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Guidelines for Applicants – Phase 1  

 

This document is designed for applicants wishing to submit a phase 1 application for 

a cataloguing grant under the Archives Revealed Programme, and should be read 

alongside the phase 1 application form for cataloguing grants. 

At phase 1 our focus is on determining eligibility and meeting basic requirements, 

followed by assessing the significance of the collection and the need for cataloguing.  

Phase 1 applications will be assessed by the Archives Revealed team, and the 

Archives Revealed Assessment Panel. Successful applicants will be invited to 

prepare an application for phase 2.  

For further help or assistance, please contact Lucy Davis or Beth Astridge, Sector 

Grants and Development Managers, on archivesrevealed@nationalarchives.gov.uk 

 

Word Limits: Please note there are word limits set for each question which are 

applied by the online application software. You will not be able to submit an answer 

that is longer than the word limit allowed for that question. If you are cut and pasting 

from a draft Word document, please check the text to ensure that all your words 

have been entered into the box correctly.  

Application Advice: We would highly recommend contacting us in advance of 

submitting your application to make an appointment for an ‘application surgery’ with 

one of the Archives Revealed team. This will ensure that you are eligible for the 

scheme and that you have a good understanding of the requirements of the 

programme before submitting your application. Please email us on 

archivesrevealed@nationalarchives.gov.uk for an appointment.  

Critical Friend Scheme: We have a number of archivists who have been successful 

in previous rounds of the Archives Revealed programme who are willing to act as a 

critical friend for applicants to the programme. This scheme has been designed to 

primarily support applicants from smaller organisations, those who are less 

experienced at making funding applications, and lone archivists and archives with 

limited people resource to help with drafting applications. At your ‘application 

surgery’ conversation we may put you in touch with a critical friend from our list of 

mailto:archivesrevealed@nationalarchives.gov.uk
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volunteers. You can also let us know if you are interested in speaking with a critical 

friend.  
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Eligibility and Organisation Information  

In this part of the application you will be giving information about your organisation, 

providing contact details and confirming your eligibility for the scheme. The following 

general eligibility information may be useful before completing this section: 

Archives Revealed funds: 

 Public sector bodies in the UK, including Scotland, Wales and Northern 

Ireland  

 Registered charities in the UK, including Scotland, Wales and Northern 

Ireland 

 Other not-for-profit organisations in the UK, including Scotland, Wales and 

Northern Ireland 

 Organisations where collections are located within the UK, including Scotland, 

Wales and Northern Ireland 

 Organisations that make their collections accessible to people outside their 

organisation 

 Organisations that have access to professional archive expertise 

 Organisations with owned or deposited collections, providing you can provide 

a commitment from the depositor that the collection will not be withdrawn from 

public access or sold within 10 years of the project end date 

Archives Revealed does not fund: 

 Profit making organisations (see note below) 

 Community Interest Companies (CICs)  

 Private individuals 

 Organisations based in the Channel Islands or the Isle of Man 

 Organisations where collections are located outside of the UK 

 Organisations who are contributing to the funding of the Archives Revealed 

scheme  

 Organisations that do not plan to make their collections accessible to people 

outside the organisation 

 Organisations that have not made provision to access professional archive 

expertise 

 Archives that have submitted more than one application to Archives Revealed 

in the same round 



Archives Revealed: Cataloguing Grants   
 

4 
 

 Archives that have an ongoing project receiving funding from Archives 

Revealed  

Notes 

Profit making organisations - If your parent body is a profit-making organisation, you 

may want to look at whether you have a friends group or a charitable arm/trust that 

could make an application on your behalf. You will be expected to provide clear 

justification for eligibility that demonstrates the public benefit of receiving a grant.  

If you would like to talk to us about the eligibility of your organisation, please contact 

us on archivesrevealed@nationalarchives.gov.uk.   

 

1. Name of the applicant organisation (lead applicant in the case of a 

consortium) 

Please enter the name of the archive service making the application, or the lead 

archive service where there are multiple partners.  

In a partnership application - the lead applicant in most cases should be the 

organisation who holds the archive collection. If you would like the lead applicant to 

be an organisation that does not hold the archive collection being catalogued, then 

please contact us for further advice: archivesrevealed@nationalarchives.gov.uk   

2. Name of the lead contact for the project 

3. Project Partners (if a partnership/consortium)  

Please enter the name, address, telephone number and email address of the lead 

contact for the project - who will receive all correspondence that relates to the 

Archives Revealed application. Also enter the names of the different project partners 

if your application is a partnership or consortium application. (organisation name and 

lead contact) 

Word limits for partnership applications: For questions that relate to conditions at 

individual repositories or are specific to individual collections, then you can make 

multiple responses using the word limit as relevant for each partner in the project. 

Where the questions relate to the project as a whole, the total word limit will apply.  

4. Partnership Letters of Consent  

mailto:archivesrevealed@nationalarchives.gov.uk
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In a partnership application - letters of support for the project will be required from all 

project partners. Partner letters of support need to confirm that each partner has the 

consent of their organisation’s governing body or their parent organisation to be 

involved in making the application for the project.    

 

5. Is the lead applicant organisation one of the following: 

 Public Sector body (except Government departments)     

 Registered Charity  

 Other not-for-profit organisation 

 None of the above (contact us to discuss eligibility)   

Please select one of the given options to show you are eligible for Archives 

Revealed. Public sector bodies might include local authorities, hospital archives, and 

archives of public museums. Please contact us if you are unsure which type of 

organisation you are (archivesrevealed@nationalarchives.gov.uk)  

If your organisation is not a public sector body, a registered charity, or another not-

for-profit organisation, then please contact us in advance of your application to 

discuss eligibility.   

Please note that the funding Trusts that support Archives Revealed cannot give 

assistance to profit-making organisations, Community Interest Companies (CICs) or 

private individuals, as lead applicants or as project partners.  

If you would like to talk to us about the eligibility of your organisation, please contact 

us on archivesrevealed@nationalarchives.gov.uk.   

6. Access to archive collection: Do you offer access to your archive 

collections to people outside the members of your own organisation? 

Yes/No 

 

Archives Revealed expects that your archive collections are accessible to people 

outside your organisation including the general public, to enable the cataloguing 

funded to have the greatest possible impact. This access should be proportional 

and appropriate to the type and scale of archive service and can take many 

forms.  This is a minimum requirement for organisations applying to Archives 

Revealed.  

 

mailto:archivesrevealed@nationalarchives.gov.uk
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7. Professional archive expertise: What access does your organisation have 

to professional archive expertise? 

a) One or more professional archivists are permanently employed by the 

organisation 

b) No professional archivists are employed but we have access to archive 

expertise or a long-term arrangement for advice from a professional 

archivist at another local archive service or an archive consultant. 

c) No professional archivists are employed and we have no access to 

archive expertise  

This question relates to your organisation’s current situation with professional 

staffing. Archives Revealed expects that your archive service employs or has 

arranged access to professional archive expertise both during and after the funded 

project has been completed. This provides assurance that the collections are well 

managed and protected for the future.  

For example, you may choose to employ an archivist on a short term contract to 

complete the cataloguing project, but not continue to employ an archivist after this 

time. We would then require reassurance that the archives will be managed with an 

appropriate level of professional care. If there are no professional archivists 

employed by the organisation on an ongoing basis, you might then chose to make a 

formal arrangement with a professional archives consultant, or an arrangement for 

advice from a professional archivist at another local archives service, to provide this 

ongoing professional support.   

A professional archivist is someone that has undertaken the relevant qualifications in 

Archives and Records Management or equivalent. Please contact the Archives 

Revealed team if you have any questions about the qualifications required by a 

professional Archivist – archivesrevealed@nationalarchives.gov.uk.   

Further details on access to professional archive support for your planned 

cataloguing project will be requested in question 24.  

8. Previous Applications: Have you submitted another application to Archives 

Revealed Cataloguing Grants, as the lead applicant or a partner, in 

2019/2020?  Yes/No  

Only one application for Archives Revealed Cataloguing Grants from each 

organisation/archive service is permitted in one application round, either as a lead 

applicant or as a project partner. Applications from constitutionally separate services 

mailto:archivesrevealed@nationalarchives.gov.uk
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under the same parent authority may be considered, but please contact us before 

your application for confirmation - on archivesrevealed@nationalarchives.gov.uk.  

One organisation may submit applications for both a cataloguing grant and a scoping 

grant within the same year of applications. However, the scoping grant must be 

concluded and the grant paid, before a cataloguing grant application can be 

submitted.   

mailto:archivesrevealed@nationalarchives.gov.uk
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Ownership, Commitment and Permissions Status 

9. Ownership of collection: Is the collection to be catalogued owned by the 

holding archive, or is it a deposited collection? Owned/Deposited/Both  

We need to ensure that all funded projects are undertaken on collections where the 

archive service has the right to catalogue the collection, and will be retaining the 

collection for an appropriate period of time after the project has taken place. This will 

maximise sustained public benefit through access for research.  

 

Please enter whether the collection is owned, deposited or a mixture of owned and 

deposited material.  

 

10. Evidence of ownership: If owned – do you have evidence that the holding 

archive owns the collection?  

10a - Please describe the circumstances of ownership (250 words max) 

10b – Please upload evidence that the collection is owned by the archive 

service/organisation.  

 

If evidence of ownership is not provided, or your description of the circumstances of 

ownership is not assessed to be satisfactory, your application will not proceed to 

further assessment.   

 

11. If owned - please provide a letter of support from a senior member of your 

organisation or parent body which includes confirmation of the 

organisation’s commitment to the project, and confirmation that the 

collection will be accessible to the public for at least 10 years after the 

conclusion of the project.  

 

Please provide a letter of support from a senior member of your organisation. This 

letter demonstrates that your organisation is committed to this project at a 

senior/high level.  

 

Please note that one of the Archives Revealed funding conditions is that the funding 

should be repaid if the collection is removed from public access within ten 

years of completion of the project. 
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Applications that do not include a confirmation that the collection will be made 

accessible to the public for a period of at least 10 years from the conclusion of the 

project will be deemed ineligible for assessment.  

 

12. If deposited – please provide a letter of support for the project from a 

senior member of your organisation or parent body; and a supporting letter 

from the depositor agreeing to participation in the cataloguing project, and 

confirming that the collection will be accessible to the public for at least 10 

years after the conclusion of the project.  

 

Please provide a letter of support from a senior member of your organisation. This 

letter demonstrates that your organisation is committed to this project at a 

senior/high level.  

 

If your collection is deposited and not owned by the archive service, we need to see 

confirmation that the owner of the archive collection is aware of the project and is 

supportive of the project going ahead. We also need to see evidence that the owner 

of the collection commits to ensuring the material will be accessible for at least ten 

years after the conclusion of the project.  

 

Please note that one of the Archives Revealed funding conditions is that the funding 

should be repaid if the collection is removed from public access within ten 

years of completion of the project. 

 

If your application does not include a confirmation that the collection will be made 

accessible to the public for a period of at least 10 years from the conclusion of the 

project, it is highly likely that the application will be deemed ineligible for assessment. 

 

If the collection is deposited and permission cannot be obtained, please describe the 

situation so an assessment can be made about the risks to public access to the 

collection.  

13. Relevant Permissions: Do you have all other relevant permissions to 

catalogue and make the collection available for research?  

14. Closure Periods: Are there any closure periods or other access restrictions 

that would prevent access to the collection? 
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Please ensure that all other permissions have been received to enable the project to 

go ahead, including copyright and data protection. Please specify if aspects of the 

collection will be closed or subject to restricted access and estimate how much of the 

collection is affected as a percentage. Archives Revealed expects that the majority of 

the collection will be available for research and therefore if more than 5% of the 

collection is closed or inaccessible, the collection may not be eligible for funding.   

Project Summary  

In this part of the application, you will be providing information about the cataloguing 

project you are seeking funding for, including the title, a description of the collection 

to be catalogued, a basic breakdown of costs and the amount of funding requested.  

15. Title of Project 

Please provide the project title.  

16. Description of your organisation: Is this an application from a single 

organisation or an application from a partnership?  

16a - Please describe your organisation? (max 300 words) 

16b – Please describe the nature of the partnership between the partner 

organisations? (max 300 words)  

Please provide some information about your organisation or the nature of the 

partnership between the organisations involved in this application. You might like to 

include information about the history and governance of your organisation, its 

mission and aims, and where in the organisation the archive is managed. If a 

partnership application you might like to describe how the partnership was created, 

whether it is a new partnership or whether it has previously collaborated on projects, 

and whether there are future development plans for the partnership.  

17. Please describe the collections to be catalogued (Max 500 words)  

Please describe the collections proposed to be catalogued as part of the project. 

While we appreciate that without having catalogued the collection you may not feel 

you know the collection in detail. However, we expect that you will have a certain 

amount of knowledge about the collection in order to have determined its 

significance, the need for the project to take place, and that it is an appropriate size 

and condition to make a cataloguing project realistic.  
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Therefore - please include information about what type of archive they are (paper, 

film, digital records etc); the size of the collection (in boxes, linear metres, cubic 

metres, or GB); what sort of records they contain (minutes, correspondence, 

photographs etc); and what period the records cover (e.g. c 1750-1900).  

The size of the collection is particularly important to help us assess whether the 

estimated time for undertaking the project is reasonable in the context of the extent 

of material to be catalogued.  

Please ensure that the focus of your description is the specific collection that will be 

catalogued as part of the project, and not the wider collections or overall collections 

in your archives.  

18. Please provide a brief estimate of the total amount of funds you are 

requesting from Archives Revealed Cataloguing Grants – as a value in £.  

19. Please provide some further explanation for the above figure. 

While we are not expecting a detailed breakdown of project costs at this stage, you 

should be able to provide an estimate of the amount of funding you are requesting 

from Archives Revealed Cataloguing Grants should you proceed to a phase 2 

application, including the length of the project (in months), and the approximate 

percentage of contribution your organisation is making to the project (either in cash 

or in kind).  

Informed estimate: At this stage we expect this value to be an estimate. Should your 

application proceed to stage 2 we will be asking for more detail on your budget and 

costings. At this stage an informed estimate is required which could include areas 

such as staffing cost, the costs of recruiting and managing volunteers, premises, 

transport, equipment, IT, printing and materials. 

The figures provided will not be considered a binding commitment at this stage, but 

will be used to decide how many projects can proceed to the next phase. If your 

project reaches stage 2, a substantial increase in the grant requested here could be 

problematic, so please take this into account when arriving at your estimate.  

Organisation contribution: We expect your organisation to contribute to the project in 

cash or in kind. Please include in your estimate the amount of cash your organisation 

will contribute to the total cost of the project, and/or the approximate value of your in-

kind contributions. This could include the cost of volunteer time, management 

support, technical support, and materials. If your organisation is unable to make any 
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contribution please get in touch with the Archives Revealed team in advance of your 

application to discuss your circumstances.   

What we fund: Please note that Archives Revealed does not support full economic 

cost recovery. It will fund the additional staff costs required to deliver the project. We 

are asking for details of the remaining project costs so that we can understand and 

assess the viability of the full project plan.  

 

 

We will fund: 

 Staffing costs to undertake the project (this can include the employment of 

new project staff and the backfilling for existing staff time whether working on 

or managing the project).  

If you are using existing staff to undertake the cataloguing and recruiting 

temporary staff to backfill their substantive posts, you can only claim the cost 

of the temporary staff.  

We will not support an approach that uses existing staff to undertake the 

project, but does not backfill for their permanent roles as this would negatively 

impact on the archive service.  

Please see the guidance for question 24 below for information about salary 

levels and the ARA salary recommendations.  

Secondments, internships and staff exchanges are eligible in various roles but 

the cataloguing does need to be managed and substantially carried out by 

appropriately qualified staff. We do not support projects that are managed and 

led by volunteers. Please see question 23 below, and our FAQs for further 

information on the role of volunteers in cataloguing projects.  

 Cost of repackaging material – in exceptional circumstances where the 

archive is unable to fund routine preservation. Please explain why this cost is 

included and why your organisation cannot pay for this from their core funds 

as part of the organisation contribution to the project.  

 Additional cataloguing software licences to allow cataloguing to take place (if 

your organisation is unable to fund this themselves).  
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We will not fund: 

 Acquisition of specialist cataloguing software 

 Conservation of archives  

 Digitisation of archives  

 Public engagement activities  

 Cataloguing of non-archive collections   
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Strategic Planning 

In this section of the application, you will be providing information on how 

cataloguing is part of your organisation’s strategic planning and how you have 

prioritised your cataloguing activities. 

20. Please describe how cataloguing is incorporated into your organisation’s 

strategic planning, and outline your approach to prioritising your 

cataloguing? (max 400 words)  

Your organisation’s strategic plan: Archives Revealed considers that cataloguing is a 

vital activity for collections development and collections management, and should 

form an important element of an organisation’s strategic plan. Therefore applicants 

should demonstrate their commitment to the future care and responsible 

management of their collections by adopting a strategic and prioritised approach to 

archives cataloguing. Applicants should describe how their organisation includes 

cataloguing as an appropriate part of their strategic planning, and their ongoing plans 

to address their cataloguing backlog.  

For example, you might include an appropriate extract from your archive’s strategic 

plan that includes cataloguing, or showing where your services business plan or 

forward plan includes cataloguing activities.  

Please note that inclusion of cataloguing within your strategic planning activities is a 

minimum requirement for a successful Archives Revealed application. If you cannot 

demonstrate this clearly then your application will not be eligible for Archives 

Revealed funding.   

Cataloguing Priorities: Archive services should prioritise collections requiring 

cataloguing to ensure resource is used in a considered and planned process. We 

would like you to summarise your approach to this and show where the collection 

selected as the subject of this application features in your prioritisation. If the 

collection that is the subject of this application is not the top of your priority list, then 

please explain why.  

Applicants should consider the following: how have you prioritised your remaining 

cataloguing? Have you used an in-house or another recognised methodology? What 

criteria did you use in the prioritisation exercise - such as user demand, historical 

significance, or subject matter? Have you considered improvements to existing 

catalogues within your prioritisation work? Where does the collection to be 
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catalogued with Archives Revealed funding appear in the list of priorities? Why has 

the collection not been catalogued previously (or why only partially catalogued, or 

why not to appropriate standards) from your organisation’s core resources?  
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Significance  

In this section you will be providing a statement of significance to support your 

application for funding.  

21. Please provide a statement of significance for the collection you have 

selected for cataloguing. (max 600 words)  

What is a statement of significance?  

A statement of significance is a concise statement that summarises the importance 

of the collection by highlighting its strengths and assessing its value to different 

audience groups. There is no specific structure for a statement of significance, but it 

should focus on the aspects of your collection that are of highest importance and 

value in your own particular circumstances. For Archives Revealed, the statement of 

significance provides you with the opportunity to present your case and convince us 

that your collection is special, unique and of clear value to your audiences who 

would clearly benefit from the collection being catalogued and made more 

accessible. 

Please ensure that the focus of your statement of significance is the collection that 

you are intending to catalogue. The significance of the wider collections in your 

archive, or the significance of the organisation itself, can add important supporting 

information for your argument, but the main focus should be on the significance of 

the collection to be catalogued.  

How do you write a statement of significance? 

A statement of significance is often the outcome of a significance assessment 

process. A significance assessment can be as long or short as needed depending on 

the size and type of item or collection being assessed. It involves asking yourself, or 

your archive service, a series of questions about the collection covering topics such 

as rarity, provenance, and historical value. Your responses to these questions can 

be summarised and form your statement of significance.  

In this guidance, we will provide you with a series of prompting questions under 

different topics to enable you to undertake a significance assessment on your 

collection. You can then use your responses to write your statement of significance.   

How do I carry out a significance assessment? 
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One person can carry out a significance assessment on their own, but you might find 

it useful to do the assessment together with some colleagues or users. This ensures 

multiple perspectives can be taken into account and makes the outcome more 

objective. You can even try a more in-depth assessment, and ask experts in the 

subject matter or collection to join you in your assessment. 

There are many ways to carry out a significance assessment, and you are free to 

use whichever structure or method of your choice. However, we have developed the 

following prompting questions to help you structure and guide your 

discussion/assessment of significance if you wish to use them.  

Remember that the focus of the assessment in this case is to argue for funding 

support, so keep this in mind as the objective for the discussion. Summarise your 

responses for each topic in bullet points, and then use your summary to write a 

concise, well-argued statement of significance.  

It is not necessary to cover every point outlined below in the prompting questions. 

Your collection will be strong in some categories and weaker in others, so focus your 

statement on the areas of strength for your collection.  After you have completed 

your statement of significance – read it through and check: 

 Have we clearly highlighted the strengths of the collection or the elements that 

make it so special? 

 Have we demonstrated why this collection is important in comparison to 

others, showing that we have an understanding of how it compares to similar 

known collections? 

Significance Assessment - Questions to consider:  

Provenance 

 Do you know who created the collection, collected it or used it? Do you know 

when and why? Who was it created for? What evidence do you have of this?  

 Do you know how, when, why and from whom the collection was acquired? 

 Is there a well evidenced chain of ownership and use?  

 If digital, is the provenance reliable? Is there relevant metadata attached to 

the record and is it reliable? 

 Is the provenance unusually well documented for this of collection?  

 Is the creator/owner of particular interest – either for a particular audience 

group, region, or community?  
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 Does its provenance link the collection to an event, person, place or theme of 

particular interest to your audiences, region or community?  

 Does its provenance have any relevance to a formal learning framework – 

such as the National Curriculum, or a current degree course, or a non-formal 

learning activity or group?  

 Does its provenance have any relevance or importance to your archive 

service or your organisation?  

 Was its acquisition part of a defined, proactive collecting plan? Was it 

acquired with external support or funding? 

Rarity 

(While it can be argued that all archives are unique – it is still a useful exercise to 

analyse how unique your collection is in comparison to others, as this may 

strengthen your argument for significance) 

 Is the collection unique, rare or very unusual compared to other known 

collections? What makes it different from other similar collections? 

 Is it a particular fine example of a collection of its type? Could it be described 

as an outstanding example or iconic – either within your organisation’s 

collections, of wider in the UK or worldwide? 

 Is it interesting as a typical example of its type, with different characteristics 

that make it stand out from similar collections? 

 Is it a collection that is rarely accessible for viewing or for research compared 

with similar known collections in your organisation or elsewhere? 

 Is it the only, or the best example of this type of collection or subject, available 

to one of your audiences, region or community?  

 Is it the only, of the best example in the region, country, or worldwide?  

  
Condition/Completeness  

 Is the collection intact/complete? If digital – is there a reliable audit trail which 

ensures it is accurate and unchanged?  

 Is the collection in good condition? Is it in better condition than other similar 

collections? 

 Can the collection be safely handled by researchers and staff? 

 If items in the collection have been damaged, does this tell you anything 

about its history, ownership or use? 



Archives Revealed: Cataloguing Grants   
 

19 
 

 If items in the collection have been repaired, does this tell you anything about 

its history or changes in ownership or use? 

 Has any repair been sympathetic and sensitive to the item?  

 Do you have a record of any repairs carried out while in your care? 

 Is there anything about the condition of the collection that would have 

resonance with one of your particular audience groups, region or community? 

 
Historical, Cultural or Scientific meaning 

 Does the collection reflect, illuminate or could be associated with a particular 
theme, person, group, organisation , event, place or activity of cultural, 
historical or scientific significance? This could relate to audiences locally, 
regionally or worldwide? 

 Does it reflect or illuminate the beliefs, ideas, customs, traditions or practices 
of any particular group or community? 

 Is the collection currently used for academic or other research, or for 
answering enquiries? If not – have you had any interest or enquiries from 
users about the potential use of the collection? 

 Has it ever been loaned or requested for loan for display or research use by 
other heritage organisations? 

 Does it have any special historic or cultural interest for one of your audience 
groups, your region or your community? 

 Does it have any relevance to a formal learning framework – such as the 

National Curriculum, or a current degree course, or a non-formal learning 

activity or group?  

 Does the collection help to enrich understanding of other items in your 
collection, or other collections elsewhere?  

 
Sensory and Emotional Impact 

 Do any of the items in the collection have a strong visual/sensory impact for 

your different audience groups?  

 Is there anything about the collection that might have particular resonance 

with one of your audience groups, your locality, your region or your 

community?  

 Is the use of language, format, or style in any way innovative or influential? 

Does the collection demonstrate or reflect outstanding creativity or innovation 

that would evoke a strong response?   

 Might the collection evoke a strong personal or cultural response? 
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 Is the impact of the collection affected by its condition? 

 Is it an outstanding example of design, technique, style or format which might 

have national or international significance – which would evoke a strong 

response from the user or audience member?  

 

Marketing/exploitability potential  

 Will access to the collection be controlled in any way – due to sensitivity, 

records closure periods etc? 

 Could the collection, or items within the collection, support marketing, income 

generation or profile raising for your organisation? Would this support tourism 

or economic activity in your region or community? 

 If it is available online (partial catalogue, or brief listing or summary) - is 

information about it regularly accessed?  
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Audiences, Use and Impact  

The assessment of applications by the Archives Revealed panel will focus on the 

significance of the collection alongside an assessment of how much the cataloguing 

is needed by users and audiences of the archive service and the impact the 

cataloguing will have on access to the collection. 

You do not need to demonstrate that the collection will be needed and used by all 

types of audience group – you can still apply for projects that will appeal to identified 

audience groups. However – be careful that your audience focus is not too narrow, 

or directed at a niche group, as it will be challenging to argue for wide impact, or 

justify the value for money for a funding grant. Please contact us if you have 

concerns about the breadth or niche focus of your identified audiences.    

22. Please provide evidence of the need for this collection to be catalogued, 

and how the project will improve access to the catalogued collection? (max 

800 words) 

23. Please upload any evidence to support your statement. This could include 

usage statistics (if available) and letters of support. 

Demonstrating need: As the collection will not have been catalogued at all or not in 

sufficient detail, finding the evidence of need can be challenging. Spend some time 

developing a clear understanding of the audiences who are already interesting in the 

collection, or would potentially be interested in the collection should the project go 

ahead. When writing your statement of need, keep your intended audiences in mind.  

To assess the level of need for the collection to be catalogued applicants should 

consider the following questions and provide an analysis of why the cataloguing of 

your identified collection is needed by your users and by the archive service itself. 

 Why was this collection a high priority for your organisation to catalogue? Was 

the need of your user’s part of your decision making or methodology for 

prioritising your cataloguing?  

 Have you identified who the key users of the collection are, who might 

potentially use the collection when the project is complete, and which 

audience group might be impacted the most by the cataloguing project?  

 Consider whether the intended audience reach might be considered small or 

too niche? What will the impact of the catalogue be on your audience? Have 

you considered ways to extend the interest in the collection to wider 

audiences?    
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 If the collection is already in research use do your usage figures provide an 

indication that when catalogued the collection could be in demand? This could 

be evidenced by mid to high usage figures for an uncatalogued collection. 

 If the collection has been partially catalogued, or catalogued to collection level 

only, do you have any usage figures for the collection?   

 If the collection is not catalogued at all - does your archive service receive any 

enquiries about the collection, even though it is not catalogued? Have you 

received many requests to have the collection catalogued?  

 If the collection has been mentioned or summarised on your webpages – did 

those pages generate activity or comment?  

 Do you use the collection to respond to enquiries? How often do you use it? 

As staff might have a better idea about the content of the collection, do they 

think the collection has the potential for high research use? 

 Do you know anyone who has used the collection that could provide a 

testimonial or letter of support about the need for the project to take place? 

 Do you know of anyone who wants to use the collection that would provide a 

testimonial about its potential value and research use?  

 If the collection has not been used yet - do you have usage figures for a 

similar collection that might provide an indicator of potential use? 

 Does another archive service have a similar collection that is catalogued 

which you could ask for comparable usage figures?  

 Do you envisage that the collection will be highly used once it has been 

catalogued? If so – what has led you to come to that conclusion? 

 Why now? Is there a pressing need for the cataloguing/enhancement to take 

place soon? Is there an event or anniversary that the collection will be needed 

to be accessible for?   

Demonstrating improvements to access: Archives Revealed expects that your new 

catalogue will be available online and the collection will be regularly available for 

research. To demonstrate how the project will improve access to the catalogued 

collection, please briefly describe the existing access arrangements (partial 

catalogue, opening hours, charges for access if applicable, any access restrictions 

due to sensitivity, data protection or copyright), followed by an overview of how you 

intend to ensure your newly catalogued/enhanced collection will be an improvement 

on your existing arrangement perhaps leading to a better online presence, and how 

you will reach wider/new audiences for example with social media activities, working 

with new partners, and developing new events or adding to existing events.  
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It is especially important for projects that seek to improve an existing catalogue that 

you clearly identify the issues caused by the current standard of cataloguing, and the 

difference the improved catalogue will make for users.  

This does not need to involve a high level of detail as this aspect will be explored in 

more depth at phase 2, but Archives Revealed is keen to award funds to projects 

that can demonstrate a transformational impact for their users and their service.  

You can upload any available usage statistics as supporting documents and a 

maximum of two testimonials or letters of support – as evidence to support your 

statement of need and access improvement. Please do not continue your prose 

argument as an uploaded document, as this will not be counted towards your 

assessment and may be considered as infringing the word limits for applicants.  

Uploads should be restricted to testimonials and statistical reports providing 

evidence to back up your statement of need/access.  
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Collections Management 

 

24. What professional staffing provision will you make to deliver this project? 

(400 words maximum)  

In your response to this question you will need to cover: 

 How you are using professional archive staff to deliver the project 

 How you will use professional archive staff to support the collection and 

archive service after the completion of the project  

 Your approach to using volunteers in the delivery of the project  

 Your commitment to the ARA salary recommendations for archive staff 

This question relates to how your archive service will provide appropriate staffing to 

successfully deliver the cataloguing project, and support the catalogue after the 

project has been completed.  

Project delivery 

Archives Revealed requires assurance that you have planned for appropriately 

qualified staff to deliver the project. The intellectual control for the cataloguing 

arrangement and approach should be undertaken by an appropriately qualified 

archivist, and a qualified archivist should be taking a leading role in the cataloguing 

of the collection.  

Therefore, in your response, you should provide outline information on how the 

delivery of the project will be supported by professional staffing. For example, you 

could employ additional professional staff for the duration of the project either to 

undertake the cataloguing or to backfill an existing member of staff who would 

undertake the cataloguing.  

Post project delivery 

Archives Revealed also requires assurance that the collections catalogued during 

the project will be available long after the project’s completion, and will be cared for 

in a way that guarantees long-term sustainability. This is more likely to be 

successfully achieved where there is appropriate professional support in place at the 

archive service.  
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Therefore, in your response, you should provide information on who will be 

responsible for the collection after the completion of the project. If your organisation 

does not employ professional archive staff, or will not be continuing to employ 

professional archive staff after the completion of the project, please prove assurance 

as to how you will ensure your archive service has access to professional archive 

support in the long term.  

Use of volunteers  

While a member of staff with appropriate archive qualifications should be taking the 

leading role in delivering the cataloguing project, you can also use volunteers to 

support the project delivery. Some activities can by fulfilled by non-professional staff, 

including interns and volunteers, with appropriate structured training and support 

provided.  

Archives Revealed is committed to the National Archives Guidance for Volunteer 

Cataloguing in Archives produced by Red Quadrant in 2018. Please see this 

guidance for further advice about how to approach the use of volunteers in your 

project. Please contact us at archivesrevealed@nationalarchives.gov.uk if you have 

any questions about working with volunteers, and the extent of their role in the 

project. 

http://www.nationalarchives.gov.uk/documents/volunteer-cataloguing-in-archives.pdf 

Salaries for archive staff  

Archives Revealed expects that professional staff funded through the Archives 

Revealed programme should be paid in accordance with the ARA Salary 

Recommendations published in August 2018. Please describe your approach to 

salary levels for the staff funded by the Archives Revealed programme.  

Please contact us as soon as possible before submitting your application if your 

organisation is likely to have an issue with salary levels.  

Archives Revealed fully supports the work of the ARA Pay Review Group in 

advocating for improved salaries for archive professionals. However, both ARA and 

The National Archives recognise that it may take some time for employers to 

incorporate its recommendations.  

If your organisation is not able to meet the ARA Salary Recommendations, we 

expect that applicant organisations use the Archives Revealed application process to 

mailto:archivesrevealed@nationalarchives.gov.uk
http://www.nationalarchives.gov.uk/documents/volunteer-cataloguing-in-archives.pdf
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encourage their parent organisations to consider flexibly and creatively how they 

might meeting the recommended salary levels. We expect that applicants will have 

started conversations with their parent organisation in relation to professional salary 

levels and how to approach achieving them.  

In the 2018-2019 funding round, applicants were able to work with their parent 

organisations on salary improvements. Two thirds of the projects awarded funding 

either met or exceeded the ARA Salary Recommendations, and a further two 

applicants were less than £700 short of the recommended salary.  

 

25. Please upload your most recent collections care policy, 

preservation/conservation policy, or digital preservation policy?  

Archives Revealed needs to have assurance that the catalogued collection will be 

appropriately cared for and stored during and after the project has taken place. We 

expect your archive service to have a current preservation/conservation policy (or 

digital preservation policy for digital collections) which sets out the standards which 

you apply to protecting and storing archives, a summary of storage conditions, and a 

commitment to the long term preservation of the collections in your care. The 

appropriate document(s) should be uploaded to support your application.  

NOTE: If you do not upload a relevant preservation/conservation policy (or digital 

preservation policy) your application will be not proceed to panel assessment. 

Please contact us if you require further information or advice on this aspect of the 

application – archivesrevealed@nationalarchives.gov.uk   

26. Is the archive service catalogue available online?  

While Archives Revealed anticipates that your organisation may only have some 

catalogues or lists available online, we expect that the catalogue of the selected 

collection will be made available online in some form. This might be through your 

own website, through TNA’s Discovery, or by contributing to one of the national 

networks such as Archives Hub or AIM25. If the collection has already been partly 

catalogued, or catalogued to collection level, is this catalogue available online?  

Please contact us on archivesrevealed@nationalarchives.gov.uk if you have difficulty 

with this or require further assistance.  

 

mailto:archivesrevealed@nationalarchives.gov.uk
mailto:archivesrevealed@nationalarchives.gov.uk
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Submitting your Application    

By submitting an application on the online application system, you are agreeing that 

the information you are submitting is accurate to the best of your knowledge and you 

have the authorisation of your organisation and/or any partner organisations to make 

the application to Archives Revealed Cataloguing Grants.   

 

In the 2019/2020 funding round we are using a new grants management system, 

with an online application interface, for applicants to complete and submit their 

applications. Guidance on how to use this system is available separately.   

 

Please email archivesrevealed@nationalarchives.gov.uk if you have any issues or 

problems with registering for the online system, or completing your application 

online.  

 

 
 

mailto:archivesrevealed@nationalarchives.gov.uk

