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This business document has been written by the China DAF (Donor Advised Fund) Charity. The
copyright of the document is owned by the China DAF (Donor Advised Fund) Charity, which is
protected by law. Without authorization of the China DAF (Donor Advised Fund) Charity, any
organization or individual shall not copy, reprint or release the contents of this business document
through any means. The China DAF (Donor Advised Fund) Charity reserves the right to ascertain
the legal liability of those who use the contents of this business document in violation of laws and

regulations.
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The China DAF (Donor Advised Fund) Charity has the right of ownership, as well as the right to
use and license undermentioned trademarks:
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If you have any comments or suggestions on the content of this document, please send them to general-

office@DAF-charity.org.cn. We value your feedback and help in improving this document. The English translation

has been reviewed by native English speakers.
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Chapter I: General Provisions
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For the purposes of improving archive management of the China
DAF (Donor Advised Fund) Charity (hereinafter the ‘Charity’)
and promoting the regularization and standardization of archive
management, the Archive Management Rules (hereinafter the
‘Rules’) are hereby formulated in accordance with the Archives
Law of the People's Republic of China, Notice of the Ministry of
Civil Affairs and the State Archives Administration on Issuing
Measures for the Administration of Social Organization
Registration Archives (No. 101 [2010] of the Ministry of Civil
Affairs), and other relevant regulations, as well as the Articles of
Organization of the Charity, and in consideration of the Charity’s

own situation as well as the prevailing practices in the industry.
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The management of archives shall adhere to the principles of

unified management and division of responsibilities. The
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Secretary-General’s Staff Meeting of the Charity is responsible
for unified archive management. Each relevant department is
responsible for the collection, sorting, and filing of the archives

formed in their own business in support of archive management.

HEETERTH/TELEEEAR QI UEBASETH, H#M
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The archive management department shall designate specific
archivists to receive archives and carry out work regarding the
filing, archiving, safekeeping, viewing, destruction, and other
specific tasks. They shall ensure the proper safekeeping, orderly
deposit, and easy access to archives.

AR AREIS ZFHATH LN ERE L,

The Charity has the right to commission a third party to manage

1ts archives.
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Chapter I1: Scope of Archiving
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The scope of archiving shall comply with relevant regulations.
All categories and forms of the files, which either reflect the

work of the Charity or are valuable for reference or preservation,

shall be promptly archived.
F=% BEHEX
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Chapter III: Archiving Requirements
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Files within the scope of archiving shall be collected in their
entirety, carefully sorted, and handed over to archivists in a
timely manner. The archiving and completion rate of the files
formed in business and work shall be 100%. No individual shall
keep files in private possession or refuse to archive files.
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Files to be archived shall include formal documents and
materials that have been reviewed. Relevant persons shall
examine them thoroughly and shall not archive files that don’t
comply with the rules.
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Files and other materials to be archived shall be complete. They
should be sorted into ‘pieces’, with each document including
both the main body and attachments, which counts as one piece.
Furthermore, a fax and its copy count as one piece, whereas an
application and its approval count as two pieces. When multiple
tables or graphs are submitted simultaneously, each of the tables

or graphs counts as an individual piece.
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Files to be archived shall be sorted in a sequence that reflects the
natural formation of and historical connection between the files.
For example, a printed file before its pre-press proof, main body
of the text before its attachments, an approval before requests for
approval. In addition, the quality of archives shall meet the
requirement of long-term preservation.
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Electronic archives shall be established. Electronic versions of
archives, if any, shall be archived simultaneously with the hard
copies. Electronic archives shall also have backup copies.

Y34 A TR L R R 3 AS, AR VI AL F S, Ja ALY
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Archiving should be done promptly in accordance with the
archiving procedures. When handing over files for archiving, a
handover list shall be prepared in duplicate. Both parties shall
examine the handover files and sign the handover lists before

handing the files over for archiving.

Ft—% DY HIBELXFAETIL,

An archive index and other search tools shall be created.

FUW¥E  HEHEKE. BX. MR

Chapter IV: Preservation, Handover and Destruction of Archives
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Safety measures shall be adopted in the preservation of
archives, as well as measures for the prevention of fire, theft,
moisture, dust, and pests to ensure the integrity and safety of
archives. Regular inspection shall be conducted, and if there
is any problem, it shall be solved promptly.
BERIEE; W ARFRER, ERHRKAEFRIE,
HASHBEEEAR R IFHEETF L, TARMEEH
Wi, B, TRASEN, PRASE EFRK. BX,
WP, piE, T KM LXMW ET Y FATHE,
Archives shall not be lent out. After completing the
registration procedures and getting approval from the
Secretary-General and the Chairman of the Board, one can
access, excerpt, and copy the archives accompanied by the
archivist of the Charity when there is a special need to do so.
When accessing archives, it is forbidden to alter, highlight,
swap, annotate, or stain the archives. If any of the above
circumstances occur, the parties involved shall be held
accountable.

HESR . HBRER K EERZIAT,

The handover and destruction of archives shall be conducted

in accordance with relevant laws and regulations.

FEF W on
Chapter I'V: Supplementary Provisions

7

Copyright 2018-2021 China DAF (Donor Advised Fund) Charity. All rights reserved.

® . ® . —® ., . ®
DAF® DAF Charity #EiE S5



Ftak

Fre&k

FrAK

AFEAREEREA XAE I —RKEY, A XA RAT
Matters not covered in the Rules or provisions in conflict with
laws and regulations shall be settled by those laws and
regulations.

AHE B 201859 A 20 BRFAFEL, AHZH
AL AT o

The Rules came into force upon approval by the Board of
Directors on September 20", 2018.

AR EBBEREBEE2REFAPITER &

The Executive Committee of the Board of Directors is
responsible for the interpretation of the Rules.
ALARFEILNE, WA —BRZL, AP TAH%E,
The Rules are written in both Chinese and English. In case of

inconsistency, the Chinese version shall prevail.
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