD
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LD &S DL L_miSaer, UL L mDSET LopmILd

FIEPSLH BT 2 (56UT55 Couesi(BLb.

. 8.4.14 oweugs LS TEIS BSTIFeHLIS@FLD
uulp® Cupp Bluyenrigsei b psed® ClFuwiw
CouarGLd, @)BGTTGD 2 GUTGN LDWITEHT, 5L LI LD TG,
(LPLHEOLOWITET LOBMLD LILIGHTLI (DS ST Lq. 1Ll GTGHTLS)GHT
uGayser o peurssLiul L QL g8 bEGs
PO WTS BIeuH S5 LILIH &) 6T 6ol
®FLULRSSLILBF ST, LUFQYFET (Lp%Ten LOSHI 61 LD
9Ll FHefed @)ewentsssLiL(FHSTDET LoPmILD
CoewauwnerGLamiens LIewTLILITLIGSE5% @

o 1L Ll (HaTarest.

8.5 epQavrumrw LGP #5: Cuugwrer Cobliiry CLiayenss wpmy/w

SL QLTRSS @ 208 CFuisa), e1p56)auTh jeoLillayd
LgmoASSLILI@RL 6TBS6eT g USB LD 2 aTaT LIS6YSE@5SS,
STLICUTES 60 I eUDPIGT FIWTGT (Lp&HTen oGS QLD LoD DILD
Gugmiensew o % ClFwicusp@ - @QuipNwed CaLllLiLy @)L miser opmiLd
crenrLdler GFLOLILISSF 6T 91 Liien L ulled - Guimgomer GFLilLiy
CaeamauiL®Fngl. CHTLILITSGL (LpeODEOLD, S65SS| oL TGS

e wrarsism g sar (Unique identifiers) wpmid @@BLI g sseaue

2 arefl L CFLALILISS B 6oL BSIGTAT LIS 66D AT 6 L_ILTGTLD FH65sT(h)
BLOLB%s GBALIC L s GLiur@ser Cseet. ymEsNssLiuL_ g
LIPPEIS®ETS $H66 i(psSaiLl Lng sl (write protection) 9p
SLAUUTESeMNe) 9jL_EI@ L. CHW YeIewTs STLILISSEHTE) QULPEISLILIL L
a1 flar Hsedler gy Liuen_ufled, GFLALiL o 11%TewTEIS 6T,

s QUUTRS®eT OFwdLIBSHS®, CoLALIL) @)L BIS6M T 5D mIFE: L0
Bleneewo&aT Lopmih & (HeunssLiL L, Qupliul L wpmib
ugmoREsLIL®LW eresrdler L@ asaflar CFLOLIL @ wanpled Sjenearss
QLingy IDHTIF SATEISGHLD (LpLYaSeaT 6T(HSS CauesTHILD (STLIL| LoBHm)LD
Gaflliy GP5s FuBlevevs@ps@ @Q)eanrLiL] 3 el LTig&HaLb).

8.5.1 Waigngid wpmd SyewioLiL) QFwaedipLiLiser, o a0
LoPpILD GTGRTLOGHT H15%GHSWSaT, FTFGaImEV, 2 aTBTL (5
@ uilarento, & opmid Ceuartard CLITGTD 2 eUFTBle»eVS 6T
wpnid Curflesers@d uGwalliLgpsTs Gsenaw mer
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Qrwesemers BionelEsad aells CGTLjFAg HL L misemar
2 (haunssHaLd aupssLorer @)L i i@Lifpsar (risk assessment)
CupOsmareri_ Coauss@Ld c1an O)FmeiTens

U BSIOISH DS

8.5.2 Guayid, Qupieuyd) s G LLIT®sar (access controls),
sasamag sL_msar (audit trails), sl (validation), weomp
@Pwngsd (encryption), e empu®se (encapsulation) opmyid
sewanenflLiL) (monitoring) o erefl L LIS eysafer
@EBELLUILITL eI Lingsns5s% GLITEILomesT LITgSmLiL
Qewesar eTIRFsLILIL. CouesBLd cTarm Cl&maTens
URBSIenTSEm). APBMLD, FEIF®LPEEGLD I Lfaf,
YBI8sAGHLILL TS CQupieuf) PmILd LD euendw mest

Y EFNISSDF® TS FBHHS @Q)BSLI LITGISHTLILSET
CaemeauLiLi(p e e

8.5.3 URTEIS 9B STIF®LSET LOHMILD SesTwmg
BlDIeucsTEI% @55 T1e1C LSS G5 maTens, BlnicueT
QFwedLpemmsar, (LplgayFeT LHmILD C)FLedFmar

B _sgaug 8% W Hwibd. CLTgSsiammuied o arer
@O L Cuemiens Fairedsar i Csemaigsamanti
rPueigG e Cuaniewnss Clsmerend opmILd
soBlanewsamear CsAW Y auews STLILISLW o (heuTss Geuest(hLd
et @65 CsFw Csmerens LABSI®ISHDE. CLINg LHDIL
Setlwng STLILS eIenTBEISaT LODMILD LIS ey s afler
LIMGISTUGISHGTTE) LIWGTLI(RSS [BLOLISLDTGST 3F)bafesr
Guemiens Crenausearud CRW STLILIS Y aIGRTEISGT GULPEIS

GousH @b

8.5.4 9w BoiuersBn @ er Cuemiansuin @ wpergnifenLo
Yafliu@e Fev (LEF W LfFvenestgar L6 (HLo T

8.5.4.1 Guemions G55 sTr Sy1qLiLienL_uflevmer
WY LUBSSM: (LEHW L1y CleuHLILIITSETTS pSS
<YBsriser, CuemiensuileT LpsHLGSHIQIZHSL

U ABgICsTes(H Cuamienss FIL L Eisemar
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QrweLBsSgHImS 245055 GouasT(BLD.
Cuemienauller (peireyiflenioen i BlevevBlnIgg e P ed
@b FIRTD| HTSH®F 2 (56UTSHGH6UG @5 (LpSFHWLOTGT
LI wrGLd. LUBeysailer Blenev, Hemeh& I bIS% end@er
2 a6 GeDUTBSG6T LoBMILD LIedCeups 61w mesT
LIS FHET O\SMTL_[FbGI 5es5d Messt]LILISET eLpevLD
@ewsd QFwiw wpLguyd. 2wy oL FHeb

W1 Q@ Liums b SILD auensuled (LpLy 6ydseir
affeuns gy euaiu@®FsLiLL. GouesTB LD,

8.5.4.2 Qampled srhlevavsmer Liss CFuiw
Qurmgswrer aaTmFmars C5i50\sHLILIG
QurmsswHD COSTPOBIL LI aIaTEIS®6TS
saliLiLgp@Ld Csemeawpp CFwalarsisamars
@D LILSDGLD, LUFIEIS 9 F%TIF6 LISET
Crnéss8D& app aarssmars Csip0sHsSs5
Cauar@o. @evss QFuiw, Cuamiens (LpLy a6
sesiiFoneTt HLILTBseT, FieaCss Subleewsar
LPDILD O FeOL(LPEDSET GLHI5S

a1 flar Hsedler g Litien_uled @)Bss Gauat(BILb.
FMVEI® LIHDSSTO THLBHLD YFHFNISFD%ETSH
sB3F Camew®, 2015-2030 Cuil g syumwsg
G@DLIL|SSHTET QFGTL MUl SL L OLOLILITG)
LfpgIeISSLILIL L LI, $L L eWLIL] LopnILD

SL L eoLoLiL] e OFWMSET eLpevLd SHaUemLoLiL]
wpnid CuilL_ i yumu BeTgarens GPSs

Qs reitensew GG 2016576 HTLILIGLD

TS CSTGTE@HLD.

8.5.4.3 Guemienasuilpsmes Bleneowmest wPmLd
ROEFDETLS TS PODEH@55S BFwalgsa:
B sTIEISNGT FISE®), LK TEIS
YFsTrFmLSM YyauFy CLigniens QFweds E5% @
wataflenio yeallsg eupen Blaisd GlFuiouHed
saiaLd Qexs®), aflfleuner euar S 1AL & LHmILD
Gaenau LI Felar 9 Litien_ulled @)p55
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Gouewr(d. @pLienyLd, Lgifssiim '

Qs rarenssar, FieGss SublancvEaT LODMILD
CrweLT@®Feled OFLRBDmT DFHES LB w
QUGTEIFEGTLI LIWGTL (DSBS L9 B)D G LOWI TGS
Blyeniisenned CFwaser osMesLiLGmS

2 YIPOFUIW PHEIFOTBS TS LPEOD
CaamauiL®Smgy. O LpLLLITLD, 3B Baies

D LOLIL|SGT upemD LI LIFTLDNSS eTasiest CHemau
CTRTLIGNSS F(BSF e O&maTaTTLOG

UTEISLILBS STDeT, @& aupsspmiLi GLmausm @Lb,
QerwedipLils@Ld, COLng B afemeisnGLd
aLfleuBEB DG,

8.5.5 QEwed LjairelFar:

° 8.5.5.1 GzPw gyeuewrs srLiLsd, spCuramsw
BEL_(LPEODSET, LITGISTLIL] QFWOSET LoHMILD
2 arsL L ewwoLilier Qe Gleualsar, Liomisar
LpmILd LVeTGTEIS®6Ts SHLoTes S5, LIS kIS
B smuFemLSaied QupLwed pmiLd eTewTLoles
GrilLiy @ _misenar w@LiReauGHT®), Blenev
puiasearyd Gop Qs mar@pLd;

. 8.5.5.2 LBey syewpsaT O LB @Y HLOWEISEGT
Blinesi$sed ecdavg GolbLIRSSHIS® LOHDDILD
LISIEIS B STTF LIS 6T6uTLE o
GerilliLsgens allfla)LBSSHIS60 9 evE
Qs narpsed CFwicuspn @ yadFgamey GLing)Lomest

QUATBIEHEDGT GFI% LD

° 8.5.5.3 Qsneitens 2 55 8.2 @e, LU IEIS
BB TIF® LIS LG semar Blicu&s@GL CLmg
GalLiLy wpmih sLHLUUTRS6T GBSS
U fETL HBDF 5% @)ewtnis CouesT(RLb.
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8.6 epCovrimw LGS #6: erevinblar LiGayselar alfanrear

WpSHTSGI VUSG5 S CISTIABIL IS5 THSCIETarasg). @[ ClLITg
B MIFHLI ST uewils FLGeSulled 6T(HFGLD (LPLY-@YSHGT LODMILD
QFWRDFEFESTGT FTRTD TS LIS oSG (LPGODWTS BlI6US) LILISHS TGS
Waeyd Lweerer aul eTesTillesr LG e sear 9 FLiLetLL

Y OLIL|FH @5 S USTGLD. LOGTaTEmI 9Y,aIewTLD LOPDILD LG eSeT
waremggiad gemiwiysaiear (EDRMS) vwein®—gpiuns

2 (BUTSSLILIL L g v G585 19 W alells C)FwelseT— L& Ik %
9B smuFemLS6T LOCaD g auBFaley LIHaFSmar BliosHss o $ajLd,
2Gs CprgFe QFwedLn @ CFuadFneameT 9 Sshe@Ld, LTSI
ULILIGSSHILD, LUF6YFNeT HYFOFRTLD LOPMILD @BELOLILITL 0L L]
ungl&ng &L, Qumpieuf) wpmid LweTLTL el 6TeflGne@Lb, FL L LpmiLb
PUEGSYDED Qemsssms o pif Clewiud wppibd 8.4 Gar S

QYL WTGTLD SMeRTLILIL L F6v 9 LIMUBISET LOPDILD HFFHDISSHEH DTS

GODEHGLD.

8.6.1 erewrfler LBDeys@EpL T QOSTLFLieL W FellGgyauLomet
FUTDSET LOHMILD UMLILILIFem6T Blauisd ClFuiauSeT epevLd,
Qg CFemeausmar Q) aasLpeDLOWLDTEGeUemS CBISHLOMEHS
Qares wperQomfwii’ L @i’ miseafed ereswrLbes

LIS YS6T BlieuHSELILIB UGS ULD, LITGHISHTESLILIB S U LD,
LweTLRSSLILIG @S LD o niF OFuiw IFTBIFSL
ur@u®L.'® Cogiis, @BS @)WEsLpeDLOWILDTESED

DL L misafllcd LID6YS6T LPSTLDSSI6US CETaTenSSET Lom LD
SIBlenevEaT el LN EsLILIL CouenT(hLd 6TGTLIHS LD,
GTewTLOlGHT BlieuTsSFe0 CHAW Y eewTd STLLISLD @(h (LLSHHW
UBISTONUTE@GLD TRTLIGHS LD S TFTBIGLD Y BISSNEFDS.

169 081" 1 OiDwioTeS6 LASa LD (PSP WL, GDILILITG &L LDESE55 S
Gaenausamarn auLpmIGaSDGL OLTHOTTSTISMS LB Bleoaws S

TGP MIUSD G LD. BLOGI FTL 6oL 9FaiT 10 CLmengw BlenevudedBBg LFw
BlewewaG 2 WISSHIISD G, B T IHTVSF 6T (LpSHeny 1980 1L 60 @)evEIenswiTs
@BEGLD." 'USH TG BT TE@FLLEDSB T (Lpge doialler CFTL 8% aflpraled
DTTHLIG) eI T&LOTT HFTBMUSHSE DB (LpLp 2o, @eTTH LE) C\FwevasLD,
21.11.2024, https://www.presidentsoffice.gov.Ik/ Ligg meugy-Limgnesoain s s/
30.11.2024 syairmy SygsysLini’ L gi.
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8.6.2 QFwe Lyarafsar:

. 8.6.2.1 Sy pLgmsulled o HeurESLILIL L
wHpiH Qupliul L LB eyser SaleuLiLL (),
asLILIGSSLILL B, Callasiiul (),
Qupiauflgseien wTs @)BHLILINS 9GSTSS!
UG IEIS PSTTFLISE@HL & DB OlFuiw
Gauesst(HLbd.

° 8.6.2.2 EDRMS (records system) Qgm_grimest
GO L guplenevsar wpmid OFwewnss
Gaaneusamar G W o),alIewnTs TLiLISL

QouafudBLb.

° 8.6.2.3 pr e oemengs LS TEIS
DSTIF®LIS@HLD LIWGTLIHSHIUSDHTS, CHPW
QUGS STLILISSSIL_GIT Q)OGS LIGwHW THmeyLD,
suBlenevsens@ @ emnis EDRMS @ o peungsa b
YDVG aPSTCou 2 aTar auewhla 6)LoaTo)LITHeT
QFweEemar auTEISa L, LDABIE SL L e0LoLIL|S6T
(LPUPRUFILD 2 GITGT D GOGTSH GTGETLOGHT
afapwmsEss@GL O\LITILILITGT BlDiaIaTgams
YD LOFFT QULPFL_SFILD.

8.7 apCavrurw LGP #1: FrLivs syeiess sisar wpPp/w LGas%saer
Clgyanf) wpmpyis 2 LCursplomawvemu CuoLsssa 30 2023 @,
Casfw yeuewtd STLUILSL o wsaTTallw y,6uewTsd STLILSL 1%L 6555 60
(UDA) ewsQuiri i gy, @& " $1LiLIsms 6 96nasTa (b @Lb

ni7

S5 19 WFTH CLpifssaiewns" ain o wsearmaiw

DLGUGHTS HMTLILISG LODMILD HTLILIS ,61GHT BIL|TIFAPEHLD GPSHBHIHLPSS

17 Universal Declaration on Archives (UDA), International Council on Archives
(ICA), <https://www.ica.org/app/uploads/2024/01/English-%E2%80%93-
Universal-Declaration-on-Archives-UDA.pdf>, 01.12.2024 oyermy
QEISLILIL L.
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https://www.ica.org/app/uploads/2024/01/English-%E2%80%93-Universal-Declaration-on-Archives-UDA.pdf

2 P welEH DI TN TSNS, QBS @ HwFens eTedeT
Crrmisafied Blevewpnigs Goiewr®Ld, Grogyid er(pgsLii 't
FLL_GReTLIg, LweTenTs shsGew Osmen() GlLmieuLf) (Lpiyayser
umgul Fla@P) eTRSSLILIG S 2 niFClFuiyLd &55D 505 CsHw
SY,euewTs STLILSL 2 nP CFuiw GeuessrGLd. Oumieuys) erpLTG ST
Q\LINE DS E @ L_GSTTGS 2JeHETISS] ()DL (LpSHBIFGTUILD 2 GTATL &FLIG).
QY HTLILIS Y,eUeHTBIFHET LoPMILD LIF6F QT FLPSHS DT 9] eSS

2 i fergsemngyd OeuaiGeugy CrrEsniseErssrsL LWGTLIBSS

2 SYBRIDasT, g CLmpLiLjesiieney GobLIBSHMSD@GLD CVLITG BHeves
gggngmisenaer FALILSDHGLW edevg LEsefer o feniosamarti
UNGISTLILSDGL eugeonpnl rmuisReamw CQFwueLBSs gD GL. @)bss
Qs meitens ICA o6 u@GSHLILIL L 96uewid HTLILISGEIS® T

Y GUSDHTT CETeTenssamar 2 G LILGSSDDS!, @)3I

9, QUGRTBIHED AT GHCUSE) (5% & LD BIDIIGTEIZET ... 9 STIFNISSTET 6(1h
WPFTUPUDTF 991G LpemDmadil eIpmI%6sTarer Goasatr@Ld" erermy
el G

8.7.1 oyamisissTes HILILIS aIenT BLeTiSaT DHMILH
LISa&aT (pasTewrarisar: Qbss Osreres, "&mliLs
Y, QUCRTEIHEH G 9 GGG 2615 & a5 FTLILIS 61 GwT
BLjeisess@ @k Gsmhadwwen Qurniy o ererg"!”
FmILh HTLILIE 3,60 GRITEISEH T G GUSDHE M6 ClsraTens: 3 @
2 IPLILIGSHIBDGI. FTLILIS eUGHTEISGT LOPMILD LIF6H6 T
OLpIeIflESeen LDWITe LOAHD, HTLILIS 246UGRIBIGGT LOHDILD
LB eSaT (LpSTemLggaSHe LUIDF OLDD 6ucdeVIbi%sar

FL LSBT 91q LiLien L uleith, YL L euenessigar, GmlufB%er
o serLPluy 2 galsaer (finding aid) /w1 wedsaiad
SIS eI eRIEISaT LODMILD LIF6YSET LK)

L@ eyQeuiwin L sef$aILoesT $5%a1c0%afer

Qg Liten L uiayid Qumieuy) & TaTenSSaT LoPMILD

eTGT M)

B L (LpeDEH®ET 2 (heounss GeuastHLd. Gogyitd, HrLiLIS

2, GUGHT [BL|GTI%GIT LoD MILD LIS aSHGT(LPSTEH LD UL TOT I 6T
marsgl GLngds@psGL Clumeflssearenio Gseanalseamar
QUIPEIS HL_eHLOLILIL. (D OTATETS.

18 Principles of Access to Archives, p. 8
19 Tbid.
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8.7.2 Quuianflgsereniwsisres QUomyd): FTLILIS% 3,61 GETEI% 6T
P LUFesear Bliu§s@Ld QumpLiLjerer o GsTisar,
ISSMEHW FTLILIE aUeHTEIGET LoPMILD LIS SearLl Lip )
uBayQeuiwiiul L gsusmTL Yipg O&meareTIgs e
woHnid/ g QST Q&TATar (LpLy WTSST, G(H LILGT]
Quprauflaisn @ @b S LI SESTL_TF).

8.7.3 Qumianflgsaieniwssrer CFisse: ImaISs LS IES%
BB MIFH LIS @HLD SGTIWITT BDIcUeTBISEHLD Q@B &ML L
STFHDG6T O\LIDIILS 6 (Lp/EISenLOSS 60 % 6ifl 6D
wrpnsPpearmalsameard CaiLiLigpsres QFwaSmaT IHLIBSS
Souaw®Ld. @B Yweargg BwulssLi’ L Qg
QL_mis@pssTar L), FTLILI%S 6IGNIBIS6T LDBHDILD

LB @S 6T YEGAUSDSG 250 $HI LOPYILD $5HaI6)
Qsrjy QsmpPledm L’ LgamsL LWGETLIG SIS, CFeneudar
DML @)L _EIFEET QILPEIGHSD, ISSHIL_68T 9 FFTHE @55

2 EIIGD&T LUIDS Y Fwencu L _BIGLb.

8.7.4 QUDIMIPSSRTIODSHTET SHAIGY: FHTLILIS 3,61 GETIEIS 6T
LD DILD LIH6YSET QSTILOIGaLD SHaTHaYLD ClFweLIL,
e LB O (DES85n 19 WSTEaYLY YOG ST (LI $55
FnlQUSTER|LD @) (555 CoueiT(HILD. HTLILIS 2,0 GOTIEIS 6T Lo YLD
LI ey saflar eTesenflowomésmae o niF ClFuicuBed yeupenmLi
UDBIW S5HIDSEET QULPEIGHaUS] G (LPSHHNW Y LOFLDTGLD
TGS O&TaTenE Sy mESHEH DG 'ST60) UDPIW S0y’ TN
Qurarui@d G L@ (metadata), sr1LiLs gy euemimisar
wppid uBeysellar 5L G H&@Ld setenio, aflenssLb,

2 LGursBleewew HDILh RL BHO LTSS (LPSTLOSSHIUSEIS G
2 5a/8mgl.

8.7.5 SjemisIssres cTeasneniiowionsse: O)LITS 6uns,
STBOVEGT FTHIS6TEETERNILOLOWILD TEHH O)FILIGO (LD SHET,
Qg(l_ﬂg'gﬂ QUBLD HTLILIG IGRIEISAT LODMILD LIS @ ST
BSOWBHSSLILIL B, (LPSTLDSHGILD 0 LDLILIF6TO

2 L' Qequasiul ®, Qi L 1GL L 7 @gssLiuL (),

ungsmiung GFAGsLILL B, eTewtller (Lpemmuiled
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ungI&nEsLUILGMmS 2 niF CFUIRGEDET. @)g allenTeuTeT
BLO L BLiewL, 6TeTLAGH 9eHLOLILIS @b GT 6 (1h/5I%) eneRTLicn LI
QewedLIBSSIB DG, CLogiLd BIL YD @G6TE@HLD TS @SS
QUMD SGWIF6V 2615 &N SH DG LILIGTIHET

UL g wedsmar CFranewailed(Fhgl SIeWIGLD DET HTLILIS

D QUCRTEISGT LOPDILD LIF6S@FSFTET SIS 6V UL LD
vweTUTL e L wLd SessiFoms GobLiBSSHILD.

8.7.6 @z Qumieu): Q) B55 CETaTens, yaiwed wopw
wel)s Cpwmisafe ofassrear SwEs ClLpyayy Gpss
GCrgaler LIy cnsms 3 mGsNs@ng, @5 2003 o4
YT LISV QUSFTVSHS] &(LHSSET LOPMILD FeDai)
BniaueTEIGarTed o (Feurssliul L Bnps CupiaiLf

Qs jumer UL yeeToTGL. "HeamRE56 culg aiLd
epevLh oL RO TLOG), @)enentwith euSlwing Hmps GlLimieuL)
(PTG S TIGTS PG eLpeVLDTHeYLD M6y Ll LigeueSer LG
F13DWEsmniser YsRNGsLLL Caua®d" eraiyy NrsL_eid
GPLLIBE DG FDBHS 25T parenLosafed LiedGarny
UHSWITGT LIWGTIS@hSGL Gumpelar ugss Cupieuys) pnILd
Fsg OsflayBleew HPMILD $HaI6) LTI 24H W6
JL_EBIGLD.

8.7.7 Qewe LjarefFar:

o 8771 Gsfw yeuanis S1LiLsLD SYFeiT
GosflLiysafleir ogmisemew BliaIRs@GLD 6)&%TeiTenddar
PDIh el (Lpensear CamigL’ (Hs Hr (BLd
Qupaif) CETaTenEemw o (HauTs@GL.

o 8772 Gshw yeuawis riusLd 3yFer
LngsaLiLled geevd L HLILITL 196D 2 aTer
omagg Cssflisaiar alagsgsmsyd O\Ling
FiouCss SBlevev HTLILIS Yaient afloTds b

20 Berlin Declaration on Open Access to Knowledge in the Sciences and
Humanities, 22.10.2003, <https://openaccess.mpg.de/Berlin-Declaration>,
01.12.2024 sy SygsysLini’ L gi.
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(ISADI[G]) (Archival Description) <jeegy
apnsesmerertiui L Gaigy aGseaiLd
STBEOVS @5 LI LILGLILILG WTEHF
QrwedLiBSgb.”!

o 8773 @uwasar, ormuisRureriser LpmiL
Q& r6iTens eu@GLILITATISET GTeILAGH SMTLILIS
), QUGRTEIH G QT LD &TLILIG 2),eGRT/EIFH T L)l
SFHUDFOTULD FDLOLIL 9gIF LD
LWGTLRSS YLD 2 S LD auensulled, LS W opmILD
WeTIBS aU@HLD CBTADEIL LSS 6 (HEIF TSI,
vwery pL L, @aeniweuyl) @ (psmigar (online
interfaces) wppid CsLa eauflpeapaamar (search
mechanisms) Gs&w 9yeuers STLILIGLD o (HouTEGLD.

o 8774 LQuES BSTIFLISET SEIS6T
SLUGUUTL 196D 2 GTaT STLILIS ,eIGRIEISET LOHDILD
UG e&HeT LUPPI $EIOHMET, BT 19 6T (B)T6wT(H)
S smLiyie Cuwmfsalad @enewrLiy
QumAuleLd SEIS6TTE) QUETDCIGHT aLpEIS
QeuasrRLd. @)B&S Oamatens, L0 TuIes) LoPmiLd
amFang QoML epevLd SH6UCEEGT | GEI(F eS G
(PIRWSFIeugGeSU LD 91985CHTY L HE ST HE DG

o 8775 ommigg uBIES FSTIF®LISEHLD
SEISGT LITHHTLILING) 2 GITGT STLILI% 3,6 GESTIEIS 6T
LPpmId LPeS6T LD S5aUOEHDET UHSLILIBSS60
wpepewsar (classification scheme),
Qi rGL L7 wppid L9p s@alsamar

2 (FUTHGUSST eLpeLD @ILpEIS CaleiT(Lb.

o 8.77.6 uSRIKs DsTIF®LSET, (LPLYBSUT,

2! General International Standard Archival Description (ISAD[G]), @) gesr_mib
U@Ly, 5iauGss geuema smLiLs Guiemel, aflaTss SIBleSET @ (LpaTed
apn&Osmarar il L g avL_ngCanmb, evafer, 19-22 Qi by 1999,
<https://www.ica.org/resource/isadg-general-international-standard-archival-
description-second-edition/>, 01.12.2024 yeiimy <gmisLi L g.
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Casfw gL' L_misafler Csamagseamar s 4G5
Gouamaruled, HrLiLI% ,6UenTEIS 6T LDMILD LI 6YHGT
QBT funs - Qewaus, FL_WDHD LoHHILD
Yaimaveiled Hen_SGL - HDmps GumicuLf

R(PEIG®LGHeOH6T CLopGlgTarer Gauen(BLb.

8.8 epCavrunrw ue® #8: ySlpafear Cuayems wpPm/w
GTavTGRA DL WD TS S CFamarFamer apE@GSat BHLoG] BIDIaIGSEISET LDBHMILD
FopsmIgaier OLnIcuSS6EI LD FTGTDIHET LOPDILD SHACHEGTL
Cuemiensulleuid aupmiGeuBeid LINgsTLIL CFaausar (LpshHw LimlEg
UREH SIS FTHSLI LI ayseT LopmILd LIed Geuml 61eH: W TG 9 GTeVTS
QurpL seflar soplenew F1ips Cuaniamns CFameusapssies Csamal

BIL g0 YBHEHFS uBH DG, Pev Crmisefcd senflFons CurFwenL_Bg)
(deterioration) eu@pLd LBeysar @B e oyL_mi@GLd. GLogyLd, $&eaicdHafer
@flen T6UTeS GTESSTEESILOLOWILDTSGSED LoPMILd SALILIGLI QLIT(HL S6fe 3jeTay
DS FSH UBMSTD, BS 2 aTaNGVTeST TeTLAGT LIS 6 Hewarr
Blieu§s@Ld QUmILiLjeTar &ILIL% a6 BLeRIiseT LpDiLd LG e SaT
(ST LOWTATISET 6TH TS TTEHLD $6vi)SSI6ULDTRT FauTeSE T

IR iCsmarar, GPLILTS eresTlle GLemiens O\FWedS 6T LopmILd

2 G FarL] LGTLGHSSHUS feuFwLd, el Heavgeay oHmILd LD

Y FRMIFSHOE @55 G FLOLOTSH 6T GG LITH%HSLILI(H S 68D 6T,

8.8.1 yeuewissriLsmEIFaNeD 3P)bafeT6TewesstLDLOW LD TSHS 6D
Goencusalar g wps&w ybFd, Gobu’ 1 @) Groglmsi

LoD WILD GTGRTGSSILOLOWILD TS [BI L LIGISGHQTL]
LWGTLIRSSIuSTGLD. 2 wi CgealeysBner CsrerL abGsesmi
(high-resolution scanning), <,tigse GspdL i Qussehaper
(optical character recognition / OCR) wopmyd Qo' nGrr i
78608 ®s L Csmem L Lmisear (metadata extraction
technologies) @ &wevey, SM1LiLIs 9y euent BlLjcwTisar 6160TLA 6w
Qg ISP LG e sarLl salal 2 sa e, @& GLmiaiLf
wppitd CsL_emev CobLiB®SS5IauCST®R oL BHLOGOTLOGD, 2 L 6D
®FWTEBSIFHFHTeST CFHemauemiuLd G®nEH DI,

2 L WEHImIgw QUTBL 5656@ CssLd TPLIBLD YUTUSMSS
GODE&EDG. QBs Craauisemar spCLmgerer FialGss
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BIBISE5%E COSTL[Bg aulpnis, GG 3y,aews STLILSSHD G
Sungiwmet au@peuntl @L L geamng o CFuiaug SjeuPuwiLb.

8.8.2 QFwe Lyarafsar:

o 8821 Gsowsriusgyeuenid O LIS 6 %6T
(WPaHTdEFIud F 1L HHHTeT (LpeTOIomflusin’L
SL L eLoLien L eLdFIenel LG LILImLie) OFuig),
CsAw g euems SM1LULSSH O HYDFTISH T HLp (b
Cs&w sy, BatGLgmiens wpmiLd
TessTent] LOLOWILD TH &6 GFaneueow Blmieyeud &SNS
Ly ey QFuiuyib.

o 8822 Gshw yeuaws sriusLd, oG Bales sy
wpnid CLgmIend Ben L (LpeHDHET LODMILD
Qsmpleos L LEisemaer Qeaneniss sioGss

Bnieuetss@pL et QST FL G&meaTepLb.

8.9 eypQavrurw LGP #9: Curgwrer aersismear 2 %) Clruigea.

O IFMEIGSH 6T 2 Wi 0L L EIG6fed UaT &ISEL 19 P& Tes 2 pF LiLim®
QsrarensuieT GBresmEmar LW 2 Gajd LoppiLd STLILS

Y UGRTEISGT LODMILD LIFGYFET (LPHTEWLOSSHIULD (LoD F% aifl Gir
RLBC155 QeupPs@ LnISaNsELb.

8.9.1 B9 yammser: CsAw Yyeiews STULSL DDBHS
wepuied QFwedLL, e CFweLITHSE5% @ GLingLomer
B9 R&HIGGHeUP D YTFABIGLD 2 NIPUITSH 2 GTATSH. UG GU TGS
STLILI% Y IGTBISET LOHMILD LB @FHET (LpHTeHLOEE|aLD

QY LDLIL|SEET BDIQeUSDGLd LgTALILSDHGLW BIS
SY,STIBISHGT SuPWL) eTaTLIng O\smeaTend LiLs0ETaTH D).

8.9.2 wells cwarmiEar: SMLILIS 9eNBISET LHDILD LG 66T
(PSHTELOS S QLD WL (LPEOHDEHEGT HDLOLIL
QFrwdLBSHUB D $GBTUBS LLODILD FDeHLOW TasT
uesflwrerigefesr pEPW LBIwS @Q)bss C)smTeTasns
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TBWSSHSHTLHRDS). HTLILISG 2,eIGRTEISET LOHMILD LIF6Senar
DL Blicu&e@Ld Hmer O\smenr GneoLowmes
LIGSTWTOTIS 6T 2 (5eUTSSa LD LITTLDHSSa D GLImgLomes
uessilwmery plevevsaer, LUIDG S L EFeT LLHMILD
Qsmfledpenm Guotbim’ () eumuiLiLjser 2y,% weip et
uRwgens @)a 9195C5T19 L BHS ST HE DS/

8.9.3 &L ® awerdi uSRdey: QBs5s CsneTens CFTL LW
umiGsmriseien_Guw gl"®) euerll LG jeneu 218 @alSE DI
SIS QeIGRTEISET LODMILD LFQFET (L& TeHLOSS S FH 60
UMEIS®aTS BIL DS, BLeT55H0S®SL LTS

Qs meT@pge LPDILD dareyCHTaISE oLt
Qunmertsrumisamar. LwaTLB SIS (economies of scale)
B WUDPDETH ST BIDICUGTEISET, 2 6Teahd LoPMILD FieuGHF
BIDICUGTEIGGT LOPMILD BlmIeueTEI% 5% H e L G

Fo L L_MGTGHLDSHGIT, Fnl L GOLDLIL|SET LODMILD oL (HD6FHEHGT

[OETEEEIGIONEI AN ETS
8.94 Qewe Lyairal):

o 8941 srius gy eewmEser OO/ LG eS6T
WpEHTemggeud C\GrL_fLmest QUTBSSLoTeT
QBTeOBIL LIBISGT, 2 6THL L eLDLIL], LIGRIWTOTISET,
LD wHpib T jFPwrer QFwedLITGSarTL
QupIISD & AFTUNES SjeoLodFgeneu GLiTgLomes
BG e @&HISGLD.

QurmyLiLy P HYPETILD

8.10 @558 Qsratawssstes L H OIS QUImLIL, STLILIS

QY UGRTEISGT LODMILD LIFQYFET (LHFTELDSHIULD GTGID LITL_S695
REHISFUOTAT 360 LDFFHESSHMTV GTDSLILIGLD. )5S 6% TaTen s uler

9 DATSG Y LOFBISaTULD O\ FWDLIBHSSHIUSDGLI OLITILILITeT (LpS&H W
B asmad CsPw gyeuewmid sTLLSLIGLW, @)g GoGev

GOUC GeTaruiy, BT 1960 STLILIS eRIEIGET LODMILD LIF6Yb6T

(PFHTELOS S UGS GHTRT 2 FF BIMIUGTLOTGLD. eTeaTGou, HTLILIS
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Y, GUGRTBIGGIT LODMILD LIG@YFET (LPHTeDLDSEIUS o O\STL_FLimes
6150 uflETL BB, penL_(Lpend GOUT®R), & (LpEIGLPODEET
9wz alFsmard CoFW aients HTLILSSTET LILISE (B)6DeTLOGD
150 eump LG TEIS DSTIFLWTYILD Cleualull_&8.L 15l TRTLIHS
Q558 CsT6Tens LB 2 BLILGSHFDS. QI STLILIS 3,6 cwTBIF
FL L1 opmid geopulled apmnissmerartiul’ L #iaGss CFmarenssar

LOPDILD B L (LPeODS@FL_ G R)eiS55% 2 nIF CFuiFng).

8.11 Guoayd, @Bs BT 196 SOSSHI LK TEIS 3B HTIFGH LIGEHGTULLD
UTDSGLD R (LS TEOLDSSHIUS FIGODIWTH, GlLITDLiL|ewaTieneu
UILILIBRSSYLD, BlIiaTEsF e CFudBnever oG siasayd, ClLTg
uBaysamaer QLITYILILL T $855®6sS YSPDNIM®S 2 niP ClFuiwayd
CasPw gyaients TLILSSHDGL 6ol BLd Y FsT1H%e55@0w Qe Gu
Wwatayflenis SeflgsLiLL L @FgiamipLieou @)Bss Csrearamnds
uRBgmISE DS CLITgy BlIans e dssLd, HaI 2 fEHLD 3,60 ewTiLd
(RTIC), spay ungisniyy yeenwis (DPA), ssaued Qg
Qsmpleom L 1 plnieueis (ICTA) wpmibd @evsiens sewflef] ojeusy
swriplenew @p (SL CERT).

Feoi15TeRLiL) opm/s wFLiLi

8.12 @554 Qaratensuler CQFwedLIT L & sHesTalsg wH LB L
uentl, 6155 CHISH QLD SMLILIG 3,eleRTEIS6T DML LIF6Y 6T
(pETdLGSIMLD 61D aflapwgems CopLriemeulHLd eLoFFsSHL LD
@UUDLSSLUGLD. QBss Csraransuiar ey 8.1 wpse 8.9
auempuilevret Lfesealled 9oL wrerd SrerLiLil’ L QFwed LaTafsar
&G GYUAL LUl Rerer $1ew80sRaler S1p FmLdLi
QewedL@SSLILIGU®S 2 niF CFuicuBe, CsPw Iy euewtd STLILIGLD
PnId LD LG TEIS HDSTTFLISEHL_GT e LDFFSELD OB (BSHLOTSS
QerweL®Ld. CsHw SyaIenis STLILSSST® auflbL SSLILIGLD LoPHILD
&G e wrard srewiLiuL’ L LS IEIS YBETIFw LGN Y B%ThserT,
QBMTL_jLjeoL_w 9o 1dFFSB 6T B L 0L 60 L9Fey LopmiLd
Caeeuliuil L me, seranesiLiL) Ppnid HLILTL 1960 BlLewIismaend
Qares g sesrsraniiLiL) Qurppedpenw Blneu @ Bss 6smearend
UABSIOISFDSI.
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QFwed

Larah

SrLig

STV fensF

QumrpLiLy

apGavrumuiLi UGS eres. 1: STLILS YaIGTEIEZET DDDID LIFOISET (IPSHTEIDSSICID
G185 UG sl 1

8.1.4.1

@)W STLILIS 4,60 GRTTEIS 6T

LpmId LIS e 6T
(PFTLDSSHI LD FL L LD

LITIT@BLOGTD S B0
QuppLiu’L_g.

Csows G merens
B STILILLTAILTS
IO IS0 STaTTLILI
L e
UBL- BB &6T

9GO LDEFFTGH G,
SMLILIS 9,6 GRT /5] % G
LopmILd LG e seT
(LPHTELDS S @ LD
eI OLImBeT
ADLEFSIEBID S
REIGHLILL (BTN,
Qevriens CasFw
LU FHTLILIFHLD

epCaurumul UGS eTesst. 2: LURTEIS BHTTFELISATTE LIKO|SGT (Lp&HTe0IDSSH OILD
APETL HSOFHET PMILD FT15)6w VS @hL_GT (3)eRTEIGS 0

8242 | uFIES LS mI% Denp Caifl
9 DFHTITF LIS @5 S 9 DFHTITFCH LIS @5
QUATEISHGT 6355 LILI(LD. GaT LIS 66l

(LPFTELDS S| @ LD
9 GOLOLIL|S 6V 6T
655113 69 & % 6l T
<19 L11enL_ufed
QUGTBIEHGH AT
REIEE® OFuiged.

8243 | UDSET LPFTELOSSHIOILD waQumAwiiul | @enms CsHw
ST HSD aIewIa) L Csw sriug DU FHTLILIFLD
Cewiwiiu ® QUGRTLD LOBHMILD
Qeuafud_ i’ L g L§aysair

(LPEHTEOLDS ST
FL L GG
Qupplu @ re®
2,67 (5% @5 & 6T

82.4.4 | Quig oFsrrsmusaied CsPw srLiLs Qwriams GCsuw
@555 500 LD aysar %@W’ﬁ."‘“ﬁ . O,QUGTS HTLILISLD,
(PFTELDS S| 0 LoD DILD ’—’E@G‘#*'m SMLILIS 9,6 GRTBI % G
9D smhsafler BluweLd PSTmLDSG NS LpmId LG e 6T

L. gL LD : :
GO UGH L BFGTATS. L GPST®LLDHGIAILD
Beop paterenst @'“.@.@"—”—"LL‘ @G | e1ep LUTL_Fes
UBL-ZBDG6T O OLDEFSHLD
PEISFH U] OTANZ).
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QFwe | sy FTvafens QumpLiLy
Larah
e Gourumwii UGS T, 3! FSE@GULIL] L' L IGHTTFHET 2 (hoUTESHS60

832.1 | wHILI ® w&@QwmHwiul | @ewsiens CsPw
210 CHTWEET e Ta] L 9, QUGTH FHTLILISHLD
Qeuiwiu L e, Qg G@@Uﬂfm_'ll_.ldi%m
<1, Gov 1Fen Gv1g it RIBISGT LODDILD
BLSSLILIL L &5, LopmiLh uBaysar
) ' PSHTEOLDFG M F
9 B\F TTFGH LIS @15 % TGST e .

@od agpanoser | BUCL IO
Qeuafluf_LiLi’ L g. % GG

8322 | usa saF@mauLiL) w&@Qwmhwiul | @ewsiens CsPw
DL L_GUGHGRTISGT QUGH TR L Gg@u! 5;r.n_'1u5 SIS HILILISLD,
QEwiwiul @, Qung QPpoUeIBISAT STLILIS
<1, GovrFen eu1s it LoppILD ’—’.@@J‘-‘E'@” 3, G GO /B GITLD
BLSSLUL D, PEMepLLZSIOIS wppIh UBeyseir
Q@ (LpewpHaTTs @S (93*35’7“”—0.59‘1@1@
Aevp GaupLiiL L ar. @"—’{—Dﬂﬂ"-’ ApeITl GIGTD LIML_$69%

24T (5% @55 & 6T 9| GO LDFFSHLD

REISG | GTETS.
8.3.2.3 | s&smauLiLy SHEHE®ULILY Qeriens GCsFuw

QB (Lpewm &6 aT L L_QUHERTHEGT | Y eGHTS FTLILISLD
QewedLIBSHIMG GBS QNB (LD SHaTTS
suey CsaflgasLiu (b Blew Goummlw
Qeuafluf_LiLi L g). Qe

2, (5% @55 & 6T

(ST IWTTIEH @55 LUDF ojafss

&0,

apCarLimuiLi UGS eTes. 4: FHTLILIE yeuewT BlLjeRTTS6T HDID LIF6SeT

8.4.1.1

SHTLI LIS, 6L GBI GIT
LopmIh LIS eys6T
(LPFTELDF S| @ LD
BILewTi% @%@ LD
<eflGs Blmieurioi 'L
< m@smyd Clupm

L Liyg S L.

e myuwiiu”
L GsPw
STLILIS% 60 GRT IS
& LoPMILD LI6SH6T
(LPEHTEOLOS S| LT
FLL oG
Qupplw @) e ()
2, (B @55 & AT

Qariens GCaHuw
2LQUCHTS FHTLILISLD,
QsmrL_gLjenL_w

Y BIGEHTT 9FHMTILD
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QFwe | sy FETvafens QumpLiLy

Larah

8.4.1.2 | uSeysar Csfws Qameatens | Qevneams CsHw
(P& T LDEZ1645 F)6) AP FMILIYTaI0TS 9IRS FHTLILISLD,
Crogwrs @ UL B erer TppISQETeTeTIL | Qungy Kieuns
2000 Qurgisgiemm AV *G D OLDFFHLD
ADsTBMEG AFTHGG | UBLSBDSG6T
up & sefssLiLB®F DS

ep Gevrumuwis @S erevor. S: Cungwmer CeblLiLy, Cuayiens wHMILD

SLGLUUTRS®ar 2 )% ClFuigad

8.5.5.1 | wpuoysean Qs Gaflws Qevmiews GzFuw
2ABAILSHGL ClFwvay Camaren s Sy eIewIS SILILISLY,
G@PBS LUF ST 2APsmLiyiIsts | gsaieh Qemgiy
WFTeLGZ|0ILD gﬂ)@]a@&ﬂmt_ Qsmplem L
Sooysear e pyesens (ICTA)
LfBSIILILISD GLD 2,07 () 6 5 (& GIT .. .
wBIGHeT (BseeuLiLiL_ma)
Gop Gs mairerLiLI (B &) et et
8.5.52 | uggms @5 CsFws Qwriens Gsfuw
9B HTIFe LI 6 BT GEmarenseow YIS STLILISLD
Q@QupLwed pmILd ABSMILILIQUIDTS | grai6) Cgm_iy
erewridlesr GaLblLinys ej.gig)_{é@a;na&rp QsmHeomi L
Gseeusar, Gl&marLpsed @UG_W@ L. Blmieuatd (ICTA)
Q@ mL_gLimeT afeugmisear 24,655 ()% @5 (& & T . .
: . . (BsmousGapL);
QULPEIG QIS (LPGULD @siens el el
Blafgs) A .
o . UFT SWTTHleOeVSH
QeuiwiL® & T 6. & (Qwriams
CERT | CC)
(BzemausGapL)
8553 | Qurg uPeysaefer @Qns CsFws Qamiens CaHuw
GrieoLo LoPpmiLd Gsrarenseni DY RIGHTS STLILIGLE;
vw&@bgd’r@w Ufu@_[m'mn vﬂ{f@&/fgljlc_;jfuwnas Sasg GLIng
PSTeLDS S ILD TPDISCISTaHTL 9 DFTITFGH LIS @FLD
6ED L_(LPGOD S GITITGY Qe
LG5 085U (5 G 681D ol 24T (5% @5 & 6T

ep CovmumwLl LGS erest. 6 erasmblar uGayseer aflflaiTear (s TEWSSIMSHISS

CamPOBIL LGS apnIsCsTaTaIg).

8.6.2.1

Qung B sry
SY®LoLIL|Safle)

p&rQ mSuriu
L CsQw srius

Qamiens GaFuw

2,QUGHTE FHTLILISLD,
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1. Policy Name

National Policy on Archives and Records Management

2. Effective Date

07.04.2025
3. Introduction
Background

3.1 The National Policy on Archives and Records Management deals with
both crisis and lacunae requiring urgent responses by way of policy
direction, domain expertise, and prioritised action over a five-year period.

3.2 With origins in the Colonial Secretary’s Office in 1902, the Department
of Government Archivist was established in 1947. In 1966, the title of
Government Archivist was changed to Director of National Archives and
the name of the institution to Department of National Archives. In 2016,
with the restructuring of the Department, the position of the head of the
institution was further elevated to Director General National Archives.! The
National Archives Law No. 48 of 1973 was amended by the National
Archives (Amendment) Act No. 30 of 1981.% Under its mandate, the Sri
Lanka National Archives (SLNA) is responsible for the selection and
transfer of public records? into its custody, which includes the listing or

! Annual Performance Report 2021, Department of National Archives,
<https://www.parliament.lk/uploads/documents/paperspresented/1701840002059204.
pdf>, accessed on 29.11.2024.

2 National Archives Law No. 48 of 1973, <http://www.lawnet.gov.lk/wp-
content/uploads/Law%20Site/4-stats 1956_2006/set1/1973Y0OVOC48A html>,
accessed on 29.11.2024; National Archives (Amendment) Act, No. 30 of 1981,
<https://www.parliament.lk/uploads/acts/gbills/english/2942.pdf>, accessed on
29.11.2024.

3 The terms used in this Policy have been described in the glossary in Annex 1 (page
143), and have been highlighted at the first mention of each term.
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classification of public records, and ensuring the preservation and
accessibility of public archives and public records, amongst many other
functions. The role played by the National Archives is vital in ensuring the
evidence of actions and decisions within state and government is
safeguarded and may continue to be used for multiple purposes in the
future.

3.3 The development of this Policy has its origins in the initial discussions
of the Committee to Revise the National Archives Law No. 48 of 1973 that
was appointed by the Secretary to the Ministry of Buddhasasana, Religious
and Cultural Affairs by order of Cabinet Decision No. 22/1744/620/021
taken on 21.11.2022. This committee, as did the National Archives
Advisory Council, recommended that a National Policy should be
developed before the law is revised. Accordingly, the secretary appointed
the same committee to revise the law as the Committee to Formulate a
National Archives and Records Management Policy.

3.4 The Policy has been based on consultations conducted by the
committee to formulate the policy with public authorities and the general
public. These consultations began in July 2023 and included bilateral
meetings with ministries, technical agencies and other national bodies and
public consultation. A draft of this Policy was made available for public
comments from 21.07.2023 to 14.08.2023, to which written responses were
received from the Northern, North-Western, Western, Southern and Eastern
Provinces. A public hearing was held thereafter at the Department of
National Archives in Colombo on 25.08.2023. Due to the lack of written
submissions from Kandy and Jaffna, the public hearings scheduled for those
locations were cancelled. An initial version of the Policy was finalised on
09.11.2023, however, the National Archives was informed that the Policy
needed to be revised according to the national policy format introduced by
the Department of National Planning. Accordingly, it was finalised on
11.12.2024 and the concurrence of the Cabinet of Ministers for the National
Policy on Archives and Records Management was granted on 07.04.2025.

3.5 The Policy outlines requirements and responsibilities in several areas
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that need immediate attention if archives and records management is to be
advanced and its full potential realised across public authorities and private
organisations by an independent and professionally managed National
Archives. The importance of systematic records management; capacity-
building in digital recordkeeping; the retention and disposal of records in
public authorities; the prioritisation of resources for preservation; the
protection of rights of access to archives and records; the adoption of
international standards; and the commitment to resource allocation, are
included in the overall policy framework intended to guide future decisions.

3.6 Section 8 of the Policy identifies the strategies that all stakeholders
should commit to addressing in the short term. These strategies include the
urgent requirement of new legislation to strengthen the National Archives
and the introduction of measures to strengthen systematic, accountable, and
professional archives and records management practices.

Need

3.7 Seizing the current moment to establish a national policy on archives
and records management is imperative for the Sri Lankan government. A
National Policy in this area of management has never been introduced by
any previous government, contributing to decades of inaction, de-
prioritisation and a lack of clarity about the importance of the field of
archives and records management. More recently, records management
guidance has been drafted and/or issued by various public authorities,
increasing the risk of conflicting advice and directions. In addition,
legislation has been drafted and in some cases enacted without necessary
consultation with the National Archives on the effective management of
public archives and records. Whilst these developments carry many
ramifications, the main issue to be underscored at the outset is that the
systematic management of public records requires a coherent vision and a
strong authority sufficiently resourced to drive action.

3.8 A significant crisis is the mismanagement of records, which has
exacerbated inefficiencies in public service, weakened accountability and

National Policy on Archives and Records Management 1 05



transparency, and led to the loss and/or destruction of information, data, and
evidence. A number of records surveys conducted between 2010 and 2023
by the National Archives reveals the extent of the crisis, with water leaks
inside record rooms, damage caused by flooding and insects, records
abandoned on the ground, severe humidity, the use of adhesive tape on
records, and the lack of experienced records management officers managing
records at public authorities. A comprehensive assessment of digital records
and storage has not been carried out by the National Archives, but given
past events,* it would be fair to expect the loss of digital records—due to
digital decay, obsolescence, attacks and other threats—across the public
sector. The situation is further compounded by the significant absences
and/or gaps in education and training, resource allocation, and in legislation,
all of which have played a part in preventing the development of an
archives and records management sector in the country.

3.9 The above are challenges requiring the participation and commitment
of stakeholders across all levels in different sectors. Whilst the Policy
primarily addresses public authorities and officials, it also encourages
private organisations, faith-based organisations, and individuals to engage
with the guidance, policies and standards provided by the National
Archives.

3.10 Ifa course is to be set for this area of management, which has a
significant impact on every unit of administration, the rights of peoples, and
the collective memories of our nation, then it must be done now.

4 ‘Massive ransomware attack on state email domain’, 7he Sunday Times,
10.09.2023, <https://www.sundaytimes.lk/230910/news/massive-ransomware-attack-
on-state-email-domain-532126.html>, accessed on 17.11.2024; ‘Mystery deepens
over missing files on NMRA cloud; service provider has no backup’, 7he Sunday
Times, 15.08.2021, <https://www.sundaytimes.lk/210815/news/mystery-deepens-
over-missing-files-on-nmra-cloud-service-provider-had-no-backup-452555 .html>,
accessed on 30.11.2024.
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Purpose and Context

3.11 This National Policy is intended to guide and shape the management
of archives and records across the country, ultimately benefiting the nation
and its citizens. Several critical factors highlight the importance of this
endeavour in the particular context that Sri Lanka faces at present.

3.12 Firstly, in frequently changing economic and political environments,
particularly in post-crisis contexts, countries often embark on rapid reform
and law-making processes to achieve stability and recovery. According to
the government’s policy statement presented in parliament, the main foci
include building an efficient, well-structured and responsive public
administration, strengthening national unity, rebuilding the “foundation of
justice”, centring responsible governance, and stabilising the country’s
economy.’ These critical policy areas require strong archives and records
management capacities within the public sector. In fact, the systematic
management of public records is crucial for ensuring the effectiveness of
government planning, monitoring performance, and improving the
responsiveness of economic and social programmes to the needs of citizens.

3.13 Secondly, there is an evident crisis in records management within
public authorities, which extends to digital records. Inefficient record-
keeping practices, absence of standardised procedures, rapid turnover of
leadership and inadequate resources contribute to this crisis, manifesting
itself in the loss of institutional memory. The consequences of this
mismanagement are far-reaching, leading to delays in public service
delivery, compromised accountability, increased opportunities for fraud and
corruption, and the loss and/or the irretrievability of information and

5 “The Full Speech Delivered by President Anura Kumara Dissanayake at the
Inauguration of the First Session of the Tenth Parliament’, Presidential Secretariat,
21.11.2024, <https.//www.presidentsoffice.gov.lk/the-full-speech-delivered-by-
resident-anura-kumara-dissanayake-at-the-inauguration-of-the-first-session-of-the-
tenth-parliament/>, accessed on 30.11.2024
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evidence when required for functional and statutory purposes.

3.14 Thirdly, the exponential growth in the volume of digital records
generated necessitates immediate action. Organisations and individuals
produce an unprecedented amount of digital records. However, this
abundance of records comes with its own set of challenges. The malleable
nature of digital records makes them vulnerable to decay, loss, or
obsolescence, if not managed properly. Moreover, the risk of accidental or
deliberate destruction of digital records poses a significant threat to the
preservation of valuable information and evidence.

3.15 Fourthly, the importance of establishing larger processes of societal
healing, paths towards social cohesion and ensuring that information and
evidence critical to recovery, reconciliation, truth-seeking and other
remedies is provided without discrimination to citizens spotlights the
essential role of archives and records management.

3.16 Fifthly, embracing new technologies, fostering collaboration among
relevant entities involved in either managing or controlling information and
data, meeting global archives and records management standards, and
recognising the significance of archives and records will lead to enhanced
access and increased transparency across all sectors in the country.

Rationale

3.17 The rationale for this policy is linked to what systematically managed
archives and records can precipitate for governance, development and social
transformation in this country. Archives and records ensure transparency
and accountability, support effective decision-making, promote research
and knowledge exchange, and preserve our collective memories. Archives
and records, irrespective of form and medium, serve as vital sources of
information and evidence, documenting the actions, policies, and decisions
of governments, organisations, and individuals. The management of
archives and records in order to provide authentic and reliable evidence is
important for the following reasons:
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3.17.1 Transparency, accountability and good governance:
This Policy is necessary as effective archives and records
management can help enhance governance at all levels, be it
national, provincial, or local. Archives and records play a
fundamental role in ensuring transparency and accountability in
governance, for which there is a growing demand. They are
evidence of actions, transactions and decisions, allowing for
scrutiny and evaluation. Access to records and archives enables
citizens to claim their rights, holds governments and public
officials accountable for their actions, fosters institutional trust,
strengthens social cohesion, and helps combat corruption.
Archives and records contribute to improved governance by
providing accurate and reliable information, facilitating effective
decision-making, promoting transparency, and enabling public
participation. Under the Right to Information Act No. 12 of 2016,
the public has a right to obtain evidence of the transactions in any
public authority. This right to information is closely tied to
transparency, accountability and good governance. However, for
the right to information to be protected, records need to be
created, effectively managed, and preserved.

3.17.2 Economic development. Archives and records hold
significant value for the economy by facilitating efficient and
effective economic activities. Archives and records contain
information that is potentially of great value to business, thereby
supporting the efforts of the government to enhance economic
growth. Well-maintained archives and records ensure the integrity
of contracts, legal agreements, and financial statements, instilling
trust and confidence among stakeholders. They provide evidence
of ownership, intellectual property rights, and market transactions,
enabling businesses to protect their interests and enforce legal
claims. Additionally, archives and records contribute to economic
research, policy development, and market analysis, providing
insights into economic trends, consumer behaviour, and industry
performance. The archives and records of economic activities
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serve as reservoirs of collective knowledge, fostering innovation
and economic growth.

3.17.3 Business continuity. It is important to highlight the role
of records in supporting business continuity, particularly in
emergency situations and in disaster recovery. Records serve as
vital resources for the continuity of business functions and play a
crucial role in preparedness, response, and recovery efforts.
Implementing strong records management practices enables
public authorities and private organisations to access essential
information during crises, facilitating effective decision-making
and the restoration of critical services. By maintaining a robust
records management framework, public authorities and private
organisations can ensure the accessibility of key records, thereby
supporting business continuity and enhancing institutional
resilience in times of adversity.

3.17.4 Support for legal and administrative requirements:
Archives and records are essential for meeting legal and
administrative obligations in both the short term and the long
term. They provide evidence of transactions, contracts, and
agreements, ensuring legal rights and obligations are upheld.
Furthermore, they support administrative processes in the present,
enabling efficient decision-making, planning, and resource
allocation.

3.17.5 Research and knowledge exchange: Archives and
records as documentary heritage serve as valuable resources for
research and knowledge exchange. They provide a rich and
diverse pool of information, allowing for in-depth analysis,
academic research, and evidence-based policymaking. By
harnessing the wealth of knowledge contained within archives and
records, we can drive innovation, informed decision-making, and
the advancement of society. Archives and records, if properly
managed, make vital contributions to the Sustainable
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Development Goals of the United Nations by fostering the
creation of an information-based society (see targets 16.10 and
9.b).6

3.17.6 Preservation of individual and collective memories:
Archives and records, irrespective of form and medium, are vital
assets of our tangible and intangible cultural heritages as well as
of our individual and collective memories. They provide insights
into our histories, cultures, and societal development. By
preserving records and archives, we safeguard our pasts and our
presents for future generations, enabling them to understand and
learn from our experiences, achievements, and challenges.

4. Policy Principles

4.1 ACCESS is the ability and right to find and use information and data
recorded in archives and records. Notwithstanding restrictions in written
law, archives and records must be accessible to all persons under fair and
equal terms.” As noted in the Principles of Access to Archives, formulated
by the International Council on Archives (ICA), “The equal right to access
archival records is not simply equal treatment but also includes the equal
right to benefit from the archives.”®

6 “Ensure public access to information and protect fundamental freedoms, in
accordance with national legislation and international agreements”, United Nations
Sustainable Development Goals, 16.10, Targets and Indicators,
<https://sdgs.un.org/goals/goal | 6#targets and_indicators>, accessed on 01.12.2024;
“Support domestic technology development, research and innovation in developing
countries, including by ensuring a conducive policy environment for, inter alia,
industrial diversification and value addition to commodities”, United Nations
Sustainable Development Goals, 9.b, Targets and Indicators,
<https://sdgs.un.org/goals/goal9#targets_and indicators>, accessed on 01.12.2024.
7 Principles of Access to Archives, International Council on Archives (ICA),
COMMITTEE ON BEST PRACTICES AND STANDARDS WORKING GROUP
ON ACCESS, 24.08.2012, <https://www.ica.org/resource/principles-of-access-to-
archives/>, accessed on 01.12.2024.

8 Ibid.
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4.2 ACCOUNTABILITY refers to the vital role of archives and records in
protecting rights and in holding both individuals and institutions to account.
Furthermore, the role of professional archivists and records managers in

safeguarding and providing access to both information and evidence
fundamental to ensuring accountable government must be acknowledged
and strengthened through continuous training and development.

4.3 TRANSPARENCY in archives and records management enables users
to understand how archives and records have been controlled by responsible
officials; decision-making that impacts their life in institutions; the policies,
laws and regulations that govern their management; and the procedures
and/or policies that inform how they are processed, made accessible and
how they can be used. The management of archives and records, therefore,
must be transparent from the point of creation and at every stage thereafter,
including transfer to an archival repository for preservation.

4.4 INTEGRITY refers to the characteristic of archives and records being
“complete and unaltered.” To ensure the integrity of the country’s
evidentiary infrastructure, all professionals and institutions have a
responsibility to safeguard and systematically manage archives and records
placed in their care, custody and/or control. If archives and records are
managed in line with principles and processes that safeguard their integrity,
they can serve as reliable evidence of past actions and decisions.

4.5 DIVERSITY is a commitment to promote and uphold more inclusive
processes, spaces and practices, leading to diverse institutions and
collections. Archival institutions can build on this commitment by
acknowledging and actively engaging with a plurality of identities,
experiences, knowledge and histories that should be represented in the
evidence and information collected, processed and made accessible.

9 ISO 15489-1:2016 — Information and documentation — Records management — Part
1: Concepts and principles, April 2016, International Organization for
Standardisation.
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5. Policy Statements

5.1 The following statements detail the position of the government on the
key aspects of this Policy, specifically archives and records management;
digital records; appraisal, retention and disposition; preservation; access;
standards; and resource allocation.

5.1.1 The National Archives is the apex institution for archives
and records management in the country.

5.1.2 Public officials have a duty to ensure that records pertaining
to decisions, actions and transactions within their institutions are
systematically created, captured and managed.

5.1.3 Records, including those of which are born digital, should
be systematically managed from the point of creation.

5.1.4 Given the ubiquity, fragility and malleability of digital
records, robust digital preservation practices are crucial to
safeguard the integrity and usability of digital records over time.'°

5.1.5 Training and capacity building initiatives to enhance
records management competencies amongst stakeholders,
including in digital records management, which requires
specialised skills, are essential.

5.1.6 Monitoring and compliance mechanisms are required to
ensure adherence to archives and records management standards,

improve practices, and to ensure adequate resource allocation.

5.1.7 Data security, copyright and privacy are vital aspects in

10 “What is digital preservation?’, Digital Preservation Coalition (DPC),
<https://www.dpconline.org/digipres/what-is-digipres>, accessed on 18.11.2024
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managing archives and records.

5.1.8 The digitisation of archives and records provides numerous
access-related benefits to paper-logged repositories and film-
based audiovisual records.

5.1.9 The widest possible access to archives and records on equal
and fair terms, irrespective of form and medium, facilitates
transparency, enables accountability, promotes knowledge
creation and exchange, and helps support the development of
open data initiatives.

5.1.10 All public authorities should ensure records created and
received in the conduct of business are captured and managed in

standards-compliant records management systems.

5.1.11 Comprehensive appraisal criteria must inform decision-
making about the disposition of records in public authorities.

5.1.12 Retention schedules are important instruments used to

systematically manage the retention and disposition of records
according to legal, administrative, fiscal and other requirements.

5.1.13 Preservation of archives and records, irrespective of form
and medium, is a shared responsibility that requires different
resources to be marshalled during systematic management.

5.1.14 Standards and the promotion of good practice are vital for
the overall organisation, development and advancement of an
archives and records management sector in the country.

5.1.15 Adequate financial, human, technological, and
infrastructure resources must be allocated to support the
implementation of effective archives and records management
systems and practices.
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6.  Policy Goals

6.1 The following goals form the foundation for a robust and sustainable
archives and records management vision that upholds the principles of
access, accountability, transparency, integrity, and diversity, benefiting
present and future generations.

6.1.1 Fostering an integrated framework. Fostering an
integrated framework for managing, preserving and accessing
archives and records, with clearly defined roles and standards for
stakeholders. Encouraging collaboration among stakeholders to
share good practice, resources, and expertise in the management
of archives and records.

6.1.2 Supporting legal and regulatory compliance. Supporting
compliance with relevant laws and regulations governing archives
and records management so as to effectively and transparently
balance the requirements of privacy, confidentiality, copyright,
and access.

6.1.3 Promoting long-term preservation. Promoting long-term
preservation and the continued accessibility of archives and
records through appropriate deposit, preservation, conservation,

and restoration.

6.1.4 Ensuring diversity of archives. Ensuring the active
archiving of marginalised and underrepresented groups whose
experiences and perspectives should exist on an equal footing
with other more resource-rich records creators. Whilst respecting
the independence of private archives, the National Archives may,
if requested, offer support vis-a-vis training and resources to
strengthen the production of archives from the bottom-up and
ensure wider representation as well as participation in the
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practices of archives and records management.

6.1.5 Modernising records management practices. Improving
records management practices in the public sector by promoting
standardised processes and technologies for capturing,
maintaining, and retrieving both paper and digital records. It is
vital that digital records management is embraced to better serve
citizens, foster transparency and drive socio-economic progress in
this digital age.

6.1.6 Ensuring access, use and reuse. Access, use, and reuse are
vital concepts in the field of archives and records management
that promote knowledge dissemination, innovation, and societal
progress.

6.1.7 Supporting the archives and records management
profession. Supporting capacity building and training initiatives
to enhance skills and expertise in records management, archival
practices, and digital preservation. Such training must include
sensitivity to the importance of archives and records to all peoples
and the equal treatment of all irrespective of class, language,
ethnicity, ability, gender, and religion.

6.1.8 Promoting awareness and public engagement. Raising
public awareness about the value of archives and records,
including through engagement with educational systems, and
promoting public participation in archival initiatives.

6.1.9 Fostering international cooperation. Access to archival
collections about Sri Lanka, but which are held in foreign
archives, allows for a broader and more comprehensive
understanding of our country's historical events, peoples, cultures,
and perspectives, fostering cross-cultural dialogue and enriching
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scholarly research. It is therefore necessary to encourage
collaboration with international organisations and other nations to
facilitate access to migrated archives, negotiate the return of
archives, exchange experiences, adopt best practices, and promote
global standards in archives and records management subject to
relevant provisions in national law.

6.1.10 Recovering public archives and records. If deemed
necessary, the government in consultation with the National
Archives and the relevant legal authorities may initiate legal
action to repatriate/restitute official state-related archives and
records created within the territory of the country by officials
responsible for public administration, and therefore considered
public property, but which may now be arguably considered
estrays as a result of theft or migration out of the country.

7.  Applicability and Scope

7.1 This Policy applies to all public authorities—including national,
provincial, and local authorities—that create records and/or manage
archives, irrespective of form and medium. It emphasises the importance of
archives and records management in promoting transparency,
accountability, and efficient governance within public administration.

7.2 Whilst respecting their independence, acknowledging the importance of
non-interference in archives and records management practices and
committing to provide training and resources, the government encourages
the following entities to consider implementing the archives and records
management standards of the National Archives:

7.2.1 Private organisations: Private organisations, such as

commercial businesses and non-profit organisations require
accurate business records, complying with legal obligations, and
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supporting effective decision-making.

7.2.2 Faith-based organisations: The National Policy
acknowledges the archives of significant value held by faith-based
organisations, including religious organisations, places of
worship, and associated entities. It emphasises the importance of
preserving historical and cultural records held by such entities.

7.2.3 Individuals and communities: The Policy underscores the
role of individuals and communities as creators, custodians and
users of records. It encourages individuals and communities to
recognise the value of archives and records, promoting
responsible record-keeping practices in their personal,
professional and community lives.

7.3 By engaging public authorities, private organisations, faith-based
organisations, individuals, and communities, the Policy aims to establish a
comprehensive and inclusive approach to archives and records
management, promoting good governance, transparency, and the
preservation of our shared heritages.

8. Policy Implementation
Strategies

8.1 Strategic area #1: New legislation on archives and records
management. The National Archives Law No. 48 of 1973, as amended by
the National Archives (Amendment) Act No. 30 of 1981, shall be redrafted
in order to address the issues raised in the Policy, including the effective
management of digital records, provision of records management guidance,
and the accessibility of archives and records in both public authorities and
private organisations.

8.1.1 The Right to Information Act No. 12 of 2016 states that,
subject to specific restrictions, “every citizen shall have a right of
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access to information which is in the possession, custody or
control of a public authority.” The Government recognises the
vital role of the National Archives in ensuring public access to
information. In order to fulfil its responsibility for managing and
preserving the evidence, memories and information of the nation,
records of public authorities shall be transferred to the National
Archives for permanent preservation according to retention
periods prescribed under archival legislation, which under the
current National Archives Law No. 48 of 1973 (as amended)
includes transfer after 25 years. The records may be retained in
their office of origin for longer if required for administrative,
legal or other purposes.

8.1.2 It is also vital that the threats to the authenticity, reliability,
integrity and usability of archives are addressed through an
amendment to the Personal Data Protection Act No. 9 of 2022 or
addressed in the proposed 'Framework for National Archives and
Records Management Legislation'.!! As long as confidentiality,
privacy and other restrictions provided for in written law do not
prescribe closure for a period of time, the records may be
accessed and used.

8.1.3 The last amendment to archival legislation took place over
40 years ago. The National Policy strongly recommends, based on
the Principles of Access to Archives formulated by the ICA, that
future archives legislation, when reviewed and redrafted, should,
inter alia, further reaffirm a right of access to archives and
records, ensure that access restrictions are based on written law
and that access is always provided on equal and fair terms at the
National Archives.

11 See principle 16 ‘Preservation’, Draft Principles for Archives and Record
Legislation, 2004, International Council on Archives (ICA).
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8.14 Point of action:

e 8.1.4.1 The government should consider the
‘Framework for National Archives and Records
Management Legislation’ of the Committee appointed
to revise the National Archives Law No. 48 of 1973 and
reconcile other relevant legislation (see Annex 2), if
necessary, in order to address the requirements,
responsibilities, and points of action outlined in this
Policy.

8.2 Strategic area #2: Compliance with records management guidelines
and standards by public authorities. The Policy recognises key stages in
records management, including records creation, capture, classification,
storage, preservation, retrieval, and disposal. At present, recordkeeping
practices within public authorities are by and large inconsistent and non-
compliant with international standards. The loss, misplacement and/or poor
management of records can impact the users of services and impede
accountability as well as transparency. The systems in place must ensure
that authentic, reliable, complete and usable records, created and received
during the conduct of business, are captured and maintained as evidence.
Furthermore, frameworks that guide decision-making on managing the
appraisal, retention and disposition of records should be developed (see 8.3)

8.2.1 The Policy upholds a number of international standards that
establish the principles, methods, practices and requirements for
effective archives and records management (see Annex 3). These
standards, if centralised within archival institutions, public and
private, can enable self-regulation, improve the quality and
consistency of archival functions and processes, increase cost
savings, minimise liabilities, and increase the efficiency of user-
oriented services. Furthermore, the Policy stresses that standards-
compliant practices have the potential to increase local and
international cooperation by promoting uniform frameworks,
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systems, and formats.'?

8.2.2 By addressing key aspects of records management, this
Policy aims to establish a robust and systematic approach to
managing records, ensuring their integrity, accessibility, and
preservation. This Policy supports the independence of the
National Archives and its functions across state in order to
guarantee that authorised records management in public
authorities can be carried out impartially and without interference.
The long-term management of evidence and information allows
the public to better understand the basis of decision-making and
the general conduct of a public authority. The duty to document,
therefore, is a vital part of accountable and transparent
governance.

8.2.3 With regard to digital records, the adoption of strategies for
file format migration, emulation, metadata management, and

regular data backups to mitigate the risks of technological
obsolescence and data loss are necessary. It is necessary to
establish robust cybersecurity measures, data encryption, access
controls, and privacy policies to protect digital records from
unauthorised access, breaches, and data alteration. The Policy
emphasises the importance of metadata and contextual
information in managing digital records. It encourages the
creation and maintenance of accurate and comprehensive
metadata, safeguarding the context of creation, provenance,
authenticity and integrity of digital records for as long as they are
retained.

12 Standards and best practice, Digital Preservation Coalition (DPC),
<https://www.dpconline.org/handbook/institutional-strategies/standards-and-best-
practice>, accessed on 10.12.2024; The Economic Benefits of Standards,
International Organization for Standardization (ISO), 2014,
<https://www.iso.org/files/live/sites/isoorg/files/archive/pdf/en/ebs case studies fact
sheets.pdf>, accessed 10.12.2024.
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8.24 Points of action:

e 8.2.4.1 The international standards recognised by the
Policy shall be, where applicable, enforced by public
authorities to improve practices, inform decision-
making and measure performance;

e 8.2.4.2 The Cabinet of Ministers shall ensure that
adequate resources are provided for public authorities to
adopt and maintain standards-compliant records
management systems;

e 8.2.4.3 The Sri Lanka National Archives shall ensure
that records management guidance is provided to public
authorities, including on appraisal, retention,
disposition, preservation and access;

e 8.2.4.4  All public authorities shall have a Records
Management Officer to ensure that records are properly
managed from creation to disposition.

e 8.2.4.5 The National Archives should establish
monitoring frameworks, regular audits, and assessments
to evaluate compliance with records management
guidelines and identify areas for improvement.

8.3 Strategic Area #3: Creation of retention schedules. A retention
schedule is a control tool that helps organisations manage records by
identifying the creators/owners of records, the records to be maintained, the
period of retention, the exact disposal actions (see 8.3.2.3) and the legal
authority under which further action may be taken. The disposal actions can
include further retention, review, destruction, moving the records to a
records centre, and transferring them to an external archives authority. The
periods for which records are retained are determined by organisational
needs, financial regulations, data protection obligations, right to
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information, historical accountability, and many other factors. It is,
however, impossible to keep all records indefinitely. The unrestricted
retention of records can lead to problems such as irretrievability, exorbitant
maintenance costs, space constraints, misuse, legal risks, and even security
threats.!® The development of retention schedules must be based on a
comprehensive appraisal of the records created, received and maintained by
an organisation through its various functions and activities.'*

8.3.1 Notwithstanding other relevant laws, this Policy emphasises
that retention periods prescribed under current and future national
archives legislation and corresponding regulations shall be
adhered to by public authorities. Retention schedules should be
non-conflicting across legislation. Different retention periods
provided in legislation should be managed harmoniously, thereby
eliminating the risk of arbitrary or unauthorised action on records
and the destruction of records that are potentially of enduring
value.

8.3.2 Points of action:

e 8.3.2.1 The National Archives shall take the lead in
developing and updating guidance on appraisal criteria
for public authorities.

e 8.3.2.2 The National Archives shall collaborate with
public authorities to develop and update required
retention schedules. In order to ensure transparency and

13 Shepherd, E. and Yeo, G. (2003) Managing Records: A Handbook of Principles and
Practice. Facet Publishing, London.

141bid. ‘Guidelines for developing a retention schedule for records management and archival
professional associations — including a model retention schedule,” International Council on
Archives, Section on Records Management and Archival Professional Associations, 2008,
https://www.ica.org/app/uploads/2023/12/SPA_2008_Guidelines_Developing-a-retention-
schedule EN.pdf; ‘Building records appraisal systems, managing public sector records: A
study programme,’ International Records Management Trust, 1999,
<https://www.irmt.org/documents/educ_training/public_sector rec/IRMT build rec_a
pdf> accessed on 10.12.2024.

raisal.
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accountability, the Policy recommends public
consultations on proposed retention schedules.

e 83.2.3 In consultation with the National Archives, it
shall be the responsibility of designated officers to
implement authorised disposal actions, including in
electronic systems, after carrying out due diligence i.e.,
complying with national laws and regulations.

8.4 Strategic area #4: Training professional archivists and records
managers. The absence of a specialised qualification in archives and
records management makes it very difficult to produce trained professionals
and to improve standards in archives and records management across
relevant public authorities, leading to various risks and threats. These
include the inability to find and retrieve records, unlawful destruction of
records, unauthorised disclosure of confidential information, and the
integrity of records being compromised due to inadequate controls. These
risks and threats can be mitigated by records management professionals
who are equipped with the knowledge and skills to ensure the systematic
capture, classification, storage, accessibility, retention, and disposition of
records.

8.4.1 Points of action:

8.4.1.1 Given the need for trained archives and
records management professionals, the National
Archives and the Information Studies programmes of
various universities shall work together to introduce a
specialised qualification in archives and records
management (ARM);

8.4.1.2  All public authorities shall incentivise current

staff managing records to pursue a qualification in
records management and preservation.
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8.4.1.3 The National Archives should develop
training programmes, workshops, and certifications to
equip records managers, administrators, and interested
users with the necessary knowledge and skills to
manage records, including digital records, effectively.

8.4.1.4  All public authorities should invest in trained
professionals to ensure that authentic, reliable, complete
and usable digital records are properly managed from
their point of creation, classified, ingested into records
management systems and subject to necessary
preservation workflows.

8.5 Strategic area #5: Ensuring adequate storage, preservation and
controls. Records in any format and maintained in any system require
adequate storage—in terms of physical storage locations and digital
storage—to ensure their proper management and preservation over time.
Specific controls are required to identify and retrieve records located in
storage, including filing systems, unique identifiers, and location
information. Other controls include write protection to prevent unauthorised
alterations. All public authorities will be required to make decisions, based
on guidance issued by the National Archives, on storage equipment,
implementation of controls, environmental conditions of storage spaces, and
on the storage of digital records created, received and maintained (see
Annex 3 for standards on conservation and storage).

8.5.1 The Policy recommends that regular risk assessments are
carried out to determine requisite actions and to develop business
continuity plans in order to respond to emergencies and disasters,
such as power and system failures, physical and digital attacks,
sabotage, civil unrest, fire, and floods.

8.5.2 The Policy further recommends that adequate security

measures are adopted to safeguard the integrity of records,
including access controls, audit trails, validation, encryption,
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encapsulation and monitoring. These safeguards are required in
order to prevent alteration, malicious destruction, unauthorised
access, and other types of threats.

8.5.3 It is vital that a preservation policy for public authorities
and private organisations guides organisational processes,
decisions, and actions. This National Policy recommends that the
National Archives develops a preservation policy and standards
that reflect the specific preservation challenges and requirements
within the public sector. The National Archives should also offer
state-of-the-art preservation services that are trustworthy for use
by custodians of both public and private archives and records.

8.5.4 The following are some of the key considerations in
prioritising preservation within an organisation:

8.5.4.1 Evidence-based decision-making on
preservation: Senior officials, as key decision-makers,
must understand the importance of preservation and
support the implementation of preservation
programmes. The creation of an evidence base is an
important step in sustaining the prioritisation of
preservation. This can be done by consistently
monitoring the condition of records, inadequacies
within repositories and the different forms of risk. The
results should be comprehensively documented to guide
decision-making at the highest level.

8.5.4.2 Selecting appropriate resources to meet
industry standards: In order to avoid inappropriate
technical resources and to minimise unnecessary
spending, public authorities are required to select fit-
for-purpose resources. To do this, preservation
decisions must be based on substantive assessments,
international standards and guidance on good practices.
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8.5.5

In view of the threats posed by climate change, the
National Archives shall adopt a policy on adaptation
and disaster risk resilience through structural and non-
structural measures, as recommended by the Sendai
Framework for Disaster Risk Reduction 2015-2030.

8.5.4.3 Funding sustainable and integrated
approaches to preservation: The allocation of
financial resources must be based on comprehensive
resource planning and needs assessments with a focus
on prioritising and addressing urgent preservation
actions in public authorities. An integrated approach,
however, is required to ensure that spending is
supported by updated policies, international standards,
and capable professionals who can use new resources to
drive efficiency in operations. Too often, state-of-art
systems are procured without considering what it takes
to maintain them, leading to obsolescence, disadoption,
and the wastage of public funds.

Points of action:

8.5.5.1 The National Archives shall assess storage
spaces—both physical and digital—and carry out
condition surveys in public authorities to determine the
gaps, strengths and weaknesses of current practices,
security measures, and infrastructure;

8.5.5.2 The Cabinet of Ministers shall allocate
adequate resources for the construction or upgrading of
record rooms and record centres, and for the expansion
or procurement of digital storage at public authorities;
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° 8.5.5.3 In Policy Strategy 8.2, public authorities shall
comply with guidelines on storage and controls during
the management of records.

8.6 Strategic area #6: Adopting technology for the comprehensive
management of digital records. The capture of digital records to dedicated
systems is the most effective way to systematically manage records as
evidence of the decisions and actions of a public authority in the conduct of
its business. The use of electronic document and records management
systems (EDRMS)—either specifically developed or available commercial
applications—would enable public authorities to manage records in a
variety of formats whilst increasing operational efficiency, strengthening
security, safeguarding the authenticity and integrity of records, facilitating
accessibility and use, ensuring legal and regulatory compliance, and
mitigating some of the risks and threats identified under 8.4.

8.6.1 By addressing the unique challenges and opportunities
associated with digital records, the government will strive to
ensure that digital records are managed, preserved, and utilised in
proposed programmes aimed at the digitalisation of public
services.!® Furthermore, the government recognises that records
management principles and standards must be adhered to in these
digitalisation programmes and that the National Archives is a key
partner in digital governance.

15 “Digitalization is crucial, especially for providing services to citizens and
advancing the economy to a new level. To elevate our country from its current state
to a new level, the hallmark of that future will be a Digital Sri Lanka.” ‘The Full
Speech Delivered by President Anura Kumara Dissanayake at the Inauguration of the
First Session of the Tenth Parliament’, Presidential Secretariat, 21.11.2024,
<https://www.presidentsoffice.gov.lk/the-full-speech-delivered-by-president-anura-
kumara-dissanayake-at-the-inauguration-of-the-first-session-of-the-tenth-
parliament/>, accessed on 30.11.2024
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8.6.2 Points of action:

° 8.6.2.1 All public authorities shall ensure that records
created and received in the conduct of business are
captured, classified, stored and accessible.

° 8.6.2.2 The National Archives shall issue the specific
standards and functional requirements related to
EDRMS (records system).

° 8.6.2.3 The Cabinet of Ministers shall direct the
agency responsible for all digital matters across state
structures to work in collaboration with the National
Archives to develop a dedicated, standards-compliant
EDRMS or to procure existing commercial software
applications for use by all public authorities in the
country.

8.7 Strategic area #7: Improving accessibility and usability of archives
and records. In June 2023, the National Archives became a signatory to the
Universal Declaration on Archives (UDA), which states that the global
community of archives and archivists undertake to collaborate so that
“Archives are made accessible to everyone...”'¢ This ideal should be upheld
at all times and the National Archives should be guaranteed the freedom to
ensure that access decisions are made impartially, according to written law,
and with the user in mind. Access arrangements encompass all interfaces
with the public. They enable archives and records to be used for different
purposes by all members of society, whether it be for advancing
accountability and supporting public interest campaigns or for protecting
people’s rights and enabling historical research. The Policy affirms the
Principles of Access to Archives formulated by the ICA, which dictates that

16 Universal Declaration on Archives (UDA), International Council on Archives
(ICA), <https://www.ica.org/app/uploads/2024/01/English-%E2%80%93-Universal-
Declaration-on-Archives-UDA .pdf>, accessed on 01.12.2024.
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institutions holding archives must “...adopt a proactive approach to

access”.!”

8.7.1 Archivists and records managers for accessibility: The
Policy affirms Principle 3 of the Principles of Access to Archives
which states that “archivists have a professional responsibility to
promote access to archives.”'® To make archives and records
accessible, trained professionals in archives and records
management are required to develop access policies and
procedures based on law and on the unique information recorded
about archives and records in schedules, indices and finding
aids/catalogues. Moreover, archivists and records managers are
duty-bound to provide services that shall be accessible to all
members of the public.

8.7.2 Language for accessibility: A user shall not experience a
barrier to access because officials who are responsible for the
management of archives and records do not understand and/or
cannot communicate the information recorded about such
archives and records.

8.7.3 Inclusion for accessibility: All public authorities and
private organisations shall over a period of time institute measures
for the inclusion of persons with disabilities in access
arrangements. This includes access to all designated public
spaces, the use of information and communications technology to
aid access to archives and records, the provision of services and
spaces, as well as sensitivity training for officials.

8.7.4 Information for accessibility: For archives and records to
serve as evidence and information, they need to be retrievable
and/or findable. The Policy recognises that a vital part of ensuring

17 Principles of Access to Archives, p. 8
18 Ibid.
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the accessibility of archives and records is the provision of
information about them. Metadata, which means ‘data about
data’, aids in the retrievability, interpretability, usability and
overall management of archives and records.

8.7.5 Digitisation for accessibility: In general, standards-
oriented digitisation processes ensure that deteriorating archives
and records are copied, ingested into management systems,
assigned metadata, securely stored, and digitally preserved. This
enables faster retrievability, integration with digital systems, and
promotes accessibility within the country and across borders. The
ability of users to remotely access catalogues will significantly
enhance access to and use of archives and records.

8.7.6 Open access: The Policy recognises the Berlin Declaration
on Open Access to Knowledge in the Sciences and Humanities, a
foundational document regarding Open Access that was
developed by a number of advocacy groups and academic
institutions in 2003. The Declaration notes that “new possibilities
of knowledge dissemination not only through the classical form
but also and increasingly through the open access paradigm via
the Internet have to be supported.”!® The benefits of open access
include the wider accessibility of material to a diverse range of
users and greater visibility as well as dissemination of
information.

8.7.7 Points of action:

e 8.7.7.1 The National Archives shall develop an
access policy outlining the principles and procedures
that govern the accessibility of its collections.

19 Berlin Declaration on Open Access to Knowledge in the Sciences and Humanities,
22.10.2003, <https://openaccess.mpg.de/Berlin-Declaration>, accessed on
01.12.2024.
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e 8.7.7.2 The National Archives shall gradually work
towards the description of all collections in its custody
or control in line with the General International
Standard Archival Description (ISAD[G]) or any other
standards adopted.?

e 8.7.7.3 The National Archives shall develop user-
friendly, online interfaces and search mechanisms,
integrating new and evolving technology to enable
citizens, researchers, and policymakers to access and
utilise digital archives as well as information about
archives effectively.

e 8.7.7.4 Public authorities shall to the best of their
ability provide information about the archives and
records held by them in the two official languages and
the link language of the country. This Policy also
underscores the importance of providing access
information through Braille and sign language.

e 8.7.7.5 All public authorities shall provide
information about the archives and records in their
custody through the development of classification
schemes, metadata and other tools.

e 8.7.7.6 Public authorities shall, whenever possible,
adopt open access arrangements—free, unrestricted and
available online—in relation to archives and records
whilst respecting the requirements of national laws.

8.8 Strategic area #8: Providing state-of-the-art preservation and
digitisation services. Preservation services play a pivotal role in
safeguarding and rendering accessible evidence and information of our

20 General International Standard Archival Description (ISAD[G]), Second Edition,
International Council on Archives, Adopted by the Committee on Descriptive
Standards Stockholm, Sweden, 19-22 September 1999,
<https://www.ica.org/resource/isadg-general-international-standard-archival-
description-second-edition/>, accessed on 01.12.2024.
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institutions and communities. There is a growing requirement in the country
for standards-oriented preservation services of paper records and different
types of analogue material, at times involving significantly deteriorated
records. Furthermore, with the rapid digitisation of information and the
ever-increasing volume of archival materials, employing state-of-the-art
preservation services, specifically digital preservation actions and strategies,
is essential to address the unique challenges faced by archivists and records
managers responsible for managing large volumes of digital records, which

are equally susceptible to decay and other threats.

8.8.1 One crucial aspect of state-of-the-art digitisation services in
archives is the adoption of advanced imaging and digitisation
techniques. High-resolution scanning, optical character
recognition (OCR), and metadata extraction technologies enable
archivists to capture records in a digital format. This not only

enhances access and searchability but also reduces the need for
physical handling, minimising the risk of damage to fragile
materials. To consistently provide these services to existing
international standards, it will be necessary to ensure an adequate
revenue stream for the National Archives.

8.8.2

Points of action:

8.8.2.1 Cabinet shall review the proposed
‘Framework for National Archives and Records
Management Legislation” and decide on establishing a
national conservation, restoration and digitisation
service under the authority of the National Archives.

8.8.2.2 The National Archives shall liaise with
international agencies to incorporate cutting-edge
conservation and preservation practices and
technologies.
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8.9 Strategic area #9: Ensuring adequate resources. A commitment to
resource allocation at the highest levels of government will enable the
achievement of the objectives of the Policy and contribute to the overall
success of archives and records management efforts.

8.9.1 Financial resources: For the National Archives to perform
at an optimum level, the government is committed to the
allocation of sufficient funds for its operations. The Policy
acknowledges that financial resources are essential for the
establishment and maintenance of robust archives and records
management systems.

8.9.2 Human resources: The Policy highlights the critical role of
qualified and skilled personnel in implementing effective archives
and records management practices. It underscores the need for
adequate staffing levels, training programmes, and professional
development opportunities to build and maintain a competent
workforce capable of managing archives and records efficiently.

8.9.3 Collaborative resource sharing: The Policy promotes
collaborative resource sharing among relevant stakeholders. It
encourages partnerships, consortia, and cooperative arrangements
amongst government agencies, local and international
organisations, and institutions to pool resources, share expertise,
and leverage economies of scale in archives and records
management.

8.94 Point of action:

o 8.9.4.1 The Cabinet of Ministers shall allocate
sufficient funds to support the acquisition of appropriate
technologies, infrastructure, staffing, training, and
ongoing operations related to archives and records
management.
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Responsibility and Authority

8.10 The overall responsibility for this Policy will be held by the Ministry
assigned the subject of archives and records management. The key authority
responsible for implementing all aspects of the Policy is the National
Archives, which as noted above is the apex institution for archives and
records management in the country. As such, this Policy reaffirms that no
guidance, code of practice, regulations or rules pertaining to the field of
archives and records management should be issued by any public authority
without approval of the National Archives to ensure consistency with
archives legislation and the accepted international principles and practices
within the field.

8.11 Furthermore, as a field of management that impacts all public
authorities in this country, this Policy recommends the prioritised
cooperation between the National Archives and the following authorities in
order to strengthen accountability, increase efficiency in administration, and
ensure the responsible retention and disposal of public records: Ministry of
Public Administration, Right to Information Commission (RTIC), Data
Protection Authority (DPA), the Information Communication Technology
Agency (ICTA), and Sri Lanka Computer Emergency Readiness Team (SL
CERT).

Monitoring and Evaluation

8.12 The task of monitoring and evaluating the implementation of this
Policy will be assigned at any given time to the Ministry overseeing the
subject of archives and records management. The Ministry will work
closely with the National Archives and other public authorities assigned
responsibility in ensuring that the points of action identified in sections 8.1
to 8.9 of this policy are effectively implemented under the timelines
specified below. This Policy recommends the establishment of a monitoring
mechanism, steered by the National Archives and comprising officials from
the public authorities identified below, the planning unit of the relevant
Ministry and, if deemed necessary, experts in monitoring and evaluation.
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Point of
action

Indicator

Timeline

Responsibility

STRATEGIC AREA NO. 1: New legislation on archives and records

management

8.1.4.1

New archives and
records management
legislation enacted in
Parliament

Within one year of
officially adopting
the National Policy

Cabinet of
Ministers; Ministry
assigned the subject
of archives and
records
management; Sri
Lanka National
Archives

STRATEGIC AREA NO. 2: Compliance with records management guidelines
and standards by public authorities

8242

Resources allocated to
public authorities

Allocation of
resources based on
audits of records
management
systems within
public authorities

Treasury

8.2.43

Records management
guidance drafted and
published

Within two years
of enacting the
proposed National
Archives and
Records
Management
legislation

Sri Lanka National
Archives

8244

Appointment of at least
500 Records
Management Officers at
public authorities

Within one year of
enacting the
National Archives
and Records

Sri Lanka National
Archives; Ministry
assigned the subject
of archives and
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Point of Indicator Timeline Responsibility
action
completed Management records
legislation management

STRATEGIC AREA NO. 3: Creation

of retention schedules

8.3.2.1 Appraisal criteria Within two years Sri Lanka National
drafted, public of enacting the Archives
consultations held, and proposed National
final guidance released Archives and
for public authorities. Records
Management
legislation
8322 Ten retention schedules Within three years | Sri Lanka National
drafted, public of enacting the Archives; Ministry
consultations held, and proposed National | assigned the subject
passed as regulations Archives and of archives and
Records records
Management management
legislation
83.23 Data on implementation Within two years Sri Lanka National

of retention regulations
collected and published

of passing the
retention schedules
as regulations

Archives

STRATEGIC AREA NO. 4: Training professional archivists and records

managers
8.4.1.1 Accredited programme Within two years Sri Lanka National
of study established to of enacting the Archives; relevant
train archives and proposed National | accrediting
records management Archives and authority
professionals Records
Management
legislation
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Point of Indicator Timeline Responsibility
action
8.4.1.2 2000 public sector Within one year of | Sri Lanka National

officials directly
involved in records
management are trained
per year

officially adopting
the National Policy

Archives; Ministry
of Public
Administration

STRATEGIC AREA NO. 5: Ensuring adequate storage, preservation and

controls
8.5.5.1 Assessments are carried Within three years | Sri Lanka National
out to support decisions of officially Archives;
and prescribe cost- adopting this Information
effective records National Policy Communication
management solutions Technology Agency
(ICTA) (as needed)
8.5.5.2 Physical and digital Within two years Sri Lanka National
storage requirements of of officially Archives;
public authorities are adopting this Information
addressed through the National Policy Communication
provision of Technology Agency
specifications to inform (ICTA) (as needed);
procurement Sri Lanka Computer
Emergency
Readiness Team
(Sri Lanka CERT |
CC) (as needed)
8553 The integrity and Within two years Sri Lanka National
reliability of public of officially Archives; all public
records are safeguarded adopting this authorities

by effective management
practices

National Policy
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Point of
action

Indicator

Timeline

Responsibility

STRATEGIC AREA NO. 6: Adopting

management of digital records

technology for the comprehensive

8.6.2.1 Born digital and digitised | Within three years | Sri Lanka National
records created, received | of enacting the Archives; all public
and maintained in public | proposed National | authorities
authorities are Archives and
systematically managed Records
Management
legislation
8.6.2.2 Standards, functional Within two years Sri Lanka National
requirements and of officially Archives
guidance related to adopting this
EDRMS issued National Policy
8.6.2.3 EDRMS for public Within five years Cabinet of

authorities selected or
developed and inefficient
systems gradually
replaced

of officially
adopting this
National Policy

Ministers; Sri Lanka
National Archives;
Information
Communication
Technology Agency
(ICTA) (as needed)

STRATEGIC AREA NO. 7: Improvin;

and records

g accessibility and usability of archives

8.7.7.1

National Archives access
policy drafted, public
consultations held, and
final version released

Within two years
of officially
adopting this
National Policy

Sri Lanka National
Archives
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Point of Indicator Timeline Responsibility
action
8.7.7.2 Ten per cent of Within five years Sri Lanka National
collections of officially Archives
described/redescribed in | adopting this
line with ISAD(G) National Policy
and/or other required
standards
8.7.7.3 Ten digitised collections | Within five years Sri Lanka National
are made accessible of officially Archives
through a user-friendly adopting this
interface National Policy
8.7.7.4 Six archival collections Within five years Sri Lanka National
catalogued in all three of enacting the Archives; National
languages at two public proposed National | Library of Sri Lanka
authorities Archives and
Records
Management
Legislation
8.7.7.5 Guidance on developing | Within three years | Sri Lanka National
classification schemes of enacting the Archives
issued proposed National
Archives and
Records
Management
Legislation
8.7.7.6 National Archives Within three years | Sri Lanka National
provides free, online of enacting the Archives

access to four
collections/record groups

proposed National
Archives and
Records
Management
Legislation
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Point of
action

Indicator

Timeline

Responsibility

STRATEGIC AREA NO. 8: Providing state-of-the-art preservation and

digitisation services
8.8.2.1 A fully-equipped Within two years Sri Lanka National
conservation, restoration | of enacting the Archives
and digitisation service is | proposed National
established at the Archives and
National Archives Records
Management
legislation
8.8.2.2 Capabilities to provide Within three years | Sri Lanka National

preservation and
conservation services
strengthened

of enacting the
proposed National
Archives and
Records
Management
legislation

Archives

STRATEGIC AREA NO. 9: Ensuring

adequate resources

8.9.4.1

Resources allocated for
the implementation of all
action points delineated
in this Policy

In line with the
time frames
indicated above

Treasury

8.13 The Policy shall be reviewed after five years or as required to reflect
necessary policy responses to new laws, codes of practice, standards,

declarations, and practices in the field of archives and records management.

8.14 The review will ascertain if the Policy is relevant, up-to-date in terms
of legislation passed after its publication, and if any new policy issues need

to be urgently addressed.
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8.15 Following a recommendation by the National Archives Advisory
Council, the review committee will be appointed by the relevant Ministry to
which the Department of National Archives is assigned or initiated by the
latter.
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Annex 1: Glossary

Access: “right, opportunity, means of finding, using, or retrieving
information.” Source: ISO 15489-1:2016

Appraisal:

1. “the process of determining the value of records for further use, for
whatever purpose, and the length of time for which that value will continue”
Source: IRMT:1999

2. “appraisal is the process of determining whether records and other
materials have permanent (archival) value. Appraisal may be done at the
collection, creator, series, file, or item level. Appraisal can take place prior
to donation and prior to physical transfer, at or after accessioning. The basis
of appraisal decisions may include a number of factors, including the
records' provenance and content, their authenticity and reliability, their
order and completeness, their condition and costs to preserve them, and
their intrinsic value.” Source: SAA DAT:2005

Archival description: “creation of an accurate representation of a unit of
description and its component parts, if any, by capturing, analyzing,
organizing and recording information that serves to identify, manage, locate
and explain archival materials and the context and records systems which
produced it.” Source: ISO 5127:2017

Archives:
1. “Materials created or received by a person, family, or organisation, public

or private, in the conduct of their affairs and preserved because of the
enduring value contained in the information they contain or as evidence of
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the functions and responsibilities of their creator.” Source: SAA: 2005

2. “organisation or part of an organisation responsible for selection,
acquisition, preservation, and availability, of one or more archives.” Source:
ISO 5127:2017

Archivist: “person serving in the archival field with professional training in
archival science or professional skills gained in the work.” Source: ISO
5127:2017

Audiovisual record: “carrier for the recording and storage of sounds and
images” Source: ISO 5127:2017

Born digital: “born digital document that from the outset has been created
in digital form.” Source: ISO 5127:2017

Classification: “systematic identification and/or arrangement of business
activities and/or records into categories according to logically structured
conventions, methods, and procedural rules.” Source: ISO 15489-1:2016

Classification scheme: “tool for linking records to the context of their
creation.” Source: ISO 15489-1:2016

Conservation: “measures and/or actions aimed at safeguarding cultural
heritage while respecting its significance, including its accessibility to
present and future generations.” Source: BS 4971: 2017

Copyright: “exclusive right granted to the owner of an original work of
authorship, which is fixed in any tangible medium of expression, to
reproduce, publish, perform, and/or sell the work.” Source: BS 4971: 2017

Data protection: “legal, administrative, technical or physical measures

taken to avoid unauthorized access to and use of data.” Source: ISO
5127:2017
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Deterioration: “gradual degradation and possible ultimate destruction of
materials arising from inherent damaging properties or interaction with
environmental influences.” Source: ISO 5127:2017

Digital preservation: “series of managed activities necessary to ensure
continued access to digital materials for as long as necessary.” Source:
Digital Preservation Coalition

Digitisation: “process of converting analogue materials into digital form.”
Source: ISO 5127:2017

Disposition (also disposal): “disposition range of processes associated with
implementing records retention, destruction or transfer decisions which are
documented in disposition authorities or other instruments.” Source: ISO
15489-1:2016

Emulation: “a means of overcoming technological obsolescence of
hardware and software by developing techniques for imitating obsolete
systems on future generations of computers.” Source: Digital Preservation
Coalition

Encapsulation: “grouping together a digital object and metadata necessary
to provide access to that object.” Source: Digital Preservation Management,
Terms and concepts

Enduring value: “the continuing usefulness or significance of records,
based on the administrative, legal, fiscal, evidential, or historical
information they contain, justifying their ongoing preservation” Source:
SAA DAT:2005

Finding aid: “finding aid physical and intellectual control system produced
to establish control over records or archives” Source: ISO 5127:2017

Metadata: “data about other data, documents, or records that describes their
content, context, structure, data format, provenance, and/or rights attached
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to them.” Source: ISO 5127:2017

Migrated archives: “archives no longer in official custody or transferred
from the country where they were originally accumulated.” Source: ISO
5127:2017

Migration: “a means of overcoming technological obsolescence by
transferring digital resources from one hardware/software generation to the
next. The purpose of migration is to preserve the intellectual content of
digital objects and to retain the ability for clients to retrieve, display, and
otherwise use them in the face of constantly changing technology.” Source:
Digital Preservation Coalition

Office of origin (also controlling agency): “organization or part of an
organization in which a group of records is created or received and
accumulated in the conduct of business.” Source: ISO 5127:2017

Preservation: “all measures taken, including financial and strategic

decisions, to maintain the integrity and to extend the life of documents or
collections.” Source: ISO 5127:2017

Public authority:

(a) any body or office created or established by or under the
Constitution
(b) a Ministry, any Department or Provincial Council, local authority,

statutory body or any institution established by any written law other than
the Company’s Act No. 07 of 2007 and the Trusts Ordinance No. 9 of 1917
(as amended),

() or a Ministry, any Department or other authority or institution
established or created by a Provincial Council;
(d) all courts, tribunals and institutions created and established for the

administration of justice;

Public record(s): a record officially created, received and maintained by
any public authority in conduct of public business
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Record(s): “information created, received and maintained as evidence and
as an asset by an organization or person, in pursuit of legal obligations or in
the transaction of business.” Source: ISO 15489-1:2016

Records management: “field of management responsible for the efficient
and systematic control of the creation, receipt, maintenance, use and
disposition of records, including processes for capturing and maintaining
evidence of and information about business activities and transactions in the
form of records.” Source: ISO 15489-1:2016

Records manager (also records administrator, records officer): “An
individual responsible for the administration of programs for the efficient
and economical handling, protecting, and disposing of records throughout
their life cycle.” Source: SAA DAT:2005

Records system: “information system which captures, manages and
provides access (3.1) to records over time.” Source: ISO 15489-1:2016

Repository (also store room): “building or room designed or arranged and
used specifically and exclusively for long-term storage of archives,
museum, and library materials.” Source: ISO 5127:2017

Restoration: “preservation actions taken to return a document or other
material object which has suffered deterioration or damage as closely as
practicable to its original state.” Source: ISO 5127:2017

Retention schedule (also disposal schedule, records schedule, records
retention schedule, transfer schedule): “a document that identifies and
describes an organization’s records, usually at the series level, and provides
instructions for the disposition of records throughout their life cycle.”
Source: SAA DAT:2005

Retention period: “period of time that records should be retained in their
offices of origin or in records centres before they are transferred to an
archive(s) or otherwise disposed of.” Source: ISO 5127:2017
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https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.6.1.03
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.06
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.06
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.02
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.1.39
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.1.1.38
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.1.1.60
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.1.1.60
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.12.1.09
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.12.1.11
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.1.13.16
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.33
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.33
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.01
https://www.iso.org/obp/ui#iso:std:iso:5127:ed-2:v1:en:term:3.2.3.01

Risk assessment: “identification, analysis and evaluation of threats that
might alter significance, and the probability of their occurrence.” Source:
BS EN 16893:2018

Storage: “preservation measures for keeping documents under defined
conditions and permitting their retrieval or that of the information contained

in them.” Source: ISO 5127:2017

User: “person who uses infrastructure(s), service(s) and information
resources.” Source: ISO 5127:2017
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Annex 2: List of related legislation

Commissions of Inquiry Act, No. 17 of 1948 (as amended)
Computer Crime Act, No. 24 of 2007

Destruction of Valueless Documents Ordinance, No. 12 of 1894 (as
amended)

Electronic Transactions Act, No. 19 of 2006 (as amended)
Evidence Ordinance, No. 14 of 1895 (as amended)
Evidence (Special Provisions) Act, No. 14 of 1995
Intellectual Property Act, No. 36 of 2003 (as amended)
National Archives Law, No. 48 of 1973 (as amended)
Personal Data Protection Act, No. 9 of 2022 (as amended)
Right to Information Act, No. 12 of 2016

Special Presidential Commissions of Inquiry Law, No. 7 of 1978 (as
amended)
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Annex 3: List of related standards

ISO 15489-1:2016 — Information and documentation — Records
management — Part 1: Concepts and principles, April 2016, International
Organization for Standardization

ISO/TR 19814:2017 — Information and documentation — Collections
management for archives and libraries, International Organization for
Standardization

ISO/TR 19815:2018 — Information and documentation — Management of
the environmental conditions for archive and library collections,
International Organization for Standardization

ISO/TR 19263-1:2017 — Photography — Archiving systems — Part 1: Best
practices for digital image capture of cultural heritage material,
International Organization for Standardization

ISO 30301:2019 — Information and documentation — Management systems
for records — Requirements, February 2019, International Organization for
Standardization

ISO 30302:2022 — Management systems for records — Guidelines for
implementation, May 2022, International Organization for Standardization

ISO 5127:2017 — Information and documentation — Foundation and
vocabulary, International Organization for Standardization

ISO/TR 21946:2018 — Information and documentation — Appraisal for

managing records, November 2018, International Organization for
Standardization
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ISO/TR 18128:2014 — Information and documentation — Risk assessment
for records processes and systems, March 2014, International Organization
for Standardization (note: to be revised and will be replaced by ISO/DIS
18128)

ISO 16175 — Information and Documentation — Principles and functional
requirements for records in electronic office environments, July 2020,
International Organization for Standardization

ISO 20614:2017 — Information and documentation — Data exchange
protocol for interoperability and preservation, November 2017,
International Organization for Standardization

ISO 21110:2019 Information and documentation — Emergency
preparedness and response, August 2019, International Organization for
Standardization

ISO 23081-1:2017 Series — Information and documentation — Records
Management Processes - Metadata for Records, October 2017, International
Organization for Standardization

ISO 24083:2021 — Information and documentation — International
archives statistics, International Organization for Standardization

ISO/IEC 27040:2024 — Information technology — Security techniques —
Storage security, International Organization for Standardization

ISO/TR 13028:2010 — Information and documentation — Implementation
guidelines for digitization of records, December 2010, International
Organization for Standardization

ISO 13008:2022 — Information and documentation — Digital records

conversion and migration process, October 2022, International
Organization for Standardization
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ISO 14721:2012 — Space data and information transfer systems — Open
archival information system (OAIS) — Reference model, September 2012
(to be replaced by ISO/DIS 14721), International Organization for
Standardization

ISO/IEC 27555:2021 — Information security, cybersecurity and privacy
protection — Guidelines on personally identifiable information deletion,
International Organization for Standardization

BS 4971:2017 — Conservation and care of archive library collections, June
30, 2017, British Standards Institution

BS EN 16893:2018 — Conservation of cultural heritage: specifications for
location, construction and modification of buildings or rooms intended for
the storage or use of heritage collections, February 28, 2018, British
Standards Institution

ISAD (G) — General International Standard Archival Description,
International Council on Archives

ISAAR (CPF) — International Standard for Archival Authority Records
(Corporate Bodies, Persons and Families), International Council on
Archives

ISDF — International Standard for Describing Functions, International
Council on Archives

ISDIAH - International Standard for Describing Institutions with Archival
Holdings, International Council on Archives

DCMI — Dublin Core Metadata Initiative, https://www.dublincore.org
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Annex 4: List of codes of ethics, statements of principles, frameworks,
and declarations

Code of ethics, International Council on Archives (ICA), [Adopted by the
General Assembly in its XIIIth session in Beijing (China) on 06.09.1996]

Principles of Access to Archives, COMMITTEE ON BEST PRACTICES
AND STANDARDS WORKING GROUP ON ACCESS, 24.08.2012

Working Group on Access, International Council on Archives (ICA),
Adopted by the AGM on 24.08.2012

Berlin Declaration on Open Access to Knowledge in the Sciences and
Humanities, 22.10.2003

Sendai Framework for Disaster Risk Reduction 2015-2030, United Nations
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