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Survey data handling: This survey does not include questions which relate to personal data. The data returned will not be made publicly available except in aggregate form which does not identify organisations by name. However, individual survey results may be shared internally among staff members and project partners at the Archives and Records Council Wales, in particular where potential interest in depositing records with an external archive service in future is expressed.
Section 1: Questions:
For any questions where options are provided, please check [x] the applicable boxes.
1.	Name of organisation:   

2.	Are your organisational records which are not used for current business purposes, such as those listed in Section 2 below, maintained in an in-house archive or with an external archive service?
In-house archive					☐
External archive service	(e.g. local authority repository)	☐       
Neither							☐
If applicable, please specify the external archive service below:

3.	If not stored in an in-house archive or external archive service, where are your records stored which are not used for current business purposes? 
On-site in a specified location		☐                                               
On-site in non-specified location(s)	☐		                                                        
Off-site   				☐

4.	Do you employ a records manager or archivist, or is a specific or nominated individual responsible for records management and the long-term preservation of your records? 
Please select all applicable:
Archivist(s) 				☐                         	        
Records Manager(s)			☐	  
Other nominated individual(s)		☐
None of the above			☐
5.	Do you hold records in both paper-based and digital formats?                                         
Yes: both				☐
No: Paper-based records only		☐
No: Digital records only			☐
6.	Do you hold any audio-visual materials (e.g. sound recordings, films or videos)? 
 		Yes			☐
		No			☐
If ‘Yes’ please specify the types of audio-visual material:

 7.	In future, would you prefer to keep your records in-house or would you consider transferring historical records to an external archive repository (e.g. your local authority repository)?
	Prefer to keep in-house							☐	
	Would consider transfer to an external repository			☐
	Not applicable as historical records already transferred			☐

8. 	If there is no specific individual with responsibility for preservation of your records such as an archivist or records manager, would you be interested in receiving published guidance on long-term records preservation?   
		Yes			☐
		No			☐
9.	If you answered ‘Yes’ to question 8, are there any specific issues regarding the preservation of your historical records on which you would like to receive advice? 
General introduction to archives 	☐		Mould management	☐
Basic preservation 			☐		Pest control		☐
Storage furniture and shelving		☐		Disaster planning	☐
Digital preservation 			☐
Others (please specify): 
		
10.	If possible, please could you complete the form in Section 2 below to indicate the types of records that you hold? 



Section 2: Types of records you may hold:
Records relating to governance:
· Constitution							☐
· Certificates of incorporation						☐	
· Rules/Memorandum and Articles of Association			☐
· Annual reports							☐
· AGM Minutes/papers						☐
· Board minutes							☐
· Summary membership records					☐
Financial records:
· Annual accounts and returns					☐
· Budgetary policies/planning						☐
· Ledgers								☐
Legal/premises:
· Contracts/agreements						☐
· Patents								☐
· Deeds								☐
Staff:
· Personnel files							☐
Publicity and other resources:
· Photographs/publicity materials					☐
· Scrap books/albums						☐
· Newsletters								☐
· Online publications							☐
· Press releases							☐
· Records of events and anniversaries	(e.g. invitations, photographs)	☐
Charity records (if applicable):
· Trust deeds								☐
· Charity Commission records (e.g. for a scheme)			☐
· Fundraising appeals, including accounts and publicity materials	☐
· Personal papers from founders, activists, donors or volunteers	☐

Any other types of record (please specify):
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