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Sound Archiving Concepts and Terminology

Sound Archiving – Sound archives perform 4 basic tasks: 

· Acquisition (collecting)

· Documentation

· Access

· Preservation

These tasks are applied to all kinds of audiovisual recordings, including audio recordings on all formats and, often, visual-image recordings on videotape and film; they often involve unique, unpublished recordings or out-of-print recordings. 
Collection - 1) An accumulation of audiovisual holdings associated with a single theme, person or group, event, or type of record.  2) A body of recordings, including associated printed or near-print materials, having a common source.  3) In singular or plural form, the total holdings - accessions and deposits - of a repository.

Item - 1) The smallest physical unit of a collection.  2) A musical unit on a recorded medium.

Record - 1) Recorded information regardless of media or characteristics.  2) In cataloging, two or more data fields in a predetermined order and treated as a unit.  3) A thin, flat, grooved disc on which sound has been recorded for playing on a phonograph.

Records - All recorded information, regardless of media or characteristics, made or received and maintained by an organization or institution in pursuance of its legal obligations or in the transaction of its business.    

Archival functions:

Accession - 1) The act and procedures involved in a transfer of legal title and the taking of audiovisual and associated materials into the physical custody of an archival repository.  2) The materials involved in such a transfer of custody.

Deposit - Audiovisual and associated materials placed in the physical custody of a repository without transfer of title.

Appraisal - 1) The process of determining the value of a collection in relation to the mission of the repository and the disposition of the collection based on its informational, research, or administrative value.  2) The monetary evaluation of gifts of audiovisual collections.

Documentation - 1) Primary documentation consists of the audio and/or visual content of a recording; secondary documentation includes all information that identifies, describes, or complements the audio and/or visual event(s).  2) The process of preparing written or online tools to identify, describe, and complement the audio/visual event (i.e., catalogs, inventories, guides, indexes, logsheets, etc.).  

Arrangement - the process and results of organizing audiovisual materials, other print and non-print documentation, and organizational records in accordance with accepted archival principles.  Audiovisual materials are usually organized at the collection, tape (or disc), and item levels; links must be preserved between recordings and associated papers (and other documentation).  The process usually includes labeling and shelving of materials and is intended to achieve physical or administrative control and basic identification of the holdings.

Description - the process of establishing intellectual control over audiovisual holdings by recording information about archival collections in standardized forms. 

Descriptive cataloging - The phase of the cataloging process concerned with the identification and description of library material and the recording of this information in the form of a catalog entry.

Subject cataloging - The assignment of classification numbers and subject headings to the items of an archival collection.

Metadata – Data used to describe other data; structured information about an information resource of any media type or format.

Descriptive metadata – information intended to serve the purpose of discovery, identification, and/or selection of a resource.

Administrative metadata – information intended to facilitate the management of resources; includes rights management metadata, preservation metadata, and technical metadata.

Structural metadata – information that records relationships among components of compound digital objects.  

Preservation - 1) The provision of adequate facilities for the protection, care, and maintenance of audiovisual recordings and associated materials.  2) Specific measures undertaken for their repair, maintenance, restoration, or protection (often referred to as conservation); such measures include the periodic duplication of recordings (to the same format or a superior archival format) to prevent permanent loss through deterioration of the original sound carrier.

