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SPIRT Recordkeeping Metadata Project

Working within the context of a range of metadata related initiatives in Australia and elsewhere,
the Recordkeeping Metadata Project aims to comprehensively specify and codify recordkeeping
metadata in ways that enable it to be fully understood and deployed both within and beyond the
records and archives profession.
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About the project

Working within the context of a range of metadata related initiatives in Australia and elsewhere,
the Recordkeeping Metadata Project aims to comprehensively specify and codify recordkeeping
metadata in ways that enable it to be fully understood and deployed both within and beyond the
records and archives profession.

The conceptual basis for the Recordkeeping Metadata Project is located in Records Continuum
thinking and practice as it has evolved in Australia over the last half century. One of the keys to
understanding the Project's approach to what metadata needs to be captured, persistently linked to documentation of social and business
activity, and managed through time and space, lies in the continuum view of records. In continuum thinking, records are seen not as
passive objects to be described retrospectively, but as agents of action, active participants in business processes and technologies.

Much of the initial thinking about documents on the Internet involved a translation of the paper paradigm. Paper minds see records and
other information objects as passive things to be acted upon, rather than as active participants in business processes. In the networked
environment and the newly emerging information paradigms, the document-like information object (DIO) can itself become the agent of
action. A simplistic, passive notion of DIOs, which sees them as existing only to provide and disseminate information, will not further the
requirements of organisations, government and individuals for information objects which can act as the transactors of business. The
recordkeeping perspective links the dynamic world of business activity to the passive world of information resource.

Another key to the approach being taken in the Project is found in the way description is conceptualised in continuum thinking.
Description in the continuum encompasses recordkeeping processes that capture and inextricably link authoritative metadata to
documents created in the context of social and business activity from the time of their creation and throughout their life span.
Description-related processes begin at or before records creation and continue throughout the life span of the records. Their primary aim
is to provide the intellectual controls that enable reliable, authentic, meaningful and accessible records to be carried forward through time
within and beyond organisational boundaries for as long as they are needed for the multiple purposes they serve.

A fundamental premise of the Project is that it is possible to identify, categorise, label, and present in a formal, standardised way the
metadata that supports recordkeeping through time and space - regardless of where, when or how that metadata is captured.

Genesis of the Project

The immediate genesis of the Project lies in the increasing opportunities for information accessibility and the transaction of business
electronically in networked environments and a dawning recognition of the recordkeeping risks associated with 'getting Australia on line.'

The broader social context of the Project is the need to enable society, government, commerce and individuals to continually access the
information they need to conduct their business, protect their rights and entitlements, and securely trace the trail of responsibility and
action in distributed enterprises, i.e. in enterprises operating in networked environments in local and global domains. Maintaining reliable,
authentic, and useable evidence of transactions through time and space has significant business, social, and cultural implications as
records provide essential evidence for governance, accountability, memory, and identity purposes. They support democratic rights of
review and the transmission of our cultural heritage.

A further very significant factor in shaping the Project was the recognition that to manage records effectively in distributed networks it is
essential to develop recordkeeping metadata regimes that are compatible with the metadata development framework initiatives in the
broader metadata community. Among other things, this will ensure that records, including those of continuing value, can be accessed
with an array of other types of information resources through common user interfaces. This approach also acknowledges that records can
provide a rich source of enterprise information and promotes their exploitation and reuse for reasons unrelated to the business or social
activity they document.
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Methodology

Conceptual Modelling
Literary Warrant Analysis
Mapping Metadata
Metamodelling
Empirical Instantiation

Conceptual Modelling
Conceptual modelling of records in their business and socio-legal context is being undertaken to provide the conceptual framework for
the project. So far three high level Conceptual Models have been developed.

Literary Warrant Analysis
Analysis of literary warrant for recordkeeping is being undertaken to discover authoritative sources for the specification of recordkeeping
metadata. National and international standards, statements of best practice and research project outcomes are being examined to identify
recordkeeping metadata related requirements throughout the continuum. Examples of the literary warrant for recordkeeping include:

AS 4390.1-1996 Australian Standard: Records Management, (Homebush: Standards Australia, 1996);
Australian Common Practices Manual
US Department of Defense DOD 5015.2-STD, Design Criteria Standard for Electronic Records Management Software Applications
(November 1997), http://jitc.fhu.disa.mil/recmgt
University of Pittsburgh, School of Information Sciences, "Functional Requirements for Evidence in Recordkeeping",
http://www.sis.pitt.edu/~nhprc/
University of British Columbia, School of Library, Archival and Information Studies, "Protection of the Integrity of Electronic Records
Project", available from http://www.slais.ubc.ca/users/duranti/;

Mapping Metadata 
An iterative process of conceptually mapping the elements of the Recordkeeping Metadata Schema against elements in existing "best
practice" generic sets, and elements in recordkeeping specific metadata sets is being undertaken. Examples of the metadata sets being
mapped include:

Dublin Core (http://purl.oclc.org/dc)
Australian Government Locator Service (AGLS) (Manual for Users, Version 1.1: 1999-06-09, (Canberra: Office of Government
Online and National Archives of Australia, 1999), (http://www.naa.gov.au/recordkeeping/gov_online/agls
/user_manual/intro.html)
BAC, Business Acceptable Communications Model (University of Pittsburgh, School of Information Sciences, "Metadata
Specifications Derived from the Functional Requirements: A Reference Model for Business Acceptable Communications"),
(http://www.sis.pitt.edu/~nhprc/meta96.html)
ISAD(G) and ISAAR (International Council of Archives, General International Standard Archival Description, ISAD(G), and the related
International Standard Archival Authority Record for Corporate Bodies, Persons, and Families, ISAAR(CPF) (Ottawa, 1994),
(http://www.ica.org/cgi-bin/ica.pl?04_e)
EAD (Encoded Archival Description Application Guidelines Version 1.0, prepared by the Encoded Archival Description Working
Group of the Society of American Archives (Chicago: SAA, 1999); (http://lcweb.loc.gov/ead/)
VERS metadata set (Public Record Office of Victoria, Victorian Electronic Records Strategy Final Report, 1998)
(http://www.prov.vic.gov.au/vers/welcom.htm )
Recordkeeping Metadata Standard for Commonwealth Agencies (National Archives of Australia),
(http://www.naa.gov.au/recorkeeping/control/rkms
/summary.htm)

Metamodelling 
Metamodelling of metadata elements is undertaken using two formal modelling techniques - the Resource Description Framework, RDF,
and Object Role Modelling, ORM.

The initial aim of the metamodelling was to highlight inconsistencies and gaps in the RKMS, enable precise description and rigorous
structuring of the RKMS, provide for better specification of relationships to other schemas, and serve as a graphical means of
communicating the RKMS.

Further exploration of features such as the use of qualifiers, the extensibility of metadata sets, the depiction of relationships, and the
identification, description and mapping of schemas is also being undertaken using metamodelling.

Relationship Models which use RDF to depict the relationships between and amongst the Business, Agents and Records Entities in the
RKMS are a particularly significant aspect of this metamodelling.

Empirical Instantiation
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Populating metadata elements with examples is undertaken to highlight inconsistencies or gaps in the metadata syntax and semantic
expressions within the set and also to provide guidance to potential implementors on the application of the metadata syntax.

The examples selected for inclusion with the final RKMS are fictionalised from 'real-world' requirements for records and recordkeeping
description.

This process assisted in refining the metadata syntax and semantics and also highlighted areas of further exploration, particularly those
associated with persistent identification, the depiction of complex relationships and the identification, description and mapping of
inherited metadata schema.
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Deliverables

Australian Recordkeeping Metadata Schema (RKMS)
Input to Australian National Standard
Conceptual and Relationship Models: Records in Business and Socio-legal Contexts
Classification of Recordkeeping Metadata by Purpose
Metadata Concept Maps

Australian Recordkeeping Metadata Schema (RKMS)

The main deliverable of the Project so far is the Australian Recordkeeping Metadata Schema (RKMS). Development of the Schema was
funded by the Australian Research Council and industry partners through the 1998-99 SPIRT Recordkeeping Metadata Research Project,
Recordkeeping Metadata Standards for Managing and Accessing Information Resources in Networked Environments Over Time for
Government, Commerce, Social and Cultural Purposes.

The RKMS provides:

a standardised set of structured recordkeeping metadata elements;
a framework for developing and specifying recordkeeping metadata standards;
a framework for reading or mapping metadata sets in ways which can enable their semantic interoperability by establishing
equivalences and correspondences that can provide the basis for semi-automated translation between metadata schemas.

Input to Australian National Standard

Within the Australian archival community the joint Australian Society of Archivists/Australian Council of Archives Committee on Descriptive
Standards has endorsed the Recordkeeping Metadata Schema (RKMS) as a framework for the Committee's future work on the
development of domain specific recordkeeping metadata and archival descriptive standards. The Standards Australia Committee IT/21,
responsible for AS4390 Australian Standard: Records Management, recently adopted a proposal by the Chair of this Committee to
develop the Recordkeeping Metadata Schema into a framework Australian Standard for Recordkeeping Metadata. A sub-committee of
IT/21, chaired by Adrian Cunningham, has been set up to oversee the development of the standard.

Conceptual and Relationship Models: Records in Business and Socio-Legal Contexts

Three high level Conceptual Models have been developed to provide the conceptual framework for the Project. They model records in
their business and socio-legal contexts. Relationship Models have also been developed to depict the complex, multiple relationships that
exist between records and records context entities.

Classification of Recordkeeping Metadata by Purpose

In the initial stages of the Project, the recordkeeping requirements that explicitly or implicitly pointed to the need to capture descriptive
metadata were identified as being associated with the following range of recordkeeping purposes:

Unique identification of records
Authentication of records
Persistence of records content, structure and context (involving fixing their content, ensuring that their structure can be rendered,
and maintaining sufficient context to preserve their meaning over time and beyond their context of creation)
Administration or resolution of terms and conditions of access, use and disposal
Tracking and documenting of recordkeeping event history
Discovery, retrieval and delivery to authorised users together with other types of information resources through common user
interfaces
Interoperability in networked environments.

Research Project Team member Kate Cumming tested this hypothesis using a methodology based on the analysis of the literary warrant
for recordkeeping in standards and statements of best practice. The outcome of her analysis is a Classification of Recordkeeping
Metadata by Purpose.

Metadata Concept Maps

Research Project Team member Kate Cumming is developing a series of conceptual maps that provide element to element mapping of
the RKMS set with related metadata sets.

The maps enable a comparison of the meaning and purposes of metadata. Common elements, overlaps, redundancies and gaps are
identified. Equivalences and correspondences between different sets of metadata are formally identified, and elements are linked to
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recordkeeping metadata purposes. The maps also enable an evaluation of the adequacy of specific metadata sets for the purposes they

are designed to serve, and will provide the basis for interoperability between sets.
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Ongoing research

Re-Modelling the RKMS Set
Identifying and Describing Metadata Schemas
Formal Mapping of Metadata Schemas
Persistence and New Recordkeeping Paradigms
RKMS Business-Recordkeeping Functions and Activities Scheme
RKMS Entity Relationship Scheme

Re-modelling the RKMS Set
The current RKMS conceptual framework, and its instantiation in terms of metadata element sets will be re-examined, perhaps in terms
of different "views" of the set, e.g. modelling may focus on "events", or treat "relation", "mandates" and "business rules" as entities
rather than elements.

Part of this work will include further meta-modelling in RDF and ORM of the full RKMS metadata set, as well as its sub-sets and layers.
The population of the metamodels with more extensive examples, enabling further testing and validation, is also planned.

Also under investigation is a more complete depiction and expression of the complex relationships identified in the RKMS. The
Recordkeeping Metadata Project has extended the Australian Series System's complex notions of recordkeeping relationships and
understandings of their fundamental importance in defining the record's context. The RKMS has also pushed the description of
relationships beyond the requirements of other information resource metadata sets. While the conceptual understandings of relationships
is well developed in the RKMS, issues to do with the taxonomy of relationships, the precision of the depiction of relationships and the
metadata expression of such relationships is a fruitful area for future research in both the recordkeeping and wider metadata
communities.

One of the preliminary findings of the modelling of examples of relationships undertaken so far is that many of the relationships in a
recordkeeping context may be three- or even four-way relationships. Many of the binary relationships expressed in the modelling implicitly
assumed a third or even fourth party to the relationship. For example, a binary relationship between Agents might be described as a
"predecessor-successor" relationship. However implicit in this description is the unstated fact that the inheritance of a Business Function
is the basis for defining the relationship as one of "predecessor-successor". Similarly when a relationship between an Agent and a Record
Object is described as being one of "created by", implicit in this description is the understanding of what it means to be a "records
creator" (a records creator is defined in terms of the responsibility of an Agent for the function, activity or transaction documented in the
record).

Although the RKMS set defines many aspects of relationships, they are not depicted as primary entities in the RKMS conceptual model. It
was decided that modelling relationships as entities in this view of the RKMS would distract from the task of defining metadata for the
primary recordkeeping entities (Agents, Business, Records). However, given the complexity and importance of relationships in defining
records context and the possibility that depicting only binary relationships is too limiting, this decision will be revisited as part of the re-
modelling work.

Identifying and Describing Metadata Schemas 
Most metadata communities envisage use of metadata elements, qualifiers and schemes from external metadata schemas. Use of
external metadata requires mechanisms for including and defining external metadata schemas. An exciting area for further research that
is closely related to the establishment of metadata registries is the development of metadata sets to better define and describe schemas.
Recordkeeping description metadata has unique needs in this regard. For recordkeeping purposes, the external schemas may need to be
described in terms of their period of validity, authority and so on.

Future work includes the development of a RDF schema for RKMS. RDF has mechanisms for defining metadata schemas. RDF has
mechanisms for including external metadata schemas and capturing the complex metadata structure found in RKMS (value components
etc.). RDF also has the feature of having an XML syntax (Extensible Markup Language, http://www.w3.org/TR/REC-xml). XML has a
number of features useful for archival descriptions: it is unambiguous, easy to generate and read (by a computer), extensible, supports

internationalisation, and is platform-independent. RDF/XML can also be self-describing - that is, an RDF/XML description can contain a
pointer to a definition of its own structure.

Formal Mapping of Metadata Schemas
The metadata community as a whole is only beginning to explore the complexity of, and relationships between, the schemas that govern
and control metadata elements, qualifiers, and values. Mapping techniques that can more rigorously depict and map the
interrelationships between them are needed.

The development of the Recordkeeping Metadata Project has involved extensive mapping of recordkeeping metadata sets. The RKMS has
been designed as a framework in which other sets can be mapped against each other. The framework enables the metadata in specific
implementation sets to be read against the standardised descriptions of recordkeeping metadata elements and qualifiers provided by the
Schema. This facilitates the discovery of equivalences and correspondences between them. The capacity for achieving semantic
interoperability between specific implementations of metadata when mapped against a standardised set is one of the resulting benefits
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for the recordkeeping community, nationally and internationally. However, currently, these mappings are presented in comparative tables
of elements and qualifiers, or as text. There is a further research need to formalise these mappings in terms of the metadata data model.
This formalisation would make the mappings amenable to machine processing, allowing semi-automated translation between metadata
schemas. This could also enable metadata, implemented in legacy systems, to be translated by current metadata schema, thus making

the metadata interoperable in current system environments.

Persistence and New Recordkeeping Paradigms
The RKMS was conceived as implementation neutral. The Schema specifies in a formal, standardised way the layers of metadata needed
to support persistence of records in their business contexts through time and space for as long as they are of continuing value. It does not
define any technological restrictions on how its elements are to be incorporated into systems, presume the use of any particular software
architecture, or specify where, when, or how the metadata will be captured.

In the short-term, uncertainties about persistence may lead to implementation of recordkeeping metadata in records-centric ways - if
other systems cannot be trusted to sustain the links over time, then metadata must be brought explicitly within the boundaries of the
records system itself. This might involve capturing metadata directly into the records system or importing it from the other enterprise
systems in which it was originally created.

Issues of persistence currently manifest themselves in the RKMS Identifier element. One important use of this element is to point or
provide a link to the description of an entity. It must therefore be able to uniquely identify the entity in the broadest domain in which it is
likely to be used as a pointer or link. Sometimes there are global or universal schemes of identifiers in place, e.g. the ISBN in the global
publication world or Australian Company Numbers in Australia. However, for many entities there are no comparable schemes in place. For
this reason the identifier element may need to include "domain" information about the broader context of the entity.

The value of the Identifier element is a text string that acts as a reference to the entity. In general, understanding this reference involves
understanding the context of the reference. For example, the identifier "ACN 052 372 577" is probably understandable within an
Australian context as an Australian Company Number, but would probably not be well understood outside Australia. For this reason, it is
recommended that identifiers contain context information that allows understanding beyond the immediate domain of application. For
instance, the previous example could be better written as "[Australian Securities and Investments Commission, Australian Company
Number] ACN 052 372 577".

The RKMS also addresses some persistence issues by allowing record context to be embedded within metadata descriptions rather than
being captured as a link to an external entity. For example, Business-Recordkeeping activities are captured either separately from the
Records as Business-Recordkeeping entities referenced from a Records entity description, or within the description of the Records entity
itself using the Appraisal, Control, Preservation, Retrieval, Access, and Use metadata elements. In this way, the RKMS has been designed
to allow both the separated and record-centric description of recordkeeping business. Record-centric description ensures that the
Business-Recordkeeping descriptions are more accessible over time and space (within the description of each Record).

Future work could include the investigation of new paradigms for implementing recordkeeping systems to ensure persistence through
space and time. One possibility is that recordkeeping metadata may occur in integrated systems environments with some recordkeeping
metadata being embedded in or encapsulating self-managing records objects, and other recordkeeping metadata being created and
maintained in linked document management, workflow, enterprise knowledge management and archival systems. The viability of such an
implementation strategy will depend on the feasibility of achieving persistent associations through embedding, encapsulation or the
establishment of robust links between record objects and metadata created and maintained in other systems. The Recordkeeping
Research Project intends to track technologies aimed at achieving persistent association, and applying them to the recordkeeping context.

RKMS Business-Recordkeeping Functions and Activities Scheme
This Scheme is still under development. The values for the element qualifers for the Records.Appraisal through Records.Use and the
Records.EventHistory.Type value component are derived from the classification of Business-Recordkeeping activities currently defined in
this Scheme. Therefore they are limited to the activities identified so far. Further delineation and definition are anticipated.

RKMS Entity Relationship Scheme 
This Scheme is under development. For further details of ongoing resercah on relationships see Re-modelling the RKMS Set.
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Publications

Describing Records in Context in the Continuum: the Australian Recordkeeping Metadata
Schema 
Archivaria (48) Fall 1999 
Authors: Sue McKemmish, Glenda Acland, Nigel Ward and Barbara Reed

Metadata and ISO 9000 Compliance 
Information Management Journal 34 (1) January 2000 
Authors: Sue McKemmish and Wendy Duff

Towards a Framework for Standardising Recordkeeping Metadata: The Australian Recordkeeping Metadata Schema
Records Management Journal, UK, 9 (3) December 1999. 
Authors: Sue McKemmish, Glenda Acland and Barbara Reed

Documenting Business: The Australian Recordkeeping Metadata Schema 
Paper for ADCS'99, Australasian Document Computing Symposium, December 1999 
Authors: Glenda Acland, Barbara Reed and Sue McKemmish

The End of the Beginning: The SPIRT Recordkeeping Metadata Project 
Paper for Archives at Risk: Accountability, Vulnerability and Credibility, 1999 Annual Conference of the Australian Society of Archivists,
July 1999.
Authors: Glenda Acland, Kate Cumming and Sue McKemmish 
An on-line presentation relating to the paper is also available.

Accessing Essential Evidence on the Web: Towards an Australian Recordkeeping Metadata Standard. 
First published in The Web after a Decade: Proceedings of AusWeb99, the Fifth Australian World Wide Web Conference, April 1999.
Authors: Sue McKemmish and Glenda Acland 
An on-line presentation including a narrated Case Study relating to the paper is also available.

Metadata Mania: Use of Metadata for Electronic Recordkeeping and Online Resource Discovery 
First published in Place, Interface and Cyberspace: Archives at the Edge, Proceedings of the 1998 Conference of the Australian Society of
Archivists, Fremantle 6-8 August 1998.
Authors: Sue McKemmish, Adrian Cunningham and Dagmar Parer

Towards Frameworks for Standardising Recordkeeping Metadata 
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Glossary

ACPM, Australian Common Practices Manual: The Australian Society of Archivists
commissioned Chris Hurley to collect and systematise information about how Australian archival
institutions structure and use descriptive data. The outcome was the Australian Common
Practices Manual. It is descriptive of Australian common practice within a conceptual framework
which presents information about descriptive data in relation to four kinds of entities -
ambience, provenance, records and contents entities. Ambient entities refer to organisations,
families, and groupings of agencies by jurisdiction or competence; provenance entities to
persons and corporate bodies which create, maintain, control or use records; records entities to record aggregates; and content entities
to record items.

(Chris Hurley, "Data, Systems, Management, and Standardisation", Archives and Manuscripts 22 (2) November 1994, pp. 338-59.)

Archives: See Records

BAC: The Business Acceptable Communications model envisions records as dynamic, self-managing metadata encapsulated objects.
The metadata is specified in layers, namely the handle (or identification), structure, content, context, terms and conditions, and use
layers. The context metadata is most relevant to the immediate transactional business context of the record, and does not provide for
description of the broader contexts in which records are created and used.

(University of Pittsburgh, School of Information Sciences, "Metadata Specifications Derived from the Functional Requirements: A
Reference Model for Business Acceptable Communications", http://www.sis.pitt.edu/~nhprc/meta96.html)

Description in the Records Continuum: a complex multi-layered recordkeeping function that is carried out through a series of parallel
and iterative processes that capture and manage recordkeeping metadata. Description-related processes begin at or before records
creation and continue throughout the lifespan of the records. Their primary aim is to provide the intellectual controls that enable reliable,
authentic, meaningful and accessible records to be carried forward through time within and beyond organisational boundaries for as long
as they are needed for the multiple purposes they serve.

EAD: Encoded Archival Description was designed to provide a data structure standard for archival finding aids so that they could be
made available via the Internet, thus providing ready access to detailed information about archival collections. It further provides for the
embedding or linking of digitised images of archival materials.

(Encoded Archival Description Application Guidelines Version 1.0, prepared by the Encoded Archival Description Working Group of the
Society of American Archivists, SAA, Chicago, 1999; EAD elements are also listed at http://lcweb.loc.gov/ead/)

ISAD (G): The General International Standard for Archival Description provides a standardised set of elements for describing records in
archival custody (archives), its main objective being to facilitate access by researchers. It enables the description of archives at various
levels of aggregation. Its companion standard, ISAAR (CPF), enables the descriptions of archives using ISAD(G) to be linked to
standardised information about records creators.

(International Council of Archives, General International Standard for Archival Description, Ottawa, 1994, and the International Standard
Archival Authority Record For Corporate Bodies, Persons, and Families, Ottawa, 1996, are available via http://www.ica.org/cgi-bin/ica.pl?
04_e)

Metadata: generically defined as "structured data about data". Descriptive metadata is simply a new term for the type of information that
has existed in records and archives systems throughout time. Traditional archival finding aids, index cards, file covers, file registers, the
headers and footers on paper documents, and all of their computerised counterparts are rich in metadata that helps recordkeepers to
identify, describe, authenticate, manage and provide access to records.

Metadata Schema: a semantic and structural definition of the metadata used to describe recordkeeping entities. A schema describes the
names of metadata elements, how they are structured, their meaning etc. The metadata community also refers to a metadata schema as
a metadata set or specification.

ORM: Object-Role Modelling is a method for designing database models. It is a conceptual modelling approach, that is, it specifies the
model using concepts and language easily understood by non-technical users. It views the world in terms of objects, and the roles they
play. Using the associated conceptual schema design procedure, these objects and roles are discovered and expressed using elementary
natural language sentences. Object-Role Modelling is particularly suited to the task of modelling a metadata schema (that is,
metamodelling). Firstly, it is more expressive than many other data modelling techniques (such as Entity-Relationship modelling). This
expressiveness allows a high level of detail to be included and hence more rigorous analysis. Secondly, an ORM diagram can be
populated with data examples, allowing for validation by an expert using natural language and examples from the profession or domain
being modelled.
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(T. Halpin, Conceptual Schema & Relational Database Design, Second Edition. Prentice Hall Australia, 1995)

Recordkeeping: making and maintaining complete, accurate and reliable evidence of business transactions in the form of recorded
information. It includes:

The creation of records in the course of business activity and the means to ensure the creation of adequate records.
The design, establishment and operation of recordkeeping systems.
The management of records used in business (traditionally regarded as the domain of records management) and as archives
(traditionally regarded as the domain of archives administration).

(AS4390-1966. Australian Standard Records Management, Part 2: Responsibilities, pp. 5-6, 5.1.3)

Recordkeeping Metadata: standardised information that identifies, authenticates, describes, manages and makes accessible through
time and space documents created in the context of social and business activity. Traditionally some of this metadata has been captured in
records systems and some in archival control systems and finding aids. And some of it has been present in the physical form, ordering,
juxtaposition and location of records. Increasingly recordkeeping metadata is also captured in workflow, document management and
knowledge management systems, and it is essential to make what was before evident in the physicality of the record explicit in metadata.

Recordkeeping Processes: Recordkeeping processes:

'fix' documents which are created in the context of social and organisational activity
'preserve' them as evidence of that activity in ways that assure their accessibility for as long as they are of value to people,
organisations and societies - whether that be for a nanosecond or millennia.

Records (1): recorded information, in any form, including data in computer systems, created or received and maintained by an
organization or person in the transaction of business or the conduct of affairs and kept as evidence of such activity. 
Archives: those records that are appraised as having continuing value. 
(Note: the unifying concept of records which is inclusive of records of continuing value, i.e. archives.)

(AS4390-1966. Australian Standard Records Management, Part 1: General, pp.6-7)

Records (2): evidence of social and organisational activity that takes a documentary form. The records created in the course of doing
business capture in documentary form the business done.
A record has:

'Fixed' content that accurately captures the business being done
A 'fixed' structure that can continue to be re-presented over time
Enough persistently linked information about its business context to be meaningful through time.

Increasingly in an electronic environment, a record's content is captured and stored as data, and its structure and context is captured and
stored as metadata.

(Note: This RKMS definition of Records extends that found in AS 4390)

Records Continuum : Records continuum approaches are based on establishing an integrated regime of management processes for the
whole of the records existence. Records continuum thinking focuses on the unifying purposes shared by all recordkeeping professionals
(records managers and archivists), defined as:

delivering frameworks for accountable recordkeeping regimes that enable access to essential, useable evidence of social
and business activity for business, social and cultural purposes for as long as it is of value.

(Sue McKemmish, "Yesterday, Today and Tomorrow: A Continuum of Responsibility", in Preserving Yesterday, Managing
Today and Challenging Tomorrow: Proceedings 14th National Convention RMAA, 1997. Perth, Records Management
Association of Australia, 1997, p.19)

In Australia, records continuum thinking and practice has defined a mission for recordkeeping professionals that brings together records
managers and archivists under the recordkeeping umbrella.

Records Systems: Records systems constitute a special type of information system. This was first clearly articulated by David Bearman
(in "Record-Keeping Systems", Archivaria 36, Autumn 1993, pp.16-37). Information systems are normally designed to keep information
that is

timely
non-redundant
manipulable.



Copyright © 2017 Monash University ABN 12 377 614 012 – Caution – CRICOS Provider Number: 00008C
Last updated: 23 November 2012 – Maintained by eSolutions Service Desk – Privacy – Accessibility information

Request an IT or web service

To act as records systems, they need to contain information that is:

time-bound
redundant
non-manipulable.

Managing records as evidence of social and organisational activity involves incorporating them into records systems that can:

carry them forward with their 'fixed' content
re-present their structure or documentary form
maintain sufficient contextual links to preserve their meaning through time.

Records systems ensure that transactions (records contents) are always linked to the contextual and structural information (metadata)
which makes them records, and that records can continue to be rendered (re-presented) over time.

RDF: The Resource Description Framework is a World Wide Web Consortium initiative to allow creation, exchange and use of metadata.
RDF provides a framework in which independent communities can develop metadata vocabularies that suit their specific needs and share
those vocabularies with other communities. RDF defines a language for describing these vocabularies that is influenced by ideas for
knowledge representation from the artificial intelligence and database communities.

(W3C RDF Homepage: http://www.w3.org/RDF)

VERS: The Victorian Electronic Records Strategy project developed functional specifications for an electronic archival system that
captures records and their descriptive metadata as PDF files. The descriptive metadata is also captured in an XML database for
management and resource discovery purposes. The metadata set specified as part of the VERS project is essentially a scaled-down
version of the Business Acceptable Communications Model metadata.

(Public Record Office of Victoria, Victorian Electronic Records Strategy Final Report, 1998, http://www.prov.vic.gov.au/vers/welcome.htm)
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