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FOREWORD
Following the recommendations of this document will facilitate the development of an ordered and accessible archive.
This standard is largely based on the Guide to Best Practice produced in the UK by the Archaeological Archives Forum (AAF) (Brown 2011). However, this standard can apply be applied to archives generated in any state or country. of any nationality.
Each material type has a full list of all recommendations even if this means repetition
Stephen Stead (Chair)

Archaeological Sites Working Group

“The usefulness of your an archaeological archive is determined by its completeness, stability and accessibility… All aspects of the archaeological process affect the quality of the resulting archive… Ensuring the security and stability of the archive is a continuous process and a universal responsibility… A project has not been completed until the archive has been transferred successfully and is fully accessible for consultation.” (IfA Standard and Guidance for the creation, compilation, transfer and deposition of archaeological archives, 3: Procedures)

INTRODUCTION
The nature of archaeological archives has changed dramatically since the early 1990s. This has resulted in changing demands on digital and physical access, long-term preservation, standardization of documentation and interoperability for searching across databases and digital publications. A number of excellent national and local standards and detailed guidance on the creation, preparation and deposition of archaeological archives have been produced by large and small organizations. The aim of this standard is to outline the common international requirements.
Intended audience
The standard is aimed at:-

i] practitioners who recover, create, preserve and manage archaeological information
ii] creators of local, regional or national standards who wish to harmonise with international best practice.

Scope
The standard focuses on the information required to preserve, conserve, manage and access the archive.
It does not make recommendations about access points to the data held within the archive.

Where appropriate the standard makes recommendations about the environmental conditions that particular media or materials may need for long term preservation.
Where they exist, local, regional or national standards and legal frameworks may supplement or supplant these best practices. For these please consult local resources.
Purpose of archaeological archives

Archaeological projects generate records that help users comprehend the results. Some projects, like excavations, are destructive processes and therefore the subsequent archive is the only evidence remaining of the archaeology encountered. It is vital, therefore, that the archive facilitates future research, particularly by those with no direct involvement in the original project. 
Definition of an archaeological archive
A distinction is made between the archaeological project archive and the preserved archaeological archive.
An archaeological project archive contains all the documentation and physical items gathered during an archaeological project. Examples of archaeological projects include desk based research, survey,  excavation and analysis of physical items. It can usefully be divided into the Documentary Archive and the Material Archive. 
The Documentary Archive includes, for example, written material, drawings, photographs, video, x-radiographs and remote sensing data sets whether analogue or digital. 
The Material Archive includes, for example, all artefacts, ecofacts, industrial by-products, human remains, sieved material and scientific samples. 
The preserved archaeological archive comprises those elements selected from the archaeological project archive for curation beyond the duration of the project.
Different elements of the preserved archaeological archive, both Documentary and Material, require different long term storage conditions, which will necessitate their separation. One of the primary tasks of archive documentation is to identify the location of the various elements. Subsequent access to the archive as a whole will depend on this documentation.







Pre fieldwork preparation


Before any archaeological project commences it is imperative to establish how the archive will be organized and selected, and where it will be deposited for long-term preservation. Consult with the repository regarding their policies on preservation (digital and physical),,  levels of availability and access to users. Terms and licensing conditions may also need to be considered. Check what national codes of conduct, documentation principles and best practice may need to be followed. 
If external specialists are involved in your project, specify what best practices, standards, terminology and formats should be used to deliver consistent data. (e.g. IfA 2009)

THE ARCHAELOGICAL ARCHIVE STANDARD
The primary organizational principle is that an archaeological archive will be divided into distinct documentary and material components. Not all projects will produce a Material Archive but all will produce a Documentary Archive. 


The archive will be managed in a manner that minimises the risks of damage, deterioration, loss or theft.
The archive will be managed in a manner that optimises access, retrieval and utility.
Ownership, copyright and intellectual property rights to the archive materials should be established at the beginning of the project. Arrangements for the transfer, or licensing, of these rights to the final repository should be agreed at the earliest possible juncture. Elements for which such transfers or licences are not possible should not form part of the archive.
Metadata 

A minimum requirement is a CRM-Core (CIDOC 2010?) compliant metadata record for the preserved archive as a whole. Where possible, CRM-Core compliant records should also be prepared for individual elements or subsets of the archive, particularly digital assets.

Compulsory elements of metadata for the preserved archive are

1. the project identifier 

2. the date that preserved archive compilation was completed

3. the compiler (organisation and/or individual/s) of the preserved archive

This preserved archive metadata will form the basis of the metadata compiled by the receiving repository. 
THE DOCUMENTARY ARCHIVE
The documentary archive usually contains: 

· Narrative textual material, where the meaning is in the narrative (e.g. correspondence, reports, narrative catalogues, specifications, management material, manuals, day books, records and notes)
· Structured textual material where the formatting conveys part of the meaning (e.g. indexes, tables, databases, spreadsheets, tabular catalogues)
· Visual material where the format conveys all the information (e.g. negatives, prints, hand-drawn plans, transparencies, x-radiographs, contact prints, finds drawings, sketches, moving images, models, plaster casts, reconstructions, maps and spatial depictions)
These can be manifested in both physical and digital formats.
1. Narrative textual material
2. General
Ordering: 

Organise materials of the same type and format in a consistent, logical order or sequence (e.g. sequence visual materials on drawing film in numerical order, group digital visual materials in TIFF format in the same directory).

Methodology:

All project records should be produced following a consistent methodology. What is and how is in narrative 
Catalogue:

A catalogue must be created for the whole preserved archaeological archive. A copy of this catalogue should be available in each location that a part of the archive is stored.
Project Identifiers: 
Mark all elements (pages or files) with the project identifier (i.e. site code) and where appropriate the repository accession number.
Documentary Archive Terminology: 
Consistent terminology must be used when documenting both the content type (i.e. visual material, narrative and structured text) and format (e.g. manuscript, PDF) used for each element of the documentation.  

3. Physical
Storage of paper: 

Do not fold documents. 

Store documents flat in acid-free, dust-proof cardboard boxes.

Paper is best stored in darkness, with the temperature fixed between 13° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 45% and 60%.
Archive materials: 
Use suitable packaging materials that will protect the records.

High quality paper or card should be used. Photocopies and recycled paper have a short life-span and therefore should be avoided. Archival paper has neutral or mildly alkaline pH and a longer life-span. 

Archival stable ink and printing processes should be used.
Remove metal fastenings as these may corrode and damage records.
4. Digital
File formats should be non-proprietary, archive-ready, open formats wherever possible. 
5. Structured textual material
General
Ordering: 

Organise materials of the same type and format in a consistent, logical order or sequence (e.g. sequence visual materials on drawing film in numerical order, group digital visual materials in TIFF format in the same directory).

Methodology:

All project records should be produced following a consistent methodology. What is and how is in narrative 

Catalogue:

A catalogue must be created for the whole preserved archaeological archive. A copy of this catalogue should be available in each location that a part of the archive is stored.

Project Identifiers: 
Mark all elements (pages or files) with the project identifier (i.e. site code) and where appropriate the repository accession number.

Documentary Archive Terminology: 
Consistent terminology must be used when documenting both the content type (i.e. visual material, narrative and structured text) and format (e.g. index card, CSV, XML) used for each element of the documentation.  

Standards:
All standards used in the preparation of the archive should be identified in the archive meta-data. Where the standard is not formally published a copy should be included in the narrative textual material element of the archive.
All project records should be produced to a consistent format. 
Recording proforma will vary between organisations and countries but all should include:

· the project identifier

· the record identifier

· the date the record was completed

· the creator of the record

Physical
Storage of paper: 

Do not fold documents. 

Store documents flat in acid-free, dust-proof cardboard boxes.

Paper is best stored in darkness, with the temperature fixed between 13° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 45% and 60%.
Archive materials: 

Use suitable packaging materials that will protect the records.

High quality paper or card should be used for original structured textual materials. Photocopies and recycled paper have a short life-span and therefore should be avoided. Archival paper has neutral or mildly alkaline pH and a longer life-span. 

Do not use metal fastenings as these may corrode and damage records. If they are present remove during preservation archive compilation.
Archival stable ink and printing processes should be used.
6. Digital
7. Visual material
General
Ordering: 

Organise materials of the same type and format in a consistent, logical order or sequence (e.g. sequence visual materials on drawing film in numerical order, group digital visual materials in TIFF format in the same directory).

Methodology:

All project records should be produced following a consistent methodology. What is and how is in narrative 

Catalogue:

A catalogue must be created for the whole preserved archaeological archive. A copy of this catalogue should be available in each location that a part of the archive is stored.

Project Identifiers: 
Mark all elements (folios, pages or files) with the project identifier (i.e. site code) and where appropriate the repository accession number.

Documentary Archive Terminology:
Consistent terminology must be used when documenting both the content type (i.e. visual material, narrative and structured text) and format (e.g. slide, negative, PDF, MP4) used for each element of the documentation.  
Standards:

All standards used in the preparation of the archive should be identified in the archive meta-data. Where the standard is not formally published a copy should be included in the narrative textual material element of the archive.
Physical
Storage of paper: 

Do not fold or roll visual material. 

Store visual material, flat in an acid-free container.

Paper is best stored in darkness, with the temperature fixed between 13° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 45% and 60%.
Archive materials: 

Use suitable packaging materials that will protect the records.

High quality paper, card or film should be used for original visual materials. Photocopies and recycled paper have a short life-span and therefore should be avoided. Archival paper has neutral or mildly alkaline pH and a longer life-span. 

Do not use metal fastenings as these may corrode and damage records. If they are present remove during preservation archive compilation.

Archival stable ink and printing processes should be used.
Photographic material should be housed in acid free polyester jackets and not in PVC based wallets.
Digital
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Storage of paper: 
Do not fold documents. 
Store documents flat in acid-free, dust-proof cardboard boxes.
Paper is best stored in darkness, with the even temperature fixed between 13° and 19° C. 
The ideal relative humidity is a fixed point (constant) between ranges from 45% and 60%.
Digital material

The digital archive consists entirely of digital data that needs to be stored on permanent servers that are regularly backed up to ensure long-term safe keeping. The storage of data on anything else, such as CD/DVD/Blu Ray-ROM discs, data/memory sticks, floppy discs etc. is not recommended as they are not suitable for long-term preservation.

Example file types are databases, excavation archives, geophysical and other survey data, images, GIS files, CAD files, digital aerial photograph interpretations, satellite images, text files, spreadsheets and 3-D data. 

Everything  All files that are ‘born digital’, that is created in a digital format, should be considered for inclusion included in the digital archive. Files created by digitising hard copy originals, such as record sheets entered into a database, should be retained to enhance the interoperability of the archive.
Documentation: The creations of digital archives need to be fully documented. The software, operating systems, types of hardware, dates, personnel, field descriptions and the meaning of any codes used should be recorded. 

Back-up: Regular back-up routines for all digital files should be in place and reviewed and updated where necessary. 

Safety/Virus: Check that all files are free of viruses before archive deposition.

Selection: Carry out a selection process to prevent duplication. There may, for instance, be several versions of the same photograph, perhaps of varying quality, and it will not be necessary to include all of them in the project archive.
Overview: Create a digital archive index to go with the digital archive.

Format: Specify Agree with all parties the format in which the digital material should be submitted in to all parties involved. File formats may be different for secure archiving and for sharing the data with others.
Standard: Specify Agree the preferred file type for specific types of data. 

Rights: Establish a copyright statement at the beginning of each project, specifying how your organisation may future use of the digital material, e.g. for study and/or publication.

Terminology: Data collection should conform to internal or national standards for content and format. Use the same field names and terminology consistently.
File standard: Agree on a standard for your file names. Descriptive ones are best that include content, project identifier and version numbers. Avoid using spaces, commas or full stops in the file name.

 Original format: It is good practice to save digital data in the preferred format of the archive/repository, but also in the original format it was produced in. This increases access to outside users but also works as an additional back-up.

 Storage: If you need to keep data on digital storage media, e.g. floppy disc CD, rather than servers, try to store these in fireproof and, if possible, anti-magnetic facilities. Keep back-up versions at a separate location. 

 Updates: Monitor and test backup and restore procedures regularly. Keep a record of where and how often files are backed up and when they need to be transferred to more modern storage media equipment.
Drawings

Materials: If possible, avoid using normal/standard paper for drawings. Polyester based film is recommended for long-term preservation, or low-acid card or paper.
Identifiers: All drawings should be marked with the project identifier (e.g. site code) and/or museum/organisation accession number. Include drawing number, title, date of drawing and name of person who drew it. 
Where applicable, include a key/explanation to describe colour coding and/or symbols used.
Standard: All drawings should identify the subject, include a scale and, where appropriate, a north sign or other means of location/orientation. 
Back-up: Whenever possible, all original drawings should be included in the archive.

Identifiers: 
Overview: Include an index of all the drawings produced within the project.

Storage: Where possible, store drawings flat, preferably in dark, dust-free containers. Do not use adhesive or tape of any kind. If possible, drawings are best stored  at a constant temperature between in temperatures from 5°C to 10°C. The ideal relative (air) humidity is a fixed point between ranges from 45% to 60%.
Photographs

Identifiers: Mark all photographic prints / slide mounts / negative holders with the project identifier (e.g. site code), find identifier (if appropriate) film / photograph / frame number and/or the museum/organisation accession number.
Photographs: All site record photographs should identify the subject, and include a scale and, where appropriate, a north sign or other means of location/orientation. All finds photographs should include a scale and site / object identifier.
Longevity: Black and white and colour film processed by professional companies have a longer lifespan than commercial, automatic processing techniques.
Transparencies: Transparencies should be duplicated so that one can be safely stored, untouched, while the other copy may be used. It is most efficient to take two identical/original photos at the same time, rather than creating copies at a later date.

Film: Try to process/develop used films as quickly as possible as film deteriorates.

Video: It is advisable to transfer video taped film to DVD as it is a more stable, updatable medium.

Labels: All photographs, or their holders, should be marked with the project identifier, object identifier (if appropriate), film number and frame number. Mark holders or mounts, not the actual negatives or films. I’ve moved this bit up to Identifiers as it seemed rather repetitive in separate sections
Overview: Compile an index of all photographs produced within the project. Include the categories of film used, film number, frame number, title and/or subject, the date the photograph was taken and name of the person who took it.

Media types: Separate the different types of photographic media, as some media have different storage requirements (e.g. negatives, prints, transparencies, x-radiographs).

 Storage: Negatives and x-radiographs are best stored in silversafe-type paper envelopes, but polyester sleeves or hangers are more commonly used.

Storage: Prints are best stored in acid-free paper enclosures or polyester sleeves. Preferably in archival print boxes, if possible.
Recommended storage conditions

Prints - archival boxes or dust-proof cabinets, fixed temperature between 13°C and 10°C, relative humidity fixed between 40% to 60%. 
Negatives, x-radiographs and transparencies - dust-proof containers/boxes.
Colour film – fixed temperature between 5°C to 10°C, relative humidity fixed between 30% to 40%. 
Black and white film – fixed temperature between 15°C -19°C, relative humidity fixed between 30% to 40%.

Please be aware that photographic material may need to be acclimatised between storage and handling if the temperatures vary greatly.

Reports and publications

Overview: Every archive should include a short summary report describing project background, when it was carried out, by whom, the location of the site/area, and the results identified.
Reference material: Copies of all published material relevant to the project should be submitted with the archive.

Access: Check if you need to put in place access restrictions to sensitive material before archive deposition.
Drafts: Draft reports or publications can sometimes be more detailed or relevant than the final versions. Assess whether the draft versions need to be archived as well.
File standard: Adopt file naming protocols and version control for all digital reports and publications.

Illustrations: Ensure all original drawings and photographs used in a report or publication is are included in the archive.

THE FINDS AND ENVIRONMENTAL MATERIAL ARCHIVE 
Policy: Agree at the start of the project what collection, selection and retention policies will be used. In some countries the written consent of the landowner to have any finds (from fieldwork on their land) placed in a local repository must be obtained. In such instances it is advisable to seek landowner consent before the onset of fieldwork and if that is not possible then as soon as possible afterwards, when the quality of the finds assemblage has been established.  
Staff resources: Consider early on what specialists, e.g. conservators, may need to be consulted during the project and notify them of the commencement of the project. 
Standards: Finds/artefacts should be recorded to a consistent format, using agreed terminologies of material and object types.
Identifiers: All retained finds should be clearly marked and labelled with the project and context identifiers. Small-find numbers may also be required, where appropriate. Specimen finds should also be clearly marked.
Contamination: Avoid cross-contamination of finds and contexts when handling and storing material. 
Cleaning: When cleaning finds, use nationally recognised methods. Be careful not to over-clean bulk finds as this can remove too much information, e.g. residue. 

Qualified work: Conservation work and scientific analysis should be carried out by qualified practitioners. 
Labels: Use rot-proof labels to mark items and containers. Use permanent ink on bags and labels.

Packaging: Finds should be packed in suitable material, such as stable, acid-free paper or polythene bags, to ensure risk-free, long-term storage. Bulk finds of stable material, such as animal bone, shell and ceramic/pottery, do not usually require special storage considerations conditions.

Fragile finds: Try to pack fragile finds so that they are visible without having to unwrap or remove them from their containers.

Quantity Recording: Record the origin, general character and size of the collection including deposit identifier (e.g. context number) Identify material and object types, the number of fragments and and where appropriate, try to specify how many items (fragments) there are and how much they weigh. 
Metal objects to be included in the archive should be recorded by x-radiograph, where possible. Exceptions include lead alloys or copper alloys with a high lead content and modern or similar finds, e.g. nails.
Reports: All records and reports (specialist study, conservation and scientific analysis etc.) relating to the finds should be submitted with the archive.

 Now included in 11.
Storage: Finds should be stored separately according to material type, packing and storage requirements. All finds should be stored in the dark, in stable temperature and relative humidity (RH) conditions.

Sensitive finds, such as glass, leather, metalwork, textile, worked bone, and flint, wood, and some environmental material, recovered from scientific sampling, require controlled storage conditions.

Human remains must be treated with respect. They require careful handling according to national standards and legislation, where available. All human remains should be marked and stored separately from the rest of the finds.

Bulk finds - recommended storage conditions are low temperatures (around 15°C) and 35% to 70% RH. 

Metals finds – recommended storage in stable temperatures between 15°C to 24°C, and below 35% RH.
Organic finds (wood, textile, leather, and worked bone) should be dried out before deposition with the archive and stored at 18°C to 22°C and 45% to 55% RH.

Human remains: Excavation of human remains requires a licence and should follow national regulations on handling, analysis, care, storage and possible reburial. 

Check government regulations on matters of reburial.

Human remains should be stored separately and securely, and should only be accessible to authorised staff.

Mark human skeletal remains with site and context/skeleton identifiers in indelible ink.

Store skeletal remains together by identified individual, where possible.

Recommended storage conditions, stable climate between 35% to 70% relative humidity (RD).

Soft tissue remains require specialist advice.

Scientific sampling: A wide range of samples may be taken during the course of an archaeological project. These samples fall under two categories: 
Firstly those taken on site, during fieldwork such as samples of deposits or structures for dating and environmental analysis. 

Secondly those taken during the post excavation phase of a project to enhance understanding of objects and/or environmental conditions.
Policy: Sampling strategies and the requirements of the archive repository must be established before fieldwork commences. 
Staff resources: Consider early on what specialists may need to be consulted during the project.
Standards: The sample recovery process should be documented in a consistent format. It is important to provide an understanding as to how and why the sample was taken and in what conditions.
Documentation: Some samples (e.g. Carbon 14) may be destroyed during analysis, in such instances the keeping of documentation is especially important; all data derived from these samples must be deposited. 
Identifiers: All samples, including finds from dry residues, should be clearly and permanently marked and labelled with a unique identifier along with the project and context identifiers. Samples of structural material (stone, timber, bricks, clay or mortar) should be treated in the same manner as finds (see page 12).
Qualified work: The scientific analysis of samples should be carried out by qualified practitioners.
Packing and Storage: Finds from dry residues should be stored in conditions appropriate for the material type. Animal and plant remains, extracted during floatation, that cannot be dried out must be stored in air-tight containers of 70% IMS ideally in the dark and refrigerated.
Samples: Ideally metallurgical samples should be retained. They should be cleaned, de-greased and packed securely ensuring that surfaces are protected. They should be stored dry.
Storage: Microscope slides should be packed in boxes specifically designed for that purpose.    
RETENTION AND DISCARD SELECTION PRINCIPLES
I generally think it is best to avoid the word discard and focus on the positive action of selection.
Archaeological projects collect and produce some material that may not be worthy of including within the project archive. Examples include duplicate or blurred digital photographs and some finds. Therefore the entire project archive should be subject to a selection process where it is decided what is to be retained. 

The selection process should be aimed at producing a project archive that will allow future users to fully re examine and interpret the site from which the archive material is derived, whilst avoiding duplication and the inclusion of materials not relevant to the understanding of the site.
Whilst developing a selection process it is important to take into account the collecting policy of the museum with which it is intended to deposit the archive. Equally important is the need to ensure that the selection process takes into account local and national research strategies. 

Therefore the responsibility of deciding the selection of what material is to be retained should be developed with fully consultation between the project team and the archive curator. 

Selection criteria and procedures must be fully documented and included within the project archive. (D.H. Brown 2011)
ARCHIVE TRANSFER 

Museums and other archive repositories should have ownership of any archive that is deposited with them and may also have copyright, sole or shared, over the documentary archive. It is important to ensure that this is in line with the current legislation within the country within which you are operating.

SUGGESTED STRUCTURE OF THE DOCUMENTARY ARCHIVE

Introduction: includes Written Scheme of Investigation, Archaeological Brief; Method Statements (as appropriate).
A: Publication Report: includes published and/or grey literature project report (as appropriate).
A: Site Data: Diary/Field notes/Day notes: includes site diaries/note book of daily site work (if appropriate).
B: Site Data: General Summaries: includes site notes relating to trench lay out, on site overviews (if appropriate).
B: Site Data: Primary Context Records: includes levels record sheets, trench record sheets, context checklists, context sheets (as appropriate). 

B: Site Data: Synthesised Context Records: includes matrices and onsite phasing records (as appropriate).
B: Site Data: Survey Reports: includes data relating to non intrusive survey of the site and its environs (as appropriate).
B: Site Data: Catalogue of Drawings: includes plan and section registers.
B: Site Data: Primary Drawings: includes all plans and sections as drawn on site.
B: Site Data: Synthesised Drawings: includes drawings that include interpretative additions such as phasing plans etc (if appropriate).

C: Finds Data: Primary Finds Data: includes all on site records relating to finds such as finds context checklists and small find record sheets.
C: Finds Data: Synthesised Finds Data: includes spot date record sheets and other primary records that include preliminary interpretation.
C: Finds Data: Specialist Reports: Reports and assessments from finds specialists relating to finds recovered from the site (if appropriate).
C: Finds Data: Box & Bag lists: includes compendiums of finds and any box and bag lists (if appropriate).
D: Catalogue of Photos/Slides/Videos/X-Rays: includes registers of all colour and black and white conventional and digital photographs taken on site.
E: Environmental/Ecofact Data: Primary Records: includes all on site recording sheets that relate to the taking of soil and other samples (if appropriate).
E: Environmental/Ecofact Data: Synthesised Records: includes all records relating to the assessment of environmental samples such as radiocarbon data and collation of ecofact remains etc. 
E: Environmental/Ecofact Data: Specialist Reports: Reports and assessments from environmental specialists relating to samples recovered from the site (if appropriate).
F: Documentary: Copies of documentary records consulted during the project for example copies of pipe rolls, antiquarian observations/drawings etc (if appropriate).
F: Press & Publicity: Copies of pre interest in the project in the form of newspaper clippings, audio/video files (if appropriate).
G: Correspondence: Can include letter/email correspondence with external specialists. 
H: Miscellaneous: Any relevant data that doesn’t fit into the categories listed above.
ENGLISH GLOSSARY (of basic terms)
Accessibility
The degree to which a product, 
device, service, or environment is available to as many people as possible.
Accession number

A unique code supplied by museums to allow them 



to identify an archive within their collection. 

Bulk finds
Bulk finds are generally those finds found in some quantity, such as building material, pottery and animal bone, which require no specific                           recording or storage conditions.  though for most categories there are exceptions see Small Finds). 

Curation
The collection and maintenance of, and provision of access to, all elements of the recovered archaeological record in perpetuity.  selection, preservation, maintenance, collection and archiving of documental/physical items and digital assets. 

Data sets


The digital objects within a data collection (ie the 



archive).

Deposition / transfer
The act of placing an archive within the care of a 



suitable repository for its long term curation.

Find(s)
(Archaeological)  An artefact/object recovered during archaeological work.

Interoperability

The ability of different types of computers and 




applications to work in unison without prior 




communication. 

Inventory
A formal list. From an archival point of view this could be, for instance, either a list of archaeological finds/samples or the entire contents of an archive.

LIDAR survey
Light Detection And Ranging, also called LADAR. An optical remote sensing technology that can measure the distance to a target by using light, usually pulses from a laser. Why is this relevant, it is not mentioned anywhere else?
Primary archive

Derived from the work done during the fieldwork 



phase which will comprise of all the primary data 



records created on site.

Pro forma


A standard document or form.

Repository


A location for the long term storage, curation and 



accessibility of an archive.

Research archive

Derived from the work done during the analysis 



phase the research archive will comprise: 




stratigraphical/structural, artefact, environmental



and other catalogues and all other records as well 



as details of the methods and selection strategies 



used. 
Small Finds
Small finds are individual finds that are recorded differently to bulk finds. They are also known as registered finds or special-finds. Examples are: metal work, worked materials, textiles and glass. Such finds usually require storage in controlled conditions.
Archival Stability
This is the ability of storage material to survive long term storage with as little deterioration as possible.
Photographic 
Transparency

Also known as reversal film or slide film, is a type 



of photographic film that produces a positive 




image on a transparent base. The processed film 



produces transparencies or diapositives that can 



be projected onto a screen using a slide projector.
X-radiography
An imaging technique used to study the structure and composition of objects or materials. The image is recorded as darker or lighter tones according to the intensity of X-rays that pass through the different parts of the sample material.
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Examples of an archaeological project are desk-based assessment, environmental impact assessment, architectural survey, watching brief, evaluation, excavation, field walking survey, geophysical survey, environmental sampling, aerial reconnaissance, lidar survey, measured survey, rectified photographic survey.
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