Part A    Organisation Responsible for the Inventory

1.1 Name of organization

1.2 Acronym or Abbreviated Name or Organisation

1.3 Name of Organisation’s Director

1.4 Please indicate the type of organization: National Government (Federal), Other Government (Local, Regional, Provincial), Museum, Academic, Commercial, Other (please specify)

1.5 Mandate – Is your institution responsible for: recording sites, fieldwork/survey, policy development, managing archaeological archives, managing archaeological collections other (please specify)

1.6 a) please give the name of the person with whom we should maintain contact

b) please give their position or title within the organization

c) address

d) Town or city

e) Region, County, Province or State

f) Postal Code

g) Country

h) Telephone number

i) Alternate telephone number

j) Fax number

k) Full e-mail address

1.7a        Is your inventory the national inventory Y/N

1.7b       If no, do you contribute to a national inventory?

1.7c        Please give the contact information for this national inventory so that we may contact them as well.  There is a proforma on the reverse of this sheet.

1.8a        Do you subscribe to a date network?  Y/N

1.8b       If Yes, please specify which network(s) you subscribe to (eg Bitnet)

1.9a        Signature

1.9b       Please print your name clearly

1.9c        Date completed.

PART B                  DETAILS OF INDIVIDUAL INVENTORY

If your organization is responsible for more than one inventory, please complete one copy of Part B for each inventory.

2.1          Title or Name of Inventory

2.2          Short Title

2.3          Language(s)

2.4          Present state of inventory (please tick only the box which best describes the state of the inventory)

                Planned/Operational/Completed

2.5          Short description of purpose or mandate of the inventory

2.6a        Year in which work commenced

2.6b       If completed please give year work ceased

2.7a        Number of records currently computerized

2.7b       Number of manual records

2.7c        Estimated annual growth

2.8          Indicate geographic area covered by the inventory (regional names or country name)

2.9          Indicate if you include these subjects in your inventory (please tick all that apply)

                Agriculture/subsistence

                Civil

Commemorative

Commercial

Defence

Domestic

Garden and parks

Industrial

Maritime sites on land

Maritime (underwater)

Religious/ritual

Funerary

Transport

Water and drainage

Isolated finds

All of the above

Other types of site (please specify)

Movable objects

Excavations

Bibliography

Conservation/Restoration activities

Other subjects (please specify)

2.10        Indicate the types of selection criteria you use when selecting sites for inclusion in the inventory (please tick all that apply)

                Any site reported

Professional verification

                Typology

                Significance

                Cultural period

                Physical condition

                Other selection criteria (please specify)

2.11        Cut off date for inclusion in inventory (eg nothing entered which is more recent than 1950)

2.12        Do you limit the content of the inventory to specific culture(s) or period(s).  If so please specify.

2.13        Do you retain records for sites that have been destroyed?  Y/N

2.14a     Do you use a site recording form?

2.14b     If yes, how long has it been in use (in years)

2.15        Which of the following fields are included in your site inventory?  (Please tick all that apply)

                Site Name

                Unique site identifier

                Cross referencing to other site records

                Administrative location

                Geographical location

                Site category (a broad functional category to which the site belongs)

                Site type (a narrower classification within site category)

                Cultural period

                Precise dates (eg radiocarbon or inscription dates)

Organisations associated with the site

People associated with the site

Events that have occurred at the site (eg excavations, surveys, historical)

Documentation and other archives concerning the site

Physical condition of the site

Location of collections

Date record created

Legal or physical protection

Location of site archives

Date record last updated

2.16        Please list any other broad types of information which you consider to be essential (ie are filled in for every record)

2.17        Which of the following do you store? (Please tick all that apply)

                Air photographs

                Photographs

                Unpublished reports

Field notes (including excavation and survey records)

Site record forms

                                Topographical maps

                                Published material

                                Correspondence concerning the site

                                Site maps and plans

                2.18        What source of information do you use as an aid to compilation (please tick all that apply)

                                Oral

                                Map, plans etc

                                Scientific literature

                                Other

                                Manual inventories

                                Other databases

                                Site archives (eg field notes)

                                Historical references

                                Air photographs

                2.19        Indicate the type of methods used to generate records (please tick all that apply)

                                Professional field observation

                                Documentation research

                                Amateur field observation

                                Other (please specify)

                                PART C – TERMINOLOGY

                                Please complete one copy of Part C for each glossary, thesaurus or documentation standard in use by your organization.

                3.1          Which type of reference is this? (Please tick only one box)

                                

                                Glossary (list of acceptable terms)

                                Thesaurus (the relationship between terms)

                                Documentation Standard (data dictionaries, recording manuals etc)

                3.2          Please provide the following bibliographical information

                                Title

                                Author(s)

                                Language(s)

                                Year Published

                                Publisher

                                Place of publishing

                                ISBN (if any)

                3.3          Indicate in what format (s) it is available (please tick all that apply)

                                

                                Print edition

                                Internal document

                                Electronic edition (please specify format)

                                Other (please specify)

                3.4          Indicate how it is used? (Please tick the box that best indicates the manner in which it is used)

                

                                Reference

                                On-line validation

                                If you have completed more than one Part B, please indicate which inventories the above is used with.

