
Metadata properties 

Property Name Use obligation Description 

0. Entity type Mandatory The value of this property in regards to recordkeeping systems (or business systems containing 
records) will usually default to ‘record’. In other words, the systems metadata should be able to 
identify data that contains records. As an example, within HP RM/TRIM this is often identified by 
the various ‘record’ item types. 

1. Category Mandatory Will describe how the records are grouped together. Are they contained within ‘files’ or are they 
arranged/grouped together in some other way? As an example, within HP RM/TRIM this is often 
identified by the various ‘file’ item types. 

2. Identifier Mandatory A unique identifier for the entity, such as an identifier automatically assigned to a record registered 
into an electronic document and records management system (EDRMS). 

3. Name Mandatory The title or name given to the entity. Can assist in identifying the entity. To act as a resource 
discovery access point for users. To describe the functions and subjects documented in records. 
To enable searching for a name in its entirety. To provide contextual information about the 
standard, method or convention used to name entities. 

4. Date Range Mandatory Start and end dates and times associated with an entity. 

5. Description Optional A free text description of the entity. 

6. Related Entity Mandatory A means of identifying other entities in a relationship. 

7. Security 
Classification 

Mandatory To facilitate or restrict access to records, or to a particular business functions, activities or 
transactions by University staff, students or the public. To enable records to be appropriately 
identified and managed. To alert users to security restrictions on access to records. To prevent 
unauthorised access to records. 

8. Disposal Mandatory Information about current records authorities and the disposal/retention action that relates to the 
record 

9. Extent Mandatory The physical dimensions or logical size or duration of the record. To enable the informed selection 
of a storage medium for large of small numbers of records, records with large file sizes, or records 
that are frequently accessed. 

(Source from AS/NZS 5478:2015 p.17) 


