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Articles

The current status and issues concerning the University of Tsukuba
Archives

Tanaka Yukari

Introduction

The University of Tsukuba Archives was established on April 1, 2016, and was designated as part of the
National Archives, etc. on April 1 of the following year, as stipulated by the Public Records and Archives
Management Act (Act No. 66 of 2011). The archives of the National University Corporation, which are
currently designated as part of the National Archives, etc., are 12 institutions. Other National University
Corporations and private universities have their own university archives, but university archives are not
widely recognized in Japan.

In this paper, we will discuss the operations and issues concerning the University of Tsukuba Archives,
two years following its designation as the National Archives of Japan, etc. The purpose of this study is to
discuss the future of university archives in Japan.

The key problems confronting university archives in Japan were addressed over ten years ago by the
Japanese Association of College and University Archives, led by Prof. Nishiyama Shin.! However, the
situation changed significantly after the aforementioned the Public Records and Archives Management Act
was enacted. Prof. Kan Masaki was concerned that the university archives, which had been established by
this law, would be forced to restructure their organization and operations in terms of the contents
comprising their holdings and the public use of their materials.? In fact, when archives are designated as
National Archives of Japan, etc., only the management department governing most Corporate Documents
is targeted; many examples in which historical materials departments are distinguished from this
designation to ensure their separate management exist.

The University of Tsukuba Archives had a long history prior to its designation as part of the National
Archives, etc.,’ but preparations for its installation as such were begun following the implementation of the
Public Records and Archives Management Act. In that sense, the archives were established based on the
concept of this law. Therefore, the entire facility operates under this designation as part of the National
Archives of Japan,etc; it is important to clarify the current status and issues concerning this facility, which
will also highlight the new challenges that university archives will now face following the implementation

of the Public Records and Archives Management Act.

1  The Japanese Association of College and University Archives. “Japanese University Archives” (Kyoto University
Press, 2005).

2 Kan Masaki. The World of University Archives (Osaka University Press, 2013).

3 Nakanome Toru. “Inauguration of the University of Tsukuba Archives” (Records and Historical Materials, No. 28,
2018).



I. History of establishment

(D Establishment of the preparation office*

The initial plan for establishing the University of Tsukuba Archives was seemingly formulated in 1992,
the year marking the 20th anniversary of the university’s founding; however, the true opportunity to realize
this plan emerged when Prof. Nakanome Toru of the Faculty of Humanities and Social Sciences submitted
the “Concept for the Establishment of the University of Tsukuba Archives (Proposal),” to the executive
department of the university in May 2010. In November of the same year, a meeting was held on
“University compliance with laws governing document management,” and an agreement was reached on
the future establishment of the archives. In March 2011, the University of Tsukuba Archives Establishment
Review Committee, chaired by the Vice President for General Affairs, was established (the same year as
the enactment of Corporate Regulation No. 36), and the Regulations for the Management of Corporate
Documents of the University of Tsukuba (hereinafter referenced as “Document Management Regulations”)
were partially amended (Corporate Regulation No. 38). In April 2012, a special committee was established
under the Establishment Review Committee, which investigated specific system designs. Based on the
results of the research conducted by the Special Committee, its chairman submitted the committee’s
findings to the Establishment Review Committee in October of the same year. The chair of the Installation
Review Committee then met with the President and Vice President of the university in November of that
same year, and submitted the results to them; the results were then distributed to members of the
Management Council and were subsequently adopted as policy.

In February 2013, an office overseeing the preparation of the University of Tsukuba Archives was
established (the same year Corporate Regulation No. 9 was enacted). This office was established as a
“special organization” under the auspices of the National University Corporation, University of Tsukuba, as
set forth in article 35 of the Basic Rules of the Organization and Operation of the University of Tsukuba
(2004 Corporate Regulation No. 1, hereinafter referenced as “Basic Rules”). In March 2013, the office

overseeing archive preparation was formally established.

(2) Establishment of the University of Tsukuba archives and designation as the National Archives of Japan, etc.

In April 2016, the University of Tsukuba Archives was established. It became an “Education and
Research Organization,” based on article 46, sections 5 and 6, of the Basic Rules (an amendment to the
Basic Rules was enacted the same year with Corporate Regulations No. 27). Given the existence of users
both outside of and within the university, the transfer of Historical Public Records (having value for eternal
preservation) was carried out according to the Public Records and Archives Management Act; for the sake
of research and education, the archives were established as an “Education and Research Organization,”
rather than as a center or office affiliated with the office of the President.

The purpose, activities, and organization of the archives are stipulated in the Regulations Concerning the

Organization and Operation of the National University Corporation University of Tsukuba Archives

4 Ibid.



(Corporate Regulation No. 31, hereinafter referenced as the “Organizational Regulations”). Regarding the
overall operations of the archives, following the Guidelines Concerning the Preservation, Use, and
Disposal of the Specified Historical Public Archives (Decision by the Prime Minister on April 1, 2013,
hereinafter referenced as the “Guidelines”) as a model, procedures concerning the Preservation and Use
of the University of Tsukuba Archives (Corporate Regulation No. 32 of the same year, hereinafter
referenced as “Regulations for Use”) were devised to enable a smooth transition to their full
implementation as the National Archives of Japan,etc. However, the implementation of provisions
concerning the use of the archives have been postponed until the relevant section of the ordinance has
been specified.

The Policy for the Acceptance of Donated and Deposited Documents for the University of Tsukuba
Archives was enacted (as determined by the Director on June 1, 2016, hereinafter referenced as the
“Donation Policy”), which stipulates the acceptance of documents in which “important information
concerning the university is recorded” (Donation Policy, paragraph 2). In addition, the Application
Guidelines for use of the University of Tsukuba Archives (which were determined on January 11, 2017)
were implemented, and the proper procedures for use of the archives were established. For the documents’
transfer to the archives, Document Management Regulations were amended, and the Vice President for
General Affairs and Human Resource Development, who is the General Document Manager, forged an
agreement with the Director of the archives upon the transfer of corporate document files to the University
of Tsukuba (agreement of November 29, 2016, hereinafter referenced as the “Transfer Agreement”).

With the above preparations in place, on January 19, 2017, an inspection of the officer of the Cabinet
Office of the Ministry of Public Affairs Administration was administered; on February 21, the Public
Records and Archives Management Committee presented no objections, and on April 1, an ordinance was
passed designating the University of Tsukuba Archives, together with the University of Hokkaido Archives
(public document section), as the National Archives of Japan,etc.

(3 Revised the Guidelines’

Although the Guidelines were partially amended on May 18, 2018, the Office of Public Records
Management submitted a revised draft of the Guidelines and a related opinion survey to the administrators
of the National Archives of Japan, etc., on May 15 of the previous year; in response, the institution provided
a detailed report. According to the provision referenced in Article 26, it was proposed that a reference be
submitted to the National Archives of Japan,etc. called the “historical background on the Specified
Historical Public Archives.” However, because it was perceived as deviating from the reference work of
archivists, its subsequent deletion was proposed.

In accordance with the revision of the Guidelines, the Regulations for Use were amended with Corporate
Regulation No. 72, which was enacted on October 1 of the same year. Although the revised content is
mostly aligned with the Guidelines, in article 30 paragraph 1 of the Guidelines, the institution noted the
following regarding the aspect of training: “We will provide the necessary training opportunities that will

allow our staff to acquire and improve the specialized expertise and skills necessary for the proper

5  Okubo Jun. “Response to revisions to the guidelines for preservation, use and disposal of specified historical
public records and archives,” University of Tsukuba Archives Newsletter, No. 2 (2018).



preservation and use of the Specified Historical Public Archives. If necessary, the institution can also
conduct the training.” The University of Tsukuba Archives then added an additional sentence: “If that
should be impossible, we will endeavor to take alternative measures.”

As an alternative, we have included guidance and education for acquiring and improving specialized
expertise and skills offered by the Director at the “liaison meeting,” which is currently held weekly at the
institution, and have facilitated the improvement of the research environment through the purchase of
relevant books and other efforts. The differences between the Guidelines for preparing the catalog and the

Regulations for Use are described in article III below.

II. Selection and transfer®

(D Reception and disposal agreement at the office for archive preparation

During the phase of the archive preparation office, the institution was already accepting and selecting
Corporate Documents of the university. The University of Tsukuba Archives Preparation Office
Regulations (2013 Corporate Regulation No. 9) provided the following stipulations: “Concerning the
Acceptance of the Historical Public Records” (No. 2),” and “Agreement on the disposal of Corporate
Documents after expiration of the preservation period” (No. 3). The Document Management Procedures
were amended, and an agreement was reached according to which the Historical Public Records would be
“consigned” to the archives preparation office and preserved there for one year, after which time Corporate
Documents would be disposed of appropriately. On this basis, “Concerning the consignment of Corporate
Documents to the University of Tsukuba Archives preparation office” and “Concerning the procedure for
disposal of Corporate Documents that have been preserved for a period of one year” were established (July
2013 agreement).

When the concept of “consignment” is strictly described, the task of “retention” remains with the original
organization, leaving the archive preparation office with the management rights for the Historical Public
Records. By introducing this concept, prior to recognition of the archives as part of the National Archives
of Japan,etc., the archive preparation office was involved in investigating and organizing internal university
documents, while the original organization became proficient in transfer operations.

In addition to “Corporate Documents that record important information about the organization, history,
and operations of this university and the process, decision, implementation, and performance of major
activities,” the types of Corporate Documents that can be “consigned were identified as those concerning
“outstanding educational or research performance” of the university, the “performance of social
contributions” by those connected to the university, and “Corporate Documents with important information
and internal documents printed by the university.” The document manager submits a ledger of Corporate
Documents to be entrusted each year when the preservation period expires, and a “consultation” is
submitted to the archive preparation office.

Once the period of Corporate Document preservation set by the document manager has expired,

“consent” must be obtained from the Vice President for General Affairs and Human Resource

6  See “Related rules, etc.” in Annual Report of the University of Tsukuba Archives (2018).



Development, who supervises the management of documents (article 16, paragraph 2 of the Document
Management Regulations); the Vice President for General Affairs oversees the comprehensive
management of written documents that specify measures to extend the period of preservation for current
or non-current documents rather than “commissioning” them to the archive preparation office, while a
system was established by the head of the archive preparation office for “retaining” non-current documents
that have been commissioned.

Concerning “disposal,” until the archive preparation office is designated as part of the National Archives
of Japan,etc., when the preservation period for Corporate Documents expires, per the Document
Management Regulations in paragraph 2 of the Supplementary Provisions, the original organization will
not dispose of them, as specified in the following: “for the time being the period of preservation shall be
extended.” However, a document that was designated for preservation for a period of one year was deemed
ready for disposal based on an “agreement of the archive preparation office” (paragraph 4 of the
Supplementary Provisions); meanwhile, for cases in which an “agreement” was not obtained, an

“extension” of the preservation period would be selected for any “commissioned” document.

(2 Selection and transfer after designation to the National Archives of Japan, etc.

As mentioned above, when the University of Tsukuba Archives was established in 2016, according to the
Organizational Regulations, the purpose of the institution was identified as the “acceptance” of the “transfer
of the Historical Public Records” (article 2), as well as the “retention, appraisal, selection, transfer and
research on the Historical Public Records (article 3). In addition, the Document Management Regulations
were revised and it was specified that, “In the management of documents, when the preservation period for
Corporate Documents expires, such files should be transferred to the University of Tsukuba Archives”
(article 15, paragraph 3); when determining measures to be taken once the period of preservation for
Corporate Documents has expired, it has been determined that the document manager must request
“consent” from the general document manager and seek “professional technical advice” from the archives
(article 16, paragraphs 2 and 3); the institution has introduced a mechanism through which it can be
involved in the record schedule.

A more specific provision should exist for the selection and transfer of documents, but regarding the
rules of use, the Director of the archives has established measures for transferring the Historical Public
Records to the institution when the preservation period expires; only one line addresses the establishment
of dates for the acceptance and subsequent receipt of the newly transferred the Historical Public Records
(article 3, paragraph 1).”

Therefore, on November 29, 2016, according to the agreement between the General Document Manager
and the Director, “Concerning the transfer of Corporate Document files and other documents to the
University of Tsukuba Archives” (hereinafter referenced as the “Transfer Agreement”), specific regulations

for the selection and transfer of documents were established. The Transfer Agreement provides the details

7  Regarding the formulation of transfer standards for the University of Tokyo Archives, see Kato Satoshi, “The
process of establishing a document management system and evaluation selection criteria in Tokyo — Focusing
on the enforcement of the Information Disclosure Law” (Bulletin of the University of Tokyo archives, No. 35, 2017),
12-16.



concerning seven transitional measures: the establishment of a record schedule, professional technical
advice concerning the archives, disposal agreements, transfer (and acceptance) agreements, transfer
(acceptance) criteria, submission of the usage restriction opinion form, and notification of preservation
period extension measures. Below, we will explain three distinct topics: the record schedule, the disposal
of documents, and document transfer.

For the record schedule, paragraph 1 states that the general document manager is responsible for
determining the record schedule, which is to be established pursuant to the provisions of article 16 of the
Document Management Regulation. When the document manager requests “consent,” the General
document manager sends an “opinion survey report on determining the record schedule” to the director,
and the Director submits a “written opinion on determining the record schedule.” However, for the time
being, this is considered a period during which proficiency in document management under the Public
Records and Archives Management Act is developed. It has been decided to postpone the implementation
of the same provisions for determining the record schedule (section 7).

The second point concerns the disposal of documents; according to section 2, when the general
document manager receives a request for “consent” from the document manager to dispose of documents,
the general document manager shall send the “opinion survey report on document disposal consent” to the
Director. Subsequently, the director shall send the “opinion report on document disposal consent” to the
general document manager. This procedure enables the institution to halt the judgment of the original
organization to dispose of documents and emphasize the necessity of their transfer to the archives instead.

The third point is the transfer (acceptance) of documents. Pursuant to article 17, paragraph 1 of the
Document Management Regulation and the provisions of article 3, paragraph 1 of the Regulations for Use,
following the expiration date of the preservation period, an agreement should be reached as soon as
possible regarding the schedule for transfer of the document in question. In this case, the document
manager submits the “Transfer Request Form,” and the Director sends a “confirmation of acceptance” to
the document manager within one year of the document’s acceptance. The transfer (acceptance) of the

document is thus completed.

(3 Selection features®

The selection of Corporate Documents at the University of Tsukuba is completed in the first stage by the
author of the document, who determines the period of preservation and its expiration; in the second stage,
the document manager determines measures for Corporate Document file management, and requests
“consent” from the general document manager regarding the measures to be taken when the period of
preservation expires; in the third stage, the director, who has received a written communication from the
general document manager concerning the transfer and disposal of a given document, then implements

these measures. The following Corporate Documents can be accepted, based on the selection criteria.

(1) Document Management Regulation, appendix to article 11 stipulates that the appended “transfer

(acceptance) standard table” is applicable to types of Corporate Documents with a preservation period of

8 Tanaka Yukari “Selection and transfer of documents for the University of Tsukuba Archives,” Annual Report of
University of Tsukuba Archives, vol. 1 (2018).



10 years or more.

(2) Information concerning the management of the university, including education and research, important
decision-making, and outstanding results (such as master’s theses, doctoral theses, entrance exams,
research records, etc.), which are among the types of Corporate Documents for which the preservation
period has been established as less than five years, is listed in the appended “transfer (acceptance)

reference table.”

(3) Regardless of the period of preservation, documents containing information on special incidents (such
as accidents, trials, etc.) that have a significant social impact have been recorded

* The appended “transfer (acceptance) standard table” has been omitted.

The Document Management Regulations of the University of Tsukuba determine the selection of
Corporate Documents based on the above guidelines, and the appended table provides a general idea of
how this process compares with that of other universities. In fact, the director (Faculty of Humanities and
Social Sciences, with a specialization in modern Japanese history and study of historical resources), an
assistant professor (same as above), a staff specialist (former planning and assistant manager of law and
catalogues in the Division of General Affairs), and two senior staff members, all read transfer and disposal
documents, and collectively screen them. In this way, they are able to select Corporate Documents from a
historical perspective, as well as from that of the original organization.

In 2018, we will introduce the specific documents transferred from the Department of General Affairs
Personnel Division as an example of the selection and transfer of such documents. 243 files was transferred
to the archives from the department, but these files were not mentioned in the records concerning the
disposal and transfer catalogues originally sent from the department. However, in this same division,
records have been maintained regarding staff departures from 1896 to 1960, a ledger of part-time lecturers
from 1950 to 1977, a course ledger from 1963 to 1977, and records of personnel changes and other
documents from 1916 to 1955. In view of the historical importance of these documents, the person charged
with their care has taken action to transfer them to the archives. In addition, the archives has accepted
documents transferred from the area support offices and the Section of General Affairs within the
Department of General Affairs and the Information Planning Section of the Academic Information
Department, and we are currently working on the catalog in which they will be listed and aiming to open to

the public in within one year.

III. Catalog Making

(D Catalog making according to the Guidelines

As mentioned earlier, the provisions of the Guidelines for the creation of catalogs have also been revised.
According to the notes in article 9 of the new Guidelines, the catalog media in the access room will not
interfere with the use of “electronic media” therein, and the passage in the previous guidelines specifying
the following has been deleted: “In cases of pre-screening or requests for use, regarding the Specified

Historical Public Records and Archives, which have been judged to have reasons for the restriction of their



use, in order to contribute to the subsequent screening, it is desirable to specify the date of the screening.”

In addition, according to the previous Guidelines, the description of the title was, “to create a unit of one
file as a rule,” but a passage was added to the new Guidelines indicating that it was “suitable for
preservation and use if necessary;” further, it has been suggested that subtitles should accompany the
maintitle. In other words, it can be said that the previous guidelines, which mandated that all content for
the catalog meet strict specifications, were revised, with consideration for the storage environment and

screening system used to preserve the site.

(2) Catalog making of the Specified Historical Public records and Archives

The University of Tsukuba Archives has created a catalog according to the previous Guidelines, and the
items contained therein are as follows’: Identification number, type of media, title, division, date of creation,
date of recording, quantity, form, classification (document from which project, from which division), media,
acceptance (transfer or donation), preservation location, presence of use restriction, presence of
reproduction, and remarks.

In terms of the supplementary description of the item, by attaching the branch number (if necessary) to
the identification number, the goal is to enable the user to understand the structure of the document group
by simply browsing the catalog. In cases of the original sunction paper is approved, in addition to the dates
of creation and recording, that of the approval is also included; if not available, then the date on which
when it was drafted should be provided. In the case of donated documents, when the originator’'s name is
recorded in the actual letter, on the envelope, or on a card, the document is accepted by priority, according
to its postmark. In the column documenting the location at which it is preserved, the number of the stack,
the bookshelf, and the shelf itself are recorded.

However, in the case of donated documents, it is necessary to organize the catalog according to their
respective characteristics. For example, if a group of donated documents mainly comprises letters, the
recipient and recipient address fields are provided in addition to the above items. Further, when various
types and forms of documents are included, items regarding volume and size are added.

Finally, when we discuss the differences between the Guidelines and the creation of our catalog, it is
indicated that the phrase “suitable for preservation and use” is emphasized in the new Guidelines. In Our
Archives, if it is a Corporate Document, the title it was given by the original organization is recorded as it.
Our archives holds that the title created by the original organization has a meaning in itself. Given the
possibility that the document author’s intention is concealed, or a change is observed in how names are
given midway through a series, the observed change may not only be a simple reflection of the substation
of the author, but can also serve as a witness to the reorganization, and therefore clarifies historical fact.
Therefore it was decided that the name created by the original organization should be prioritized at the
institution, and for circumstances in which it was still unclear, the title is supplied in “tortoise shell (kikko)”
brackets. The position in which the prioritization of such information is emphasized is aligned with the

principle of prioritizing the “original order” and “provenance.”

9  For information on the hierarchical structure of materials and the creation of catalogs, see Morimoto Sachiko,
“Approaches to document management at the University of Tokyo Archives: Understanding theory and putting it
into practice” (Records and Archives, No. 27, 2017).



Conclusion

According to Mr. Matsuoka Tadaaki, the university is a dangerous place for records and archives."
However, the professor and officer of the university takes the stance that the awareness of leaving the
recording of material to university faculty works in this way ; when the Archives are established, the
important records are naturally integrated into the archives. The most important step is the establishment
of the archives themselves.

In the case of the University of Tsukuba, three years after the establishment of the Archives and only
two years after their designation as part of the National Archives of Japan,etc., the transfer of documents
concerning the previous schools, which date back to the Meiji period, including those from legal meetings
and administrative organizations related to university decisions, is progressing. University participant also
make a large donation of documents every year.

Finally, we describe three issues that have emerged in the current stage of the our institution’s
development.

First, the re-use and partial use of existing buildings caused few issues, if any, although financial
problems were a concern when the installation took place. In the future, we would like to have a dedicated
exhibition space to allow Historical Public Records that had previously been scattered across campus to be
preserved in one place, but the construction of an impressive building is not necessary. In fact, once the
installation is complete, for the sake of the smooth transfer and acceptance of documents, adequate
preparation of the more abstract aspects, such as the establishment of the archives according to the
Document Management Regulation, is important.

Second, setting the rules and standards for the selection and transfer documents may be problematic. In
the case of Kyoto University and Hiroshima University, the archives is able to accommodate current
documents," but the basic system is for document management to be conducted by separate document
managers at the University of Tsukuba.

The Administration Section of the General Affairs Department within the General Affairs Division, which
oversees document management, is currently not advancing at all; as mentioned in the text above, the Vice
President for General Affairs, who is the General Document Manager, forged an agreement with the
Director of the archives regarding the selection of documents for disposal, as well as transfer and
acceptance. Therefore, a future challenge will be the construction of a document management system that
includes the management of record schedules.

Third, other issues with daily operations include: (1) the making up catalog of donated documents, (2)
holding exhibitions and securing training opportunities for faculty members, and (3) discovering a broader
pool of users. In particular, for the first issue, when documents are donated, since the Archives will be
responsible for the making up catalog at the donation stage in most cases, because of the many different

types and forms of documents (compared to Corporate Documents), the creation of the catalog requires

10 Matsuoka Tadaaki. Archives Change Society (Heibonsha, 2011).
11 Koike Seiichi. “Corporate document management and archives after the incorporation of National University
Corporations” (Bulletin of Hiroshima University Archives, No. 19, 2017).



more effort. In the future, we will train assistant staff for making catalogs.
In addition to these challenges, the University of Tsukuba Archives has become a virtual secretariat for
the compilation of the university’s 50-year history, and a system for compilation and publication is being

rapidly developed, as it is expected to become a significant need in the near future.

I would like to thank Editage (www.editage.jp) for English language editing.
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Report of Activities
1. ONE JEAr N PLOGIESS *+vwwr+s errrsssmsssssssnsistttsiiiittt ittt
2. Holding the Steering COmmMttee <+« ««+-wrssrsmrsssrsirsii
3. Various data ‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘
(1) Accepted materials
a. Corporate Records transferred from agencies
b. Donated items
(2) Opening Archives to the public
(3) Number of users and items
(4) Number of references
(5) Number of visitors
4. SUrVeys, DUSINESS trIPS, 1C. ++«wrr rrrersrrrsmrrsmreaiitt i
5. Organization and RULEs -+«++««++r+ rresrsmrssssecs i
6. Faci]ities ‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘
7. Project to compile 50 history of the University of Tsukuba =++--+-roeeeeeeerees
8. Others ‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘
(1) Exhibitions
(2) Others

Report of Researches
Articles
A Study on “Gakko Ichiran (Calendar)” and “Nenpo (Annual Report)”
of Former School -Focusing on the Meiji period---------------- Shinozuka Fujio
The current status and issues concerning the University of Tsukuba Archives
.................................................................................. Tanaka Yukari
Interview
Review of enactment of the Public Archives Law, Sequel --------voreveeereeeen
Speaker : Nakanome Toru

Interviewer : Kumamoto Fumio, Tanaka Yukari
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25

39

49
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