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Tianjin Juilliard School Education Development Foundation

Archival Management Policy

(Approved on the 5" meeting of the 1% Board of the TJS Foundation)
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Section I  General Provisions
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In accordance with Archival Law of People’s Republic of China(“PRC”), Measures for
the Implementation of the Archival Law of the PRC (Order No. 1 of the State Archives
Bureau), with reference to the Notice issued by the Ministry of Civil Affairs and the
National Archives Bureau on Printing and Distribution of Provisions on the
Management of Social Organizations Registration Archives (Minfa [2010] No. 101)
and Articles of Association of the TJS Foundation of Tianjin Juilliard School Education
Development Foundation (hereinafter referred to as the “TJS Foundation”) , in light
of actual conditions, Tianjin Juilliard School Education Development Foundation
Archival Management Policy (hereinafter referred to as the "Policy") is formulated in
order to strengthen the TJS Foundation’s archives management and enhance its

normalization and standardization.
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The archives work adheres to the principle of unified management and division of

responsibilities. The Secretariat of the TJS Foundation is responsible for the unified

management of the TJS Foundation's archives. The relevant departments are
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responsible for the collection, sorting and archiving of documents and materials formed
in their respective business work, while support and cooperate to work on the archives

management.

(EES st NINE Fpe = E S E VNIRRT AN =B iy S R T R = g i AV N
RS RE S BB S B ARE B AR, SRR B2 B RE . AP
T o

The archives management department shall designate personnel responsible for
receiving archived documents, including the specific management work such as filing,
archiving, preservation, accessing and destruction of the documents, and ensure that

archived documents are properly kept, orderly stored and convenient for accessing.
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Section I  Scope of the Archives
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The scope of the archives shall be implemented in accordance with relevant regulations.
All of the documents and files, relating to various subjects in different forms, that
reflect the Foundation’s work and activities or have reference and preserve value shall

be archived timely.
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Section III  Requirement of the Archives
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Any document falls in the scope of archives shall be collected, sorted and timely
handed over to the personnel responsible for archives. The archiving rate and integrity
rate of documents formed during the operations shall be 100%. It’s not allowed to

individually appropriates or refuse to archive.
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The archived document(s) and file(s) shall be the formal ones after processing. The

responsible personnel shall pay attention and not archiving any non-standard document.
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The archived document(s) and file(s) shall be completed and sorted as “item”.
Generally, a main body document with appendix(s), a fax copy with original copy, a
request with corresponding approvals, and multiple forms submitted at one time will

be respectively regarded as one item.
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Archived document(s) shall be placed in order based on the principle of natural
formation and historical ties. Finalized manuscript should follow the chopped
documents; appendixes should follow main content; and application should follow
approval. The quality of the documents shall also satisfy the long-term storage

requirements.
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Establish digital archives. All archived documents with digital versions shall be
archived synchronously along with hard copy documents. The digital archives storing

shall be well performed.
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The archived document(s) and file(s) must be archived within the prescribed time
following the strict filing procedures. When filing, a handover list shall be prepared in
duplicate, and both parties shall check and count the files accordingly and sign for the

handover.
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Search tool(s) such as archives directories shall be established.
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Section IV  Storage, Handover and Destruction of the Archives
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Archives storage shall be equipped with security and prevention facilities, and
measures should be taken to prevent fire, theft, moisture, dust, insects, and to maintain
accurate record-keeping. The storage of archives shall be checked regularly, and any

exposed problems shall be timely handled.
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Archives shall not be lent out. For any particular request, with the approval of the
Secretary-general and the Chairperson, the archives management personnel will
accompany and make the registration to provide access, excerpts and copy. When the
archives are accessed, it is strictly forbidden to alter, circle, replace, annotate or deface

the archives. The person involved in the above circumstances shall be held accountable.
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The handover and destruction of archives shall be carried out in accordance with

relevant laws and regulations.
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Section V  Supplementary Provisions
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This Policy is made in Chinese and English. In the event of a conflict between the two

versions, the Chinese version prevails.
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If any matters are not prescribed in this Policy or there are contradictions of this Policy
to relevant provisions in the laws, regulations, and policies, the relevant provisions of

the laws, regulations, and policies shall prevail.
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The TJS Foundation’s Board of Director reserves the right of the final interpretation of

this Policy.
A BE H RER AN A2 B B A R R A e B S B 5 £ 2K

This Policy comes into effect upon approval by the TJS Foundation’s Board of
Directors.





