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Series. Documents arranged in accordance
with a filing system or maintained as a unit
because they result from the same accumula-
tion or filing process, or the same activity; have
a particular form; or because of some other
relationship arising out of their creation,
receipt, or use. A series is also known as a
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Fonds. The whole of the records, regardless of
form or medium, organically created and/or
accumulated and used by a particular person,
family, or corporate body in the course of that
creator's activities and functions. (#iER ©
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Sub-fonds. A subdivision of a fonds containing
a body of related records corresponding to
administrative subdivisions in the originating
agency or organization or, when that is not
possible, to geographical, chronological, func-
tional, or similar groupings of the material
itself. When the creating body has a complex
hierarchical structure, each sub-fonds has as
many subordinate sub-fonds as are necessary
to reflect the levels of the hierarchical struc-
ture of the primary subordinate administrative
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File. An organized unit of documents grouped
together either for current use by the creator
or in the process of archival arrangement,
because they relate to the same subject, activi-
ty, or transaction. A file is usually the basic
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Item. The smallest intellectually indivisible
archival unit, e.g., a letter, memorandum,
report, photograph, sound recording. (Fi&R :
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A group of record items which result from the
same activity, have a common system of con-
trol or relate to a particular subject or function,
have a similar format, or have another relation-
ship arising out of their creation, receipt or
use. In a business or familial context, a record
series can be accumulated by more than one
business or person over time. Record series
vary in size, from a single record item to mil-
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