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Applying Standard Operation Procedure for the
Antiquities Digital Archives: A Case Study of the Digital
Archives Project for Chinese Antiquities at the National

Palace Museum

Cheng Pang-yen *, Yang Mei-li **
Digital Archives Project of Chinese Antiquities, National Palace Museum*
Department of Antiquities, National Palace Museum**

Abstract

This paper attempts to use the Standard Operation Procedure (S.0.P.) for its
structure in order to reflect upon the establishment and progress of the Antiquities
Digitization workflow, as well as to investigate how S.O.P may be applied towards
the Digital Archives project at the National Palace Museum. From the project’s
launch in 2000 and following, much experience has been accumulated. The first part
of this paper will select for comparison other antiquities digitization projects to
establish a common standard.  The next section will use the National Palace Museum
as an example to discuss the procedures for Antiquities Digitization. In the last part
of this paper, we continue to use the Standard Operation Procedure approach to
re-examine and re-study points: the shaping of the Antiquities Digitization procedures
is the foremost and key focus.

Translated by Christine Ho.

Keywords : Standard Operation Procedure(S.O.P.), digitalizing procedure, Chinese
antiquities digital archives
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What's in a procedure?

Definition
Explains the scope of the procedure and any ambiguous terms.

Minimum Standard

However an institution implements the procedure, this is what it
should achieve.

Procedure

This i a recommended way of achieving the Minimum Standard,
Institutions may need to implement the procedure in different ways
according to their collections, size and structure and =0 may be selective
about what they use from the Procedure and how they use it

Notes

Issues raised by the procedure which need to be expanded upon, as well as
conbextual information which may guide an institution in its implementation
of the procedure. Notes may have subsections dealing spedifically with
Policy and Legal issues.

Sources of advice and help

Bibliographic references and organisations which may provide additional
Imformation about the procedure. The section Bibliography & addresces
contains full details of all published material listed a5 well as contact
addresses for the organisations hsted. H vou cannot obtain a work lsted,
contact the MDA, who should hold itin their Library,

[*71]
Relevant units of information MDA ‘%—Pé—i‘]ﬂﬁ' frH/J

Adist of all the information requirements created or used by the procedure.

Using or referring to the units of information listed will enable the operation ﬁﬁ}% ’J?I[IFF[,‘:{ H:E =
of the procedure and will help bo meet the Minimum Standard. It may not !

be mecessary 1o use all the wnits of information listed. Reder to the ’[§J=’$F|EJ14*‘I E |
Information requirements section for a definition and description of each F P ’F‘

unlt of infcrmation.

FE 2 R
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