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Abstract

A Study on the Device of ‘Archival Refiling’
Zoh, Young-sam

The issue of how to manage the existing records at an archives
is very important from the aspects of principle and practicality in
record management since it is deeply related with the system of
managing new records. Although there are a few studies on filing
and criteria on organizing records, they do not often help in the
actual site of record and archives management. Therefore, we need
to raise the issues that could develop in actual sites and find the
ways of resolving these issues, other than the general criteria
proposed. Refiling is a very important task for recovering the
original order and needs to be a task that should be done according
to the overall system and process of record management at an
archives. Furthermore, it is very important to objectify and regulate
the contents and methods of the task of refiling through the refiling
criteria with the content of criteria being specificc From the
arguments presented until now, we could tell that refiling falls in
the area of record management at an archive directly related with
the department of reproducing records at public organizations.
Moreover, the role of archivists related with the task of refiling is
critical. Especially, distinguishing job according to chief object is
a critical issue in the status and role of archivists at record and
archives institutions. This process is important not only at the level
of simple job makeup but also in record management. Archivists

should be responsible for preparing refiling criteria, reviewing of
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problems developed in job process, classifying records for refiling,
reviewing and refiling of catalogs and key words, selecting

equipment and tools, and establishing various forms.
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