
 
Archive Handover Pack Specifications 

Introduction 

After records have been selected for permanent preservation in the Oil & Gas Archive – 
either through a records survey carried out by CtE or identified by an operator from CtE’s 
list of key records – the operator must compile an Archive Handover Pack to submit to CtE 
alongside the records themselves. This Pack will include:  

- A cover note summarising the history of the field; 
- A summary of the records series from the list of key records being submitted by the 

operator; 
- A register of the individual records that are being given to CtE; and 
- A copy of the University of Aberdeen’s deposit agreement 

The Handover Pack will be used to produce a catalogue for the collection and ultimately 
included in the University’s online Manuscripts & Archive Catalogue, which can be searched 
and browsed by members of the public. It is therefore important that the entries are 
accurate, clear and consistent, and provide adequate information to enable researchers to 
identify material relevant to their research. We also need the catalogues to comply with 
international archive cataloguing standards and the requirements of the University’s 
cataloguing software.  

The low per-item charge for the company record submission option is based on CtE being 
able to perform quality checks and verification quickly, which in turn relies on a good quality 
data being submitted in the register. Records with poor, incomplete or inaccurate 
descriptions will be returned to the operator, and the operator will still be charged the 
processing fee.  

This guidance outlines what information should be included in the Pack and specifies which 
descriptive attributes CtE requires in the register (and how these should be structured). 
CtE will check the Archive Handover Pack before the entries are ingested into the 
University catalogue to ensure it is in compliance with the International Standard of Archival 
Description. Capturing the Energy can provide companies with additional help and guidance 
on compiling the handover pack: email info@capturing-the-energy.org.uk. 

Cover note  

The cover note should provide information on the history of the field being archived. 
Record concisely any significant information on the discovery, exploration, operation, 
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management and decommissioning of a field. Introductory information provided in 
decommissioning programmes might be suitable to uses as the basis for a cover note. 

The cover note should ideally include: 

- Key dates in the history of a field: dates of discovery, exploration commencing, first oil, 
conversion to unmanned platforms, cessation of production and planned 
decommissioning timetables.  

- Location: NNS, CNS, SNS, WOS, Irish Sea etc; block on UKCS; region; distance from 
mainland (Aberdeen or other site). 

- Installations on the field: number, name and functions of platforms on the field; dates the 
platforms were constructed and installed; construction companies and methodology 
involved; weight, depth of water placed in and total height of platforms; description of 
platforms with details of the form of jackets (e.g. 8 legged steel jacket, concrete gravity), 
number and type (production/drilling/accommodation) of modules, and number of beds 
on the platform; working population of platform during production. 

- Operators involved since discovery, including details of handover dates and equity splits. 
- Pipelines that the field connects into.  
- Total production from the field cumulatively to cessation of production and estimated 

size of the reservoir. 
- Notable milestones, achievements or key incidents on the field. 

If any corporate histories about the company or field exist, please provide details in the 
cover note.  

Summary of the records series 

Please list the record series included in the handover, from the list of key records. 

Register of records 

This should include the following attributes: 

1. Series 
- Category of record from the list of key records provided by CtE. 

 
2. Reference Number 
- Record all reference numbers, document numbers, object identifiers or object names 

given to items by the company since the document was created. Please separate multiple 
entries with a semi-colon. 
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3. Title 
- Provide the title used in the document management system if this would be meaningful 

to someone with a reasonable knowledge of the oil and gas industry.  
- If there is no formal title, or if the formal title is misleading or incomprehensible, please 

construct a suitable title that summarises the contents of the item concisely. This might 
include a term indicating the form of the material and a phrase reflecting function, 
activity, subject, location, or theme. Avoid ambiguous descriptions such as ‘General 
Correspondence’ or describing material as miscellaneous. In most instances the title 
should not be longer than 15 words.   

- If the title contains abbreviations or acronyms that would be unclear to someone 
outside the company, please expand these and place the acronym in brackets e.g. 
‘Correspondence: Total Oil Marine (T.O.M.) to Lloyds Register’.  

- If the title in the document management system includes information about creating 
department or division or the items’ author or owner, please move this to the creator 
field.  

- If the title includes the dates the records cover, please move this to the date field. 
- If the title field contains any document management notes such as ‘box number not valid’ 

or ‘box missing’ please remove this from the title field before transfer to CtE. 
 

4. Date 
- Provide the date(s) when the item was created, ideally in the format yyyy or d mmmm 

yyyy but at the very least in a consistent format 
- If the item covers a number of dates, please put the date as a span e.g. yyyy-yyyy.  
- Please record at least a year.  
- Please ensure this is the date the records were produced, rather than the date the 

document was logged in the document management system. 
 

5. Extent 
- Record the extent of the unit of description by giving the number of pieces and the 

format (e.g. file, volume, photograph, plan, item, DVD/video, tape).  
- For electronic items, use the description 1 digital volume or 1 digital item and record 

the file size in KB, MB or equivalent.   
 

6. Format 
- Indicate whether the record is in a paper or digital format. 

 
7. Creator 
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- Please include any information recorded in the author, originator, discipline or function 

fields of a documentation management system (or any other fields that indicate 
individuals or departments that created, owned or edited the records).  
 

8. Revision information 
- Please include any information recorded in the Revision, Revision status or Edition fields 

of a documentation management system.  
 

9. Description 
- If the documentation management system contains a more detailed description of the 

record, please include this in this field. 
 

10. Date and author of description 
- Record who prepared the description (First name, Surname, position, company) and the 

date the entry was prepared. 

Deposit agreement 

The University’s standard deposit agreement is available on our website. The University’s 
Donation and deposit of records factsheet provides more information about the process of 
donating records to the University’s collections. 
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