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Documentary Forms:
Definitions

« Documentary form is “the rules of representation used to convey a
message, that is, the characteristics of a document which can be
separated from the determination of the particular subjects, or
places it concerns. Documentary form is both physical and
intellectual.

« The intellectual form of a document is "the sum of arecord's formal
attributes that represent and communicate the elements of the
action in which the record is involved and of its immediate context,
both documentary and administrative."

« The physical form of adocument is “the overall appearance,
configuration, or shape, derived from its material characteristics
and independent of its intellectual content.”

L. Duranti, Diplomatics
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Documentary Forms:
Examples from the Bush PC Records

Agenda Newsletter

Attendee List Newswire

Bar Chart Nomination to Federal Office
Biography Notes

Briefing (Presentation) Presidential Statement

Briefing Memo Press Pool Report

Decision Memo Press Release

Correspondence Referral Memo
Resume
Schedule

Signature Memo

Diary
Executive Order

Information Memo

Job Application Situation Report

List of Candidates for Federal Office Summary

Mailing List Transcript of Speech

Memo Staff Register

Minutes of Meeting Telephone Call Recommendation

National Security Directive (NSD) U ERER ORI (AmEEEE
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Documentary Form:
Automatic Recognition

Grammars for
Types of
Documentany
Forms
Parse Tree
Document Indicating
i[:lucument Document with Isnntaqlllle;ce qu Tvpe of
; in ANSI Semanbtic i ellectua Documenary
Ilzli:E'JI F:::JIrErt:aT {Convert File | Format Markup Record Tays /7 Tdentify | Elements 1 Form
to HTML with Intellectual Parse
e —————— . — - —
Semantic Tags Elements
7 3
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R B
File Fornat Type Identifier

| &Il FileTypes 2 EEE

Arni Professional Document j‘

Arni Professional Macro

Arni Profeszional Template

ArniDraw Wector Image

ARC Archive

ARC Self-estracting Archive

ARJ Archive b
-3 mawindows

Batl 052
ECI passwaord encrypted
-2 iff
Balil it
EEI:_“I sgml
EBCI spreadshests
#-123 spstem Files
Batl text
#-00 uuencode
Baﬁl wordperfect
8- wordprocessors
-1 AMIPRO
&-51 DCARFT
00 DWwaard
#-69 Dwdors
EHCI Lotus Manuscrpt 2.0
Eltl S Wwhord [DOS 4.5)
-0 MSwiord10.0
&1 MSWwORDE.D
Eil':l kS fords. 0 [97-33)
Eltl kA Shwford9.0 [2000)
&1 MSWORDIS (6 arf)
&3 WIN WRITE
Eaf_“l WORD[windows)2.0
-0 WhP4.2
#-51 WPEx
&1 WPSD
Eltl WPSIDOS
-0 WPET
-5 WPT.0 =
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Documentary Form:
Document Converted to ANSI Text

=, 078.ans - Quick Yiew Plus 1O =]

Eile Edit “iew Document Go Window Help

i O & & &[5 5 & 8%l epeelEIEE

o

Adpril 27, 1992

MEMORANDUM FORE S5a4M SKEINNER
FROM EDE HOLIDAY
SUBJECT: California Earthgualke

Attached i= a =ituation report from FEMA on the northern
California earthgualle. Ho death=s have been reported and 45
people

are known to have suffered injuries. In addition., there has been
extenszive property damage. While FEMA i= awaiting a request from
the State before initiating any recovery actiwvities, a joint
StatesFederal preliminary damnage assessment i= likelwy to begin

today .

Director Stickney has requested that we forward the situation bz

report to wvou -
K1 _*I_I
|?-Bit Text File |The contents af 073, ans o
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Documentary Form:
Annotated Document

®_ 078 txt [after filtering] kxt annotated kxt - Bu -0 =]
File Edit %iew Document Go ‘Window Help

| 0o &% |5 S &R P

¢paragraphr<Datezipril 27, _J
1992 Date:r < paragraph:

HEMORANDUM FORE <Person:SAM SKINHNER<-Person:
FROM: <Per=son:EDE HOLIDAY< . Person:
SOBJECT: California Earthgualke

¢{paragraph:httached 1= a situation report from
{Organization:FEMA< -Organization: on the
¢Locationrnorthern California<-Location:
garthgualke. Ho death=s have been reported and 45
people are known to have suffered injuries. In
addition, there ha= been extensive property damage.
While <Organization:FEMA<-Organization: i= awaliting
a request from the State before initiating any
recovery actiwvities, a joint State-Federal
prelininary damage assessmnent is likelvy to begin
<Datertoday<-Date: . < paragraph:

<paragraph:<Person:«<TitlerDirector<-Title>

Sticknev<-Perzon: has regquested that we forward the
=ituation report to vou.

¢~ paragraph —
4] nil
|?-Bit Text File |The contents of 078kt [after filkering].tet annotated bt 2
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Documentary Form:
Grammar for Memoranda

MEMO - HEAD BODY

HEAD - DATE FORPHRASE FROMPHRASE SUBJPHRASE
FORPHRASE - memorandum for PERSON
FROMPHRASE -» from PERSON
SUBJPHRASE -» SUBJ NP

BODY -» PARAS

PARAS -» PARAS PARA

PARAS > PARA

DATE -» date

memorandum -> MEMORANDUM

for > FOR

PERSQON -» person

from -> FROM

SUBJ -» SUBJECT

NP -> np

PARA -» para
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Documentary Form:
Parse Tree Indicating a Memo

MEMO
|
| |
HEAD BODY
| |
I | | | PARAS
| FORPHRASE FROMPHRASE SUBJPHRASE _ |
I | | | | | | | PARAS |

| | | | | | | | |
DATE memorandum for PERSON from PERSON SUBJ NP PARA PARA

| | | | | | | | |
date MEMORANDUM FOR person FROM person SUBJECT np para para
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Documentary Form:

Induction of Grammar from Samples of
a Document Type

Record

Type
srammar

Induce
Crarmmar

T

Extract Feaemove
el | TOrmMation _ontent
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Documentary Form:
Sample of Intellectual Forms
of Correspondence

[DATE Dear PERSON PARAGRAPH PARAGRARPH Warmly ADDRESS ), C:\estDifD01 txi

(DATE ADDRESS Dear PERSON PARAGRAPH Devotadly PERSON );, C:itestDiA005 1xt

[DATE ADDRESS Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRARH
FARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH
PARAGRAPH Sincerely PERSON ), C:MestDird07 tet

(DATE ADDRESS Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH FARAGRAPH PARAGRARH
PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH With best regards Sincarely
PERSON ), CyestDif0G

[DATE ADDRESS Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH All Bast PERSON §.C:Mest D009 xt

[DATE ADDRESS Dezr PERSON PARAGRAPH PARAGRAPH Sincerely PERSON );;C-HestDin016. 1

(DATE Dear PERSON PARAGRAPH PARAGRARPH PARAGRAPH With best regards Sincerely PERSOM JOBTITLE
ADDRESS b, C:\MestDin026 {xt

(Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH With best regards Sincerely PERSON
JOBTITLE ADDRESS J;; C:itestDin031

[DATE Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH Sincersly PERSON JOBTITLE ADDRESS
1,:C:MastDIA3F tut

(DATE ADDRESS Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH Sincerely PERSON JOBTITLE
);:C:MestDinDSa 1

(CATE Dear PERSON PARAGRAPH PARAGRARH PARAGRAPH Sincerely PERSON JOBTITLE ADDRESS
) CtestDiAOES

(DATE ADDRESS Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAPH PARAGRAFH
PARAGRAPH Sinceraly PERSON JOETITLE );,C:West D070 txt

(DATE Dear PERSON PARAGRAPH PARAGRARH PARAGRAPH With best regards Sincerely PERSON JOBTITLE
ADDRESS ), C:MestOil7 2 txt

[DATE Dear PERSON FARAGRAPH PARAGRAPH PARAGRAPH With best reyards Sincerely PERSOMN JOBTITLE
ADDRESS ), C:MestDin076 txt

(DATE Dear PERSON PARAGRAPH PARAGRAPH Sincerely PERSON JOBTITLE ORGANIZATION ADDRESS
;G- MestDINgED b

[DATE Dear PERSON PARAGRAPH PARAGRAPH Sincerely PERSON JOBTITLE ADDRESS ), CMestOiAD32 txt

(DATE Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH Sincerely PERSON JOBTITLE ADDRESS
);:C:HastDindBA

(DATE Dear PERSON PARAGRAPH PARAGRARH PARAGRAPH Sincerely PERSON JOBTITLE ADDRESS
J;: CtestDirdES £

(DATE Dear PERSON PARAGRAPH Warmly PERSON ADDRESS J;, CitestDin1 06 txt

(DATE Dear PERSON PARAGRAPH PARAGRAPH PARAGRAPH Warmly PERSON ADDRESS ) C:MlestDinI07 tal

[DATE Dear PERSON PARAGRAPH PARAGRAPH Sincerely PERSON JOBTITLE ADDRESS ), C-MestDif 12 txt
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. I
Documentary Form: Induced Grammar

for the Documentary Form of
Correspondence

HT2219 (T210% WT2109] 1.000 43,0000
HTZ23% (MTE212 NWT2218 WNT2:21%) 1.000 12,0000
HTZE92 (MT2692 NT2219| 0.325 s7.00000
(NTDATE-Ta56-2081 NTZ0G3 HTI0E4) 0,675 214, 0000
WT2T04 (MT2102 HTIDEG MNTZO0E4) 0.348 +13,0000
(MT2109 NHT2705) 0.120 25.00000
(MTZ1Z1 HTzZ0E4| 0, 143e-2;4.00000
(MT223%2 NT270%] 0.20a ~8.00000
(TE709 WTZ0E7) 0.234 +9, 00000
5 (NTZeD KNT2121 NTZOEZ] 1.316e-2:1.00000
(NTZeD KWTIZ39 NTZ0BS NTI0E4 NTZO0B7 WT2082) 0.171 :4.00000
(NTZE02 KTIT09 HTZO082) 0,434 %, 00000
(NTOETE-TE06-2081 NTZO0E2 WNT2083 NTI089 WT2I08 NTZT02) 0,382 :6.0
WT2082 pidresa 1.000 12200600
WT2083 dear 1,000 232 .0000
NT2084 perIon 1.000 +43.0000
WT20885 sincerely 1.000 ;170000
HT2087 jobtitle 1.000 :13.0000
HTZ10% beat 3.568%e=-2;5.00000
paragcaph 0,883 1870000
rEgards 3.60959e-2;5,00000
mitk 3.69%e-2 5, 00000
NT2121 devorcedly 0,375 s2.00000
parmly 0,625 2300000
KTDATE-7E06-2081 date 1.000 s22.0000
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Documentary Form: Parse Tree
Indicating Form of White House
Correspondence

S
|

I I I I
date

ntdate-78596-2081 nt2082 nt20583 nt2084 nt2109

address  dear  person paragraph | |

|
nt7 09

ntZ7 09 nt2087
I I
I I | jobtitle
nt2109  nt2086 nt2034
I I I

paragraph sincerely  persan




Automatic Description

ltem Description

File Unit (Folder) Description

Series Description




ltem Description

Date = April 27, 1992

For = SAM SKINNER A memorandum, dated April
27,1992 from EDE Holiday
From = EDE HOLIDAY to Sam Skinner regarding

. . . California Earthquake.
Subject = California

Earthquake
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File Unit Description

A memorandum dated June 7,
1990 from John Niehuss to
Stephen Janzansky regarding

World Bank Green Fund. This file unit contains Cabinet

A memorandum dated August 16, Documents including

1990 from Greg Petersmeyer to memoranda relating to the
Nicholas Brady, Richard World Bank Green Fund,
Jarman, and Michael Boskin Charitable Deductions and

regarding Charitable

Deductions. DOE's concerns on White

House Process.

A memorandum dated September
18, 1990 from Ede Holiday to
John Sununu regarding DOE's
concerns on White House
Process
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Series Description

This file unit contains Cabinet This series consists of

Documents including Cabinet Documents
memoranda relating to the including memoranda

World Bank Green Fund, .
Charitable Deductions and relating to the World Bank

DOE's concerns on White Green Fund, Charitable
House Process. Deductions and DOE's
o _ _ concerns on White House
This file unit contains Process. This series also
materials relating to the consists of memoranda,

1992 Petrolia, California

: situation reports and
E%rr%hgrgﬁlé% I;i't'lgttfgre]s correspondence relating to

reports and the 1992 Petrolia, California
correspondence. Earthquake.
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Use of these Tools In Selection and
Appraisal

« Use file format type identifier to identify files that
cannot be preserved without conversion to other
formats.

 Instead of sampling an e-record series,
automatically identify all document types and
generate file unit and series descriptions.

« Use grammatical induction for learning
documentary form of web pages.

« After transfer, before accession verify that what is
received Is what is expected.




Use of these Tools in Other Archival
Activities

« Review
 Identifying records subject to restrictions on disclosure
« Description

« Document type recognition and automatic description enable
earlier intellectual control of large volumes of e-records

« Search and Retrieval

« Index records on document type, and elements such as
chronological date, participants in communication, and subject
or actions and support search and retrieval on these.
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Research Status

« Grammars for about 20 document types

« Need samples of 100 or more of each document
type to effectively apply grammatical induction

« Recognizing the communication act performed by a
written record — requesting, informing, resigning,
appointing, nominating. (about 300 speech acts)

« Extending method to recognize physical form
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