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SYLLABUS

Objectives

 To understand the nature of archival documents, as recorded information, and the institutions 
responsible for preserving them.

 To understand the principles of archival science
 To Explore methods of retrieving information from archival records, bearing in mind their organization 

and preservation
 To examine the impact of digital technology on archival management and outreach initiatives

Outcome

This course is mainly targeted to Post Graduate students in order to attain the knowledge about the 

Archival sources, which will help them for their advance research in M.Phil and Ph.D. The unexplored 

primary sources dumped in the different archives across the world will help the scholars to interpret 

the historical facts and add the new facts to existing historical knowledge.

MODULE I: INTRODUCTION TO ARCHIVES: Definition of Archives and its meaning – General introduction to 

Archives – Document,Record and Archives – Characteristics of Archives – Value of Archives – Archives,Library 

and Museum- National Archives of India – Tamil Nadu State Archives – Kerala State Archives.                     (6 hrs)

MODULE-II: RECORDS MANAGEMENT:Introduction to Record management – Types of Records Filing System 

– Creation,Closing and Recording of Files – Classification – Retention Schedule – Reviewing of files and 

Appraisal of File.                                                                               (5 hrs)

MODULE-III: CONSERVATION: Introduction to conservation – Archival Conservation – Principles of 

conservation – Restorative techniques – Fumigation- Pagination – Flattening and Crease Removal of Documents 

– Removal of Stains – De-acidification – Tissue Repair – Lamination – Full pasting – Binding – Other Repairs. 

                                                                                                                                                                                                         (6 hrs)

MODULE-IV: ARCHIVES IN THE DIGITAL AGE:Documentation-Moving image Archiving and preservation 

sound archives-microfilm-microfiche-oral history archives- the management of primary sources in the digital 

age-online archives-web archiving.                                                                                                                                (5 hrs)

PRACTICAL:Visit to Regional Archives of Cochin.                                       (8 hrs)
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