CANB-NB PROVINCIAL GRANT PROGRAM: 

GUIDELINES FOR APPLICANTS 

2010-2011. 

Please read the following information carefully. 

Eligibility is limited to members in good standing. Applications must show how funding will preserve and/or make archival material more accessible, enable the archives to better deliver services, or contribute to an institution’s overall development. Applicants must explain how the proposed project or activity fits the mandate and long term plans of their institution. The application should clearly explain how the project will be structured and managed. 

Adjudication is based on: archival standards and practices, the impact of the project on the applying institution, the appropriate timing and relationship of the project in light of the institution’s and the Council’s priorities, and the relevance of the project to the applicant’s current or future operation.

Accountability is required of all grant recipients. A final report must be completed at project end, or by April 29, 2011. Receipts for equipment purchases will be required.  A copy or sample of a product created by the project will be required as applicable.

Institutional Contribution: A 50% cost share or in-kind contribution is required for equipment purchases. While we encourage cost sharing or in-kind contributions for all grant applications, this may be waived when an institution can provide a satisfactory explanation as to why this is not possible. 

Funds Available: Institutions may be awarded up to $5000 per application.* 

Activities Eligible for Consideration 

Equipment Purchase 

Including but not limited to: 

Purchase of shelving, scanners, PCs, hygrothermagraphs, microfilm readers or other equipment required for preservation or improving access to archival material. 

All equipment purchases related to preservation must be done in consultation with the Council’s Preservation Advisory Service. Applications to purchase equipment require a 50% cost share contribution from the institution making the application (this could include partner or agency contributions). 

Arrangement and Description 
Including but not limited to: 

· Arrangement and description of unprocessed archival holdings 

· Redescription of holdings, when the existing description is not RAD compliant 

· Thematic guides when the project includes a substantial portion of original description (minimum 50%) 

· Digitization of records (provided arrangement and description will also be involved) or development of electronic resources 

All finding aids prepared must include a RAD compliant fonds level description and series level descriptions where applicable. Fonds level descriptions prepared under this program must be submitted to the Provincial Database. Item level description will not be funded unless the material is photographic, audio-visual or cartographic. 

Preservation / Holdings Maintenance 

Including but not limited to: 

· Supply purchase, assessments and conservation work 

· Contracting of private archival professionals 

· Job exposure projects, training of part-time personnel and temporary employment 

Training, Professional Development 

Including but not limited to: 

· Registration, travel, meals and accommodation for workshops or other training events offered by archival organizations other than CANB. 
*Please note: 


Applications for projects or purchases requiring more than one year are strongly discouraged. In view of the limited amount of funding available, some applications may not be funded. These applications may be resubmitted for consideration for funding in 2010-2011. Applications requesting more than $5,000 will only be entertained if involving more than one institution or demonstrating exceptional outcomes. 

Project applications should be completed and submitted to Melissa McCarthy, Archives Advisor by April 23, 2010. 

Questions or requests for assistance in preparing the application should be directed to Melissa McCarthy at 506-453-4327 or archives.advisor@gnb.ca. 

Time Guidelines for Arrangement and Description Projects 

	Time Allocations for textual material 

	Introduction 

	These guidelines may be used in calculating eligible expenses for projects that focus on the arrangement and description of fonds or collections. Within all categories, except Background research and Finding aid production, segments of a fonds or collection can use different categories of time allocations for the purpose of calculating the time necessary to complete the activity. For example: for the initial assessment of 4 meters of material more than one rate can be used to calculate the allowable time for that step. One meter may be more complex than the rest and therefore require the highest allowable time, .5 meters per day, while the rest, 3 meters only needs the rate of 3 meters per day. This would provide an allowable total allocation of 3 days for that phase of the work. All such use of varying rates must be explained in detail. Applications that assign maximum time allocations for every category must make a strong case for the need for such resources and the importance of the holding.
Not all categories need to be applied for. 

	Background research 

	Maximum 5 days per project - if more than one fonds/collection is involved there are three options: submit each as separate projects, undertake at this rate [5 days only], or if the work is of a re-description nature, rather than arrangement and description, submit using re-description guidelines 

	Appraisal 

	This will include appraisal, selection, physical evaluation, and/or preliminary sorting or consolidation. 

	0.5 m per day 
	Material in no order, not in file folders, or folders untitled. No list exists, no file system used or evident, and significant reduction required 

	1.0 m per day 
	Some file titles or divisions, but heavy weeding to be done to reduce size 

	1.5 m per day 
	Physical control in place, some sorting/review needed, selection reduces size 

	3.0 m per day 
	Ledgers, minutes, or a file plan that will be retained 

	Physical processing 

	This will include all aspects relating to the preservation and housing of the material. Projects consuming an inordinate percentage of time on this category might better be applied for under CPCAR. 

	1.0 m per day 
	Significant flattening, removal of staples, replacement of paper clips and/or replacement or addition of file folders and boxes 

	1.5 m per day 
	Refoldering and reboxing required, some need for replacement of paper clips and staples 

	3.0 m per day 
	Only some reboxing/refoldering required 

	Arrangement 

	All aspects involving the physical arrangement of the contents. 

	0.5 m per day 
	No discernable order, significant comparison needed with various parts of fonds/collection to construct files and then order files 

	1.0 m per day 
	Material is in files but relationship between files is tenuous and hierarchy of series and files is not evident 

	1.5 m per day 
	Relationship of series or grouping of files is unclear 

	3.0 m per day 
	Series and lower order is in place, little more involved than verifying filing plan (alphabetical, chronological or alpha-numeric system) 

	Description 

	This encompasses all aspects of the intellectual process of ascribing the descriptive elements for the fonds and any other levels in the hierarchy down to the file level. 

	0.5 m per day 
	Files, sub-series, series and fonds/collection descriptions need to be created from scratch. Significant series require RAD descriptions. 

	1.0 m per day 
	Significant work is required for file/series 

	1.5 m per day 
	Information for file and series descriptions is available or self-evident and it is just a matter of compiling it. Some complexity to series but material arrived with substantial contextual data for description elements and hierarchical structure 

	3.0 m per day 
	Arrangement is simplistic or straightforward with significant homogeneity within series and uncomplicated relationships between series and sub-series. 

	Finding aid production 

	Although there may be some anomalies, it is expected that the length of time for finding aid production will be in proportion to the extent of the collection, the level of description, the number of files, and complexity of arrangement. Explanation is necessary for finding aid production that exceeds the following guidelines: 

	2 m or less 
	1-2 days 

	3-5 m 
	3-4 days 

	6-10m 
	5-6 days 

	11-15 m 
	7-8 days 

	16 m or more 
	9-10 days 

	ARRANGEMENT, DESCRIPTION, AND PHYSICAL PROCESSING TIMES ARE BASED ON THE EXTENT OF DOCUMENTS AFTER SELECTION 

	Time Allocations for other format of material 

	Photos 
	

	Appraisal and selection 
	200 images per day (based on the number of images in the initial collection) 

	Arrangement 
	50 images per day (based on the number of images in the final selection) 

	Description 
	50 images per day (based on the number of images in the final selection) 

	Physical processing 
	100 images per day (based on the number of images in the final selection) 

	Sound recordings 

	Appraisal and selection; Arrangement; Description; and Physical processing: 4 times running time of recordings. 



	Moving Images 
	

	Appraisal and selection; Arrangement; Description; and Physical processing: 4 times running time of films. 

	Architectural and Cartographic material 

	Appraisal and selection 
	25 items per day 

	Arrangement 
	50 items per day 

	Description 
	20 items per day 

	Physical processing 
	20 items per day 

	
THESE ARE PROVIDED AS GUIDELINES ONLY TO ASSIST IN THE DETERMINATION OF TIME REQUIRED. APPLICANTS WILL, OF COURSE, BASE THEIR CALCULATIONS ON THE STATE OF THE RECORDS BEING PROCESSED. HOWEVER PHYSICAL PROCESSING OF RECORDS SHOULD BE CARRIED OUT UNDER THE PRESERVATION MANAGEMENT PROGRAMME IF THE STATE OF THE RECORDS REQUIRES EXTENSIVE PHYSICAL PROCESSING TIME WHICH SIGNIFICANTLY EXCEEDS THE GUIDELINES. 


