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RISK ASSESSMENT SHEET EXAMPLE

Potential Risks:
RISK PROBABILITY | IMPACT TOTAL CATEGORY OF PREVENTATIVE
(event and High-Low (5-1) | High-Low | (Number) | RISK ACTIONS
consequence) (5-1) (High 10-9, Med

7-4, Low 3-1)
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COLLECTION PRIORITY LIST WORKSHEET
Make a list of priority records and/or collections that your archives holds.

Think about your high value, irreplaceable and fragile materials, as well as any assets that
may be found throughout your archives building.

Collection/Object/Asset | Location Material Type
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INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT u
30 July - 1 August 2024 | Borobudur - Magelang, Indonesia

NSUAaUINs
The Fine Arts Department

Heritag
Agency

'k pconesie | INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT

30 July - 1 August 2024 | Borobudur - Magelang, Indonesia

Thai Delegation

e Pattarapong Kaongern,
Director of Office of Historic City of Ayutthaya

¢ Chayada Suwaratchupan,
Archaeologist (Professional Level)

o Natta Klahan,
Archivist (Professional Level), Office of National Archives

¢ Pawida Somwong,
Archivist (Professional Level), Office of National Archives

¢ Treechada Sansrichai,
Computer Specialist (Professional Level),
Cultural Heritage Information Technology Centre
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Agencies within FAD with linked responsibilities
to Ayutthaya’s records and archives
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Agencies within FAD with linked responsibilities
to Ayutthaya’s records and archives

7. lcogi?e'gml Cultural Heritage
Information Technology

Phra Nakorn Cintre

Si Ayutthaya ‘

D;ssemmats / Publicize
Temporarily Store as
Store Archives

jonal Archive

: ||Office of National
_ Archives

oLy
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Historic City of Ayutthaya World Heritage Site

‘%\1\1 i 3 = '- BN E Thailand

; e Date of Inscription: 1991
Criteria: (jii)

Property : 289 ha
Dossier: 576

Al

Ayutthaya Province
N14 20 52.008 E100 33 38.016

(iii) to bear a unigue or at least
exceptional testimony to a
cultural traditionorto a
civilization which is living or
which has disappeared,

Historic City of Ayutthaya e ;

Founded ¢. 1350, Ayutthaya became the second Siamese capital after Sukhothai. It was
destroyed by the Burmese in the 18th century. Its remains, characterized by the prang
(reliquary towers) and gigantic monasteries, give an idea of its past splendour.

Heritage
Agency | 30 July - 1 August 2024 | Borobudur - Magelang Indonssia

unesco
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History of Conservation
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History of Conservation

e Ongoing concerns in State of Conservation

e The national-level project, therefore, aims to make use of record
management to for flood risk prevention and management plan
enhancement.

Historic City of Ayutthaya (2019)

States
Parties:

Year:
Document
Source:
Threats*.

Other

Threats:

= Thailand
2019

WHCN9/43.COM/7B

Flooding Management activities

Deterioration due to time

Management systems/ management plan

Summary of the
latest SOC
report to World
Heritage
Committee in
2019.

hllglgyiyvhg‘ unesco,
ora/en/list/576/indic
ators/
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Archives related to Ayutthaya WHS

¢ |n Thai context, documents still in use for
conservation purpose at the site and stored
[temporarily] at Office of Historic City of Ayutthaya are
not yet called ‘archives’ but are called ‘records’.

¢ Nonetheless, there is a clear need to enhance record
management practices at the site level to benefit
the latter stages when the documents become
archives of national importance.

[
Rl

B o fyiiree | INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT
unesco . Ay J 30 July - 1 August 2024 | Borobudur - Magelang, Indonasia

Archives related to Ayutthaya WHS

» Types of materials/records:

wo
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|« User: Archaeologist, Researcher, Student and Archaeological site manager.
* Used for: Conservation and archaeological projects and academics researching.
« Management: Kept on shelves with Excel and hand-written list. Digitized.

= User: Architect, Engineer, Art technician and Archeologist

ArChite.Ctural + Used for: Conservation projects and academics researching.
Drawings + Management: Kept in separate box on shelves or drawer with site label and Excel
list. Digitized.

» User: Archaeologist, Architect, Art technician, Researcher, Student

Pictures « Used for: Conservation and archaeological projects and academics researching.

* Management: Kept in album with site label.

: » User: None
Negative and it e e
Slide Eilms * Used for: Kept as a evidences only.

+ Management: Kept in card box with site label on fims.

:‘:‘.T{;:“ ; INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT
Agwney | 30 July - 1 August 2024 | Borobudur - Magelang. Indonssia

unesco

Record management and conservation:
Current practice at National Archives

+ FAD National Archives has operational manuals on gt faan 05
management and conservation of diverse types of
archives and records. These manuals are in
accordance with international standards such as
ISAD(G), 1ISO15489-1 (particularly on Metadata) and
ISO15489-2.

» Manuals also extend to file naming and indexing ®
standard held by National Archives.
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Examples of watermarking
by National Archives

" | INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT n
‘ 30 July - 1 August 2024 | Borobudur - Magelang, Indonesia

Digitization and dissemination by

Cultural Heritage Information Technology Centre
Digitization standards of National Archives of Thailand
Document types Digitized/scanned formats and resolutions

TIFF, no less than 600 dpi

JPEG, no less than 300 dpi

PDF, no less than 150 dpi

PDFJ/A, no less than 200 dpi

TIFF, no less than 800 dpi

JPEG, no less than 300 dpi

TIFF, per original and no less than 4,800 dpiand

3,200 dpi

JPEG, no less than 300 dpi

MPEG-II

H264

MPEG-IV

WAV, no less than 44.1kHz / 16 Bit

MP3, no less than 196 kbps

TIFF, no less than 400 dpi

JPEG, no less than 200 dpi

‘Written records
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Digitization and dissemination by
Cultural Heritage Information Technology Centre

sy el
R emmArchives search system
L A i S 1R UAULIDNANTAANNN DR

archives.nat.go.th

Provides searching services
for archives, historical images,
s ‘written images, photographs

. ~ of important events and royal
ceremonies. Public users can

register and request access
via FAD'’s website.

INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT
unesco £ 30 July - 1 August 2024 | Borobudur - Magelang, Indonasia

» User: Archaeologist, Researcher, Student and Archaeological site manager.
» Used for: Conservation and archaeological projects and academics researching.
» Management: Kept on shelves with Excel and hand-written list. Digitized.

= User: Architect, Engineer, Art technician and Archeologist

Architectural » Used for: Conservation projects and academics researching.
Drawings * Management: Kept in separate box on shelves or drawer with site label and Excel
list. Digitized.

« User: Archaeologist, Architect, Art technician, Researcher, Student

Pictures « Used for: Conservation and archaeological projects and academics researching.

+ Management: Kept in album with site label.

« User: None
+ Used for: Kept as a evidences only.
* Management: Kept in card box with site label on fims.

Negative and
Slide Films
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Digitization and dissemination by
Cultural Heritage Information Technology Centre

Database system for
cultural heritage conservation
sruuANYdananIsausny

uvadusandaillmiusssu

conserv.finearts.go.th

The digital database for the
purpose of heritage conservation,
containing archaeological reports,
conservation/restoration plans, etc.
This database is only accessible
by FAD officials and refers to

digitization standards of National
Archives.

E=l fiderein | INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT n
UN@sco ' ApcRY [ 30 July - 1 August 2024 | Borobudur - Magelang. Indonesia

e
o

» Both archives search system and database system for cultural heritage
conservation are stored and processed on Cloud Computing of FAD.

* This allows FAD to designated access rights to different types of information
and enhance service provision via online modality.

* There is a Disaster Recovery (DR) site as back-up system, to enable recovery
of damaged or lost data.

DR Site

Backup data E
e emm————

system archives system conserv
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Limitations in storing records at WHS

« Limited choices of storage room in Historic Park Office

+ Shortage of storage shelves and storing
equipment/materials

* Incoherent filing system between different working
units of the Historic City of Ayutthaya Office, and not in
line with National Archives’ guideline
- Need for operational alignment

Shortage of manpower to maintain the storage system

| INTRODUCTION TO WORLD HERITAGE SITE ARCHIVE MANAGEMENT n

l 30 July - 1 August 2024 | Borobudur - Magelang, Indonasia

[
[ e

Proposed actions/solutions (Aug-Nov 2024)

« Digital / record management

1. National Archives and Historic Park work together on file survey and
re-categorization.

2. National Archives leads the redesigning of File Plan, in line with FAD
national standard (grouping, file naming systematization to enable
index numbering and accurate document counting).

3. File co-naming between National Archives, Historic Park and
Cultural Heritage Information Technology Centre - Add as a new
Field in diverse record-keeping Excel/Access currently used by
different Historic Park staff.

4.  Select additional materials that need scanning/digitization.
* Physical / storage management

1. Historic Park Office allocates a storage room and refurbish it with
proper conservation guidance from National Archives.

2. Select documents to keep and to dispose. Put the selected ones in
the new storage room.

od
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. T 2 3 A unigue number within for
Record Series Description Series No: the series

Lte the fitle that was in use when the records weme active,

If the title does not survive the archivizt needs o construct a
Series Title: title based on the funcifen; format and purpoze of the series.
E.g. ‘Files Relating to Reconstruction’

Reports from SPAFA Sub-Centre for Preservation and
Restoration of Ancient Monuments (Indonesia)

Date Range (Series): St:'.-_ll'l‘: The date that the End: The date thar the series
series commenced ceased
1979 1581
Quantity/volume Number af items?
22 (from 24)
[l Architectural L] General oversized
drawings
L Art originals ! Digital records
L1 Artifacts 1 Film (negative, slide,
microfilm, etc.)
What are the types of L1 Audio/Visual LI Glass
records/materials? smatertal
LI Biological LI Photographs
Specimens
| Botanieal = Other:
specimens

Notes: A4 sized bound paper reports

Brigf dezcription ¢ g chronological, alphabetical, indexed
Nonexistence [mixed by sizes)
Based on numbered labels on covers

System of arrangement:

Series Description (Scope and Content)

The following may be mcluded in the description [frelevant:

The content of the series (dezcribe what iyformation the records containl

Whar do the record: document?

Whar where they created?

FWhat created them?

How do the reconds relate to the conservation or management af the cultural heritage?

Identify any known parizs gf the series that kave been destroyed or kept elzewhere . Provide advice on uzing the
series.

The proceedings were composed and compiled by various authors from various nationalities.
They were published by Indonesian SPAFA Sub-Centre for Preservation and Restoration of
Ancient Monuments. They concern & (or 7] training courses organized at the Sub-Centre

between 1979 and 1981,

Series creater: Who created the documents/records? SPAFA Sub-Centre for Preservation

Files/items in this series:
File/item | Item Title. Start date End date
No.

not found in the box




b

2 Conservation Methods of a Jan 1981
Monument Being Restored
3 Deterioration of Monuments | Jan 1981
4 Determination of Mechanical | non
Damage
5 Monument Visited & Oct 1980 19 Oct 1980
] Proceedings 6 Oct 1980 19 Oct 1980
7 Recommendations 6 Oct 1980 19 Oct 1980
8 List of Participants & Oct 1980 19 Oct 1980
9 Final report - Meeting to 18 Jul 1979 20 Jul 1979
Evaluate SPAFA Training
Courses 1978/1979
10 Final Report Workshop on 6 Oct 1980 19 Oct 1980
Techniques of Restoration of
Monuments
11 not found in the box
12 Report Courses 1 T2b,1 T3C 1 Now 1980 30 Apr1981
13 Report Courses 1 T3a-b 14 Jan 1980 13 Jul 1380
14 Report Courses 1 Tla, 2a, 4a Dec 1978 Sep 1979
15 Papers Course I T4b Jam 1981
16 Papers Coursel T3c 18 Apr 1981
17 Papers Course I T2b Apr 1981
18 Papers Coursel T2a 1979
19 Report Course I Tla 1579
20 Report Course I T3a-b 1580
21 Report Course | T3a-b 1980
22 Report Course I T3a-b 1980
(Survey)
23 Report Coursze I Tla 1979
24 Special Report on the 1980
Restoration of Chandi
Borobudur
Acocess status: Iaenrify wherher the saries is avatlabie for access and any period for wiich the series is
closed for public access
Within office

Finding aides: It any of vour swn or external publications thar assist with the wnderstanding or
the use of e series

{Linked to inventory) QR code sticker at the back

Location: Where rhe series It heid 7
In a box (no number)

Accessioning History: Frovide desails about the source of the records.

Was it rangferred immediately from the crearing agency , another cuslodinl agency, or sforage facility?
Indicate the name of the donor jf ourside your organizafion, and fie date received into the archives and
preassioned

SPAFA Sub-Centre (dissolved)

Conservation and Preservation:




b

Note ary issues relating to conservation and preservation. Note whether the collection appears
stable ar if it requires immediate attention.

Notes: Click here to enter text,

[ Mold

=] Tape

] Recent pest damage

| Thermofax paper

=] Excessive dirt / dust

= Damaged binding(s)

=] Brittle paper

| Newspapers

] Metal fasteners

_| Water damage

"1 Deteriorating film base
{nitrate or other)

*< Other: Damaged by light

Prepared by:

Enter the nome of the person who registered

the sevies
: Thai team

Date:

31 Jul 2024

Status:

Draft
Final

Archivist note:
Notes: So difficult!

Amendment date:

Enter the dxne of the mest recent amendmant
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Workshop:
Introduction to World Heritage Site Archive Management

30 July - 1 August 2024

THAILAND

1. Issues/challenges of your World Heritage Archive
« Please refer to the challenges and opportunities identified in day 2.

Issue/ Challenges Strengths/ Opportunities

1. Organizational structure for decision-making power and 1. National Archives can ensure high quality and completeness of
technological facilities for conservation and storage is centralized archival description of existing records.
only in Bangkok capital city. 2. Most existing records have been digitized by the central National
2. National standard and guideline on record management and Archives, especially photographs, slides, maps and reports.
cataloguing have not yet been implemented at site level. 3. FAD Technology Centre has Cloud server that is regularly updated
3. FAD staff at site level are not well trained to use digital since 2013.
databases developed by FAD's Technology Centre, including GIS |4 FaD is very open for international supports and initiatives like those
database. from UNESCO.
4. mited choices ge.roomin Historic Rarl L 5. National Archives has manuals and guidelines that refer directly to
5. ICA standard on management and retention, which are ready to be
6. disseminated to Historic Parks and FAD regional offices.
7 6. FAD has GIS database of monuments nationwide. For staff, it has
¥ function to keep internal works and important files.
;
8.
Themes of issues and challenges
9. Overall ma_nagement i
0. LI

Equipment and materials E ) |

S S W —

Human resources J




ne)

2. World Heritage Archives Action Plan: What should be done to address these challenges?

What issues/challenges are you addressing? Responsible partiesipeople sn mfﬂ“ Timelrame

Historic Park Direclor organizes a meeling that aims + Historc Park . i
1o (1) list out records that all staff have scattering, 2 + Suphanburi National * Volunteers (6 months)
u)mnuhﬂurnmmeyemrdiwemomﬁ)hish Archives = Survey forms
aFile Plan co-designed with National Archives. + Technology Centra for staff
Historic Park and Suphanburi Nabonal Archives 1. + Historic Park « Staff time Immediate
analyze and select what to keep and not. This will 2 e + Suphanburi National (6 months)
produce (1) Recerd Policy, and (2) Retention Archives
Scheduling. 3, + Natonal Archives Offica

4. + Disaster Information and

Management Centre of

5. Ayuthaya
Enhance and enforce clear Disaster Mitigationand 1. = Staff time Immediate
Recovery Plan in the Record Policy. + Firstaid and (6 months)

disposal toois
T

Historic Park refurbishes a record storage room for 1. » Historic Park = Staff ime Immediate
long-term use in storing records before archives, 2 B « National Archives Office = UNESCO (6 months)
with consultation on things to buy from Naticnal 3. » Consarvation group of budget
Aschives. 3 National Museums Office
Historic Park and Technology Centre adds fields 1. Organizational structure for decision-making power and technoiogical + Historic Park « Staff time Medium
customized for Ayutthaya to prepare for digitization facilities for conservation and storage is centralized only in Bangkok - Technology Cenlre (12-24 months)
of selecled records. capital city.

2. FAD stalf at site level are not well trained o use digital databases

developed by FAD's Technology Centre, GIS
Enforce retention scheduling and send timely 1. Ehodags of slorags shelves and SU01ing equipment + Historic Park + Staff time Longer
records lo be stored and conserved at National 2. + Suphanburi National » Logistics {24+ months)
Archives. Archives budget
+ Natinal Archives Office  + Retention loois
3. Select an activity to be implemented during the project pilot phase in Aug-Nov 2024.

Action Items Responsible parties Responsible Officer R?E:g:::s Timeframe How to do it?
Historic Park Director + Historic Park » Phattarapong K. (DIR) * Stafiime 26 Aug « Organize a whole-day
organizes a staff meeting - Suphanburi National ~ » Chayada S. (project manager) * Volunteers 2024 staff meeting
that zlgl;?{ (1") htSt f?;fa Archives » Pitsamai Rapeepatchai (file planner) + Survey
records all stait have + Technology Centre + Natta Klahan (accession) forms for =
scattering, (2) compile + Napawan Srijantararit (archivist expert) staff i 2o Bes o i
them into one record 4 4 S 2024 make inventory
inventory; (3) finish a File T'eec't 1ada (revise digital cataloguing « compile physical files
Plan co-designed with system) + File Plan designing
National Archives.

Historic Park and + Historic Park + Phattarapong K. (DIR) + Stafiime  Sep-Oct * Analyze and select
i:lg‘hwanbun National « Suphanburi National  « Chayada S. (project manager) 2024 ?rowmen?s to keep and

ives analyze and Archives - Pitsamai Rapespatchai (file planner) igitize :
selectwhattokeepand . National Archives + Sarayut Thammachote (retention) (decision-making)
not. This will produce (1) Office i Skt Gt e + Finalize retention
Record Policy, and (2) + Disaster Information schedule
Retention Scheduling. T MRt

Centre of Ayutthaya

Historic Park refurbishes -+ Historic Park * Phattarapong K. (DIR) + Stafiime  Oct-Nov + Survey and design
arecord storage room « National Archives + Chayada S. (project manager) * UNESCO 2024 room
for long-term use in storing Office « Pawida S. (procurement) budget + Procure fumiture
records before archives, . Conservation group  « Pitsamai Rapeepatchai (file planner) « Refurbish
;:ﬂh mf‘;ﬁu":"’%ﬂm'"gs of National Museums . Sopit Panyakhan (conservation focus) * Record installation
e Office » Napawan Srijantararit (archivist expert)

« Sutthipob Chatarapakachee (Survey and
design)
+ Akkaradet Tharincharoen (shopdrawing)
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