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General comments:

There are very few differencesin the substance or content of the two metadata sets. The
differences are mainly derived from the more consistent structure and the additiona

detail provided by RKMS. RKMS captures more content information than I[U RMS, but
the most Sgnificant difference is the amount of information on records management
mandates, actions and history captured by the two sets. [lU RM S documents only disposa
authorization and actions taken, whereas RKMS alows for documentation of dl and any
records management actions (audit, custody transfer, declassification, publishing etc.)
RKMS metadata e ements that are not included in lU RMS are listed in Appendix I.

There are dso differencesin the way metadata e ements are categorized in the two sets.
In IlU RM S information on disposa and preservation of recordsis identified separately
and grouped together astwo individua categories Disposa Metadata and Preservation
History Documentation. In RKM S this metadata is viewed as an activity common to
many records management actions, and consequently, it is embedded into Terms and
Conditions, Structural, Contextual and History of Use Layers. Detailed comparison of the
grouping of metadata elementsin the two setsisin Appendix I1.

Some of the differences in metadata categories and e ements may result from the
different objectives of the projects. The design of RKMS s based on a consstent
theoretical analyss of arecordkeeping environment. As atheoretica congtruct, the
mode is designed to identify al possible metadata € ements required to support a
recordkeeping system maintaining complete, reliable and authentic records.

IU RMS, on the other hand, isfar less concerned with developing a theoretical mode of
metadata e ements than it iswith defining mandatory requirements that are judged to be
both important and cgpable of being implemented within their specific environment. The
god of the U specifications therefore is not to compile an exhaudtive listing of dl
metadata e ements, but rather to create a more focused and refined list of specifications
derived from adialogue with a variety of record creators and informetion managers on
what is needed and what is possible.



RECORDKEEPING METADATA SPECIFICATIONS: AT THE INDIVIDUAL
RECORD LEVEL
ALL METADATA INCLUDED IN THISLIST ISMANDATORY
DRAFT - July 6, 2001

**DENTIFICATION METADATA

--Record I dentifier

Definition: A unique identifier for the record

Purpose: To uniquely identify the record and to act as an access point to other data
about the record.

RKMS el ement 14. Record ldentifier (Registration Layer)
Definition: a unique identifier for the record(s).

Mandatory; applicable at all |evels of aggregation; repeatable.

--Record Date

Definition: The date when the record was entered into the recordkeeping system.
Purpose: To provide system vdidation of the act of officidly "registering” the record,
and to provide evidence of the record's authenticity.

RKMS el ement 10. Date (Registration Layer), sub-elenment 10.3 Date/Tine
Regi st ered

Definition: the date and tinme at which the record is captured into the
recor dkeepi ng system

Mandatory; applicable at all |evels of aggregation; not repeatable

**CONTEXT METADATA

--Agent - Originator

Definition: A corporate entity, organizationd unit, or an individud responsible for
performing some action on arecord.

Purpose: To ensure accountability and facilitate access to the record.

RKMS el ement 1. Agent (Contextual Layer)

Definition: a corporate entity, organizational unit, or an individual
responsi bl e for perform ng sone action on or usage of a record.

Sub- el enents: agent type, jurisdiction, corporate |ID, corporate nane,
person I D, personal nane, section nane, position nane, contact details,
emai |, digital signature.

Mandat ory (sub-el enents agent type and corporate nane, others are
optional); applicable at all levels of aggregation; repeatable (excepet
for 1Ds)



--Date - Transmission of Record

Definition: If the record is transmitted, the dates and times when the originator sent the
record.

Purpose: To provide evidence of the act of transmitting the record.

RKMS el ement 10. Date (Registration Layer), sub-elenment 10.1 Date/ Tinme
Creat ed

Definition: the date and tinme at which a record is sent or received by a
corporate entity, such as an agency, in the course of its business.

Mandat ory; applicable at all |evels of aggregation; not repeatable.

--Agent - Receiver

Definition: If therecord is trangmitted, the individud(s), unit(s), or system(s) to whom
the record is addressed and/or who receives the record.

Purpose: To ensure accountability and facilitate access to the record.

No equi val ent in RKMS.

Comrent: RKMS netadata el enent 1. Agent is defined as sonebody
responsi ble for sonme action on or usage of a record. But when you | ook
at the sub-elenents and the purpose and rationale given to this netadata
el enent, it appears to apply only to the records creator or an agent

that has custody of the records, not to the agent receiving its records.

--Date - Receipt of Record

Definition: If therecord is transmitted, the dates and times when the fundamental
recordkeeping action of receiving the record occurs.

Purpaose: To provide evidence of the act of receiving the record.

RKMS el enent 10. Date (Registration Layer), sub-elenent 10.1 Date/Ti ne
Creat ed

Definition: the date and tinme at which a record is sent or received by a
corporate entity, such as an agency, in the course of its business.

Mandat ory; applicable at all |evels of aggregation; not repeatable.

--Record Category

Definition: The business transaction that directly generated this record.

Purpose: To document the specific business context that produced the record, and to
provide an access point for other records documenting this business process.

RKMS el ement 9. Function (Contextual Layer), sub-element 9.3 Third Leve
Descri ptor

Pur pose: to provide specific information about the transaction
docunented by the content of the record to enable discovery of records
whi ch docunent individual actions or transactions.

Optional; applicable at all |evels of aggregation; repeatable.



Comment: | amnot sure if the function or role of these netadata
elements is really identical. In RKMS function is part of contextua
information, but it is defined as content information. Is a transaction
that generates a record (always) the sane as a transacti on docunented
by the content of a record?

--Record Réationships- Related Record(s)

Definition: Identifies other records created by the same business process.

Purpose: To provide contextua information for arecord by documenting its relationship
with other related records documenting a business process.

RKMS el ement 7. Relation (Contextual Layer)

Definition: a link between one record item and anot her, or between
vari ous aggregations of records, or between a record and anot her

i nformati on resources.

Sub-el enents: related itemID, relation type and rel ation description.

The el enment as a whole is Optional, but if used, sub-elenents related
itemID and relation type are defined Mandatory; applicable at al
| evel s of aggregation; repeatable.

RKMS el ement 9. Function

Definition: business functions and activities which are docunmented by
t he record.

Pur pose: to docunent the relationship between records and the
functions/activities they represent.

Optional; applicable at all |evels of aggregation; repeatable.

Comment: RKMS doesn’t have one single netadata elenent for identifying
records that are created by the sane business process. Furthernore, the
assigned values of this elenment don’t include value that would refer to
a relation based on the function that created the records. But |
believe that records created by the sanme business process could be
identified by both or either of these RKMS el enents.

--Record Réationships- Functionsand Sub-Functions

Definition: Identifies the business functions and sub-functions documented by the
record.

Purpose: To provide contextud information for a record by documenting its relationship
with the function and sub-function it documents.

RKMS el ement 9. Function

sub-el ement 9.1 Function Descri ptor

Definition: the particular business function(s) docunented by the
record.

Purpose: to enable discovery of records related to a specific governnent
busi ness function.

Sub-el enent 9.2 Activity Descriptor

Definition: the particular business activity or activities docunented by
the record.

Pur pose: to enable discovery of records related to a specific governnment
function/activity conbinations.



The el ement as a whole is Optional, if used, sub-elenents function
descriptor and activity descriptor are defined Mandatory; applicable at
all levels of aggregation; repeatable.

**CONTENT METADATA

--Title

Definition: The name given to the record that is representative of its contents or
function.

Purpose: To describe the functions and subjects documented in the record, and to assist
in identifying the record.

RKMS el enment 3. Title (Content Layer)
Definition: the nanme given to the record.
Sub- el enents: schene type, schene nane, title words and alternative.

Mandat ory (sub-elenent alternative defined Optional); applicable at
itemand file levels; not repeatable.

--Date of Record Creation
Definition: The date whenthe record was created.
Purpose: To provide evidence for the act of creation.

RKMS el ement 10. Date (Registration Layer), sub-elenment 10.1 Date/ Tinme
Creat ed

Definition: the date and tinme at which a record is sent or received by a
corporate entity, such as an agency, in the course of its business.

Mandat ory; applicable at all |evels of aggregation; not repeatable.

Comrent: The tinme of record creation is clearly defined differently in
these two schemas. In IU RMS there is a netadadata el ement for the tine
of record creation and separate netadata el enents for the tinmes of
transm ssion and recei pt of record (see Context Metadata above). I n RKVS
the tinme at which a record is sent or received by a corporate entity is
seen to be the time of its creation.

**TERMSAND CONDITIONSMETADATA

--Access and Use Terms and Conditions

Definition: Citations or referencesto laws, policies, and best practices that govern or
restrict access or use of the record, and define the terms under which the record may be
accessed and used.

Purpose: To advise users of record redtrictions, to protect the privacy of individuals and
the business interests of corporate entities, and to facilitate effective access and use of the
record, and comply with any legd or policy redtrictions.

RKMS el ement 2. Rights Managenment (Terns and Conditions Layer)



Definition: policies, legislation, caveats and/or classifications which
govern or restrict access to or use of records.

Sub-el enents: security classification, caveat, codeword, releasability
i ndi cator, access status, usage condition, encryption details.

Mandat ory (sub-elenment security classification, all others are defined
Optional); some sub-elenents are applicable at all |evels of
aggregation, sonme only on itemand file | evels; not repeatable.

RKMS el ement 20. Mandate (Contextual Layer)

Definition: a source of recordkeeping requirenents; a piece of

| egi sl ation etc. which inposes a requirenent to create, keep, dispose
of, or control access to and use of a record.

Sub-el enents: mandate type, refers to, mandate nane, nandate reference
and requirenent.

The el ement as a whole is Optional, but if used, only sub-el enent
mandate reference is defined Optional, all others are Mandatory;
applicable at itemand file |evels; repeatable.

Comment: In RKMS citations or references to requirenents that govern or
restrict access or use of records, and the actual ternms under which
records may be accessed and used are separated to two different

net adata el enents. Furthernore, netadata el enent 20. Mandate is al so
used to citate a source of any recordkeepi ng requirenment, not just
those related to access and use.

--Access and Use History
Definition: Identifies who accessed and used the record, and when this action occurred.
Purpose: To track use and provide for amore accountable system.

RKMS el enment 16. Use History (Contextual Layer)

Definition: the dates and descriptions of both legal and illega
attenpts to access and use a record, fromthe tinme of its registration
into a recordkeeping systemuntil its disposal

Sub-el enents: use date/time, use type and use description.

The el ement as a whole is Optional, if used, sub-elenents use date/tine
and use type are Mandatory; applicable at item (and file) |evels; use
date/tinme and use type are repeatable, use description is not
repeat abl e.

RKMS el enment 1. Agent (Contextual Layer)
Definition: a corporate entity, organizational unit, or an individua
responsi ble for perform ng sonme action on or usage of a record.

Conment: In RKMS the identification of those who accessed and used
records and the tine of these actions are separated to two different
nmet adata el ements. Furthernore, RKMS al so docunents the type of the
use.



**DISPOSAL METADATA

--Record L ocation
Definition: The current (physicad or system) location of the record.
Purpose: To track and to facilitate access to the record.

RKMS el ement 18. Location (Registration Layer)

Definition: the current (physical or systen) location of the record.
Sub-el enents: current |ocation, hone |ocation details, hone storage
details and recordkeeping system|D

The el enment as a whole is Optional for electronic records, otherw se
Mandatory, if used only sub-element RKS ID is Optional; applicable at
all levels of aggregation; not repeatable.

--Digposal Authorization

Definition: Citations or referencesto laws, policies, and best practices that govern the
disposition of the record.

Purpose: To ensure that recordkeeping requirements with regard to retention are not
violated.

--Disposal Date

Definition: Identifies how long the record must be retained and the date when the record
should be destroyed.

Purpose: To ensure the efficient management of the record, and to comply with laws
and regulations relating to recordkesping.

RKMS el ement 19. Disposal (Ternms and Conditions Layer)

Definition: information about policies and conditions which pertain to
or control the authorised disposal of records; information about the
current disposal authorities and actions to which the record is subject.
Sub- el enents: di sposal authorisation, sentence (the retention period
assigned to a record), disposal action due, disposal status (a genera
groupi ng whi ch descripes how |l ong records need to be kept).

Mandat ory (sub-el enments di sposal action due and di sposal status are
defined Optional); applicable at all |evels of aggregation; sub-el ement
di sposal authorisation is repeatable, all others are not repeatable.

RKMS el ement 20. Mandate (Contextual Layer)

Definition: a source of recordkeeping requirenents; a piece of

| egi sl ation etc. which inposes a requirenent to create, keep, dispose
of, or control access to and use of a record.

Comrent : Though RKMS el ement 19. Disposal is defined to contain

i nformati on about policies and conditions which pertain to or contro
the authorised disposal of records, sub-el enent disposal authorisation
applies only to |l egal docunentation issued by the National Archives.
Citations or references to other requirenments nust be docunented by

el enent 20. Mandate. The retention period and the date when the record

shoul d be destroyed are docunented by el enent 19.



--Disposal Action History

Definition: Identifies when the record was destroyed and by whom.

Purpose: To ensure that recordkeeping disposition requirements are met and provide for
amore accountable system.

RKMS el ement 15. Managenent History (History of Use Layer)

Definition: the dates and descriptions of all records nmanagenent actions
performed on a record fromits registration into a recordkeeping system
until its disposal

Sub-el enents: event date/tinme, event type and event description.

Mandat ory; applicable at all |evels of aggregation; sub-el enents event
date/tinme and event type are repeatable, sub-elenment event description
i's not repeatable.

RKMS el enment 1. Agent
Definition: a corporate entity, organizational unit, or an individua
responsi ble for perform ng sonme action on or usage of a record.

Comment: I n RKMS documentation of the tinme of the disposal of a record
and the identification of the person responsible for this action are
separated to two different netadata el enents. Furthernore, in RKMS

di sposition of records is seen as a type of a variety of records
managenent acti ons.



RECORDKEEPING DOCUMENTATION AT THE RECORD SERIESOR
SYSTEM LEVEL
(Metadata not usually part of or directly linked to arecord, but rather embedded in
software or system configurations or in system documentation)
ALL METADATA INCLUDED IN THISLIST ISMANDATORY
DRAFT - July 6, 2001

**STRUCTURAL DOCUMENTATION:

--File Encoding M etadata - Data For mat

Definition: Identifies the data encoding standards used to represent the record (e.g.,
ASCII, UNICODE)

Purpose: To enableretrieva and use of the record and facilitate preservation
management.

RKMS el ement 13. Format (Structural Layer), sub-elenment 13.2 Data Format
Definition: the logical format of the data that conprises the record,
the file format of the record (e.g. ASCII).

The el ement as a whole is Optional, if used, sub-elenent data format is
Mandat ory; generally applicable at itemlevel only; not repeatable
except for conpound records.

--File Encoding M etadata - M edia Format

Definition: Identifies the type of data representation (e.g., text, image, audio, video) and
filetypes.

Purpose: To enableretrieva and use of the record and facilitate preservation
management.

RKMS el ement 13. Format, sub-elenent 13.1 Media Format: the generic
format of the information conprising the record (e.g. text, inmage).

The elenment as a whole is Optional, if used, sub-elenment nedia format is
Mandat ory; generally applicable at itemlevel only; not repeatable

--File Encoding M etadata - Compr ession/Encryption

Definition: Identifies the method of compression and the agorithms used to encrypt the
record.

Purpose: To enableretrieva and use of the record and facilitate preservation
management.

RKMS el ement 2. Rights Managenment (Terns and Conditions Layer), sub-
el enent 2.7. Encryption details: information or pointers to information
about how a record has been encrypted

The el ement as a whole is Mandatory, but sub-elenent encryption details
is defined Optional; generally applicable at itemlevel only; not
repeat abl e.



--File Rendering M etadata - Har dwar e/Softwar e Dependencies

Definition: Identifies any hardware and software the record is dependent upon that will
affect how the record can be rendered.

Purpose: To enableretrieva and use of the record and facilitate preservation
managemen.

No exact equivalent in RKVS

Comment: RKMS comrents in relation to elenent 13.2 Data Format: this
sub-elenent is not intended to include detailed technical specifications
of the data format; it is suggested that |inks be provided fromthe
values in this sub-element to relevant technical descriptions; technica
di scriptions should include informati on about the software required to
read the data format and the hardware platformrequired to run the

sof twar e

--File Rendering M etadata - Standards

Definition: Identifies standards applied to the record that affect how it can be rendered
(eg., SGML, TIFF).

Purpose: To enable retrieval and use of the record and facilitate preservation
management.

RKMS el ement 13. Format, sub-elenent 13.2 Data Format
Definition: the logical format of the data that conprises the record,
the file format of the record (e.g. HTM.,, JPEQG

Comment on Data Format, Media Format and Standards: though the |ayer
they are placed in is the structural one and the el enents are naned

al nost identically in both netadata sets, it is interesting how
differently the definitions are phrased! Furthernore, |IU RMS sees data
format and standards as different things whereas in RKMS they are the
sane.

**PRESERVATION HISTORY DOCUMENTATION

--Responsibility

Definition: Identifieswho (person, system, organization) is respongible for performing
or authorizing preservation activities for the record.

Purpose: To provide evidence of activities for preserving the record.

RKMS el ement 1. Agent (Contextual Layer)
Definition: a corporate entity, organizational unit, or an individua
responsi bl e for perform ng sone action on or usage of a record

--Activity Date
Definition: Identifies when a preservation action was completed.
Purpose: To provide evidence of activities for preserving the record.

--Activity Type



Definition: Identifies what specific preservation activity was initiated (e.g., backed-up,
imeged, medium refreshed, microfilmed, migrated).
Purpose: To provide evidence of activities for preserving the record.

RKMS el ement 17. Preservation History (Structural Layer)

Definition: the dates and descriptions of all actions perfornmed on a
record after its registration into a recordkeepi ng system whi ch ensure
that the record renmmins readabl e and accessible for as long as it has
val ue to the agency or the departnent, and to the community at | arge.
Sub-el enents: action date/tinme, action type, action description, next
action and next action due.

The el ement as a whole is Optional, if used, sub-elenents action
date/tine, action type and action description are Mandatory; sone data
is generally applicable at itemlevel only, sonme at all |evels of

aggregation; sub-elenents action date/time and action type are
repeat abl e, action description, next action and next action due are not
repeat abl e.

--Medium

Definition: Identifies the physicad medium on which the record is stored (e.g., CD-R,
hard disk, microfilm, videotape)

Purpose: To track how arecord is stored.

RKMS el ement 13. Format (Structural Layer), sub-elenent 13.3 Medium
Definition: the physical carrier on which a record is stored, including,
if required, the physical size and/or capacity of the carrier to hold or
store information.

The elenment as a whole is Optional, if used, suc-elenment nediumis
Mandat ory; generally applicable at item|level only; not repeatable.



Appendix |

RKMS Elementsthat arenot included in |U metadata specifications:
Registration Layer

10.2 Date/Time Transacted: the date and time at which the action or transaction
documented by the record takes place (e.g. a meeting and a memo of it)

Contextual Layer

20. Mandate, except for access and use and disposa: a source of recordkeeping
requirements, a piece of legidation etc. which imposes a requirement to create, keep,
dispose of, or control accessto and use of arecord.

Content Layer

5. Description: adescription, in free text or prose, of the content and/or purpose of the
record.

6. Language: the language of the content of the record.

8. Coverage: thejurisdictiond, spatid and/or tempord charasteristics of the content of
the record; purpose to alow a search to be restricted to records about certain jurisdiction,
place or time.

History of Use Layer

15. Management History, except for disposa: the dates and descriptions of al records
management actions performed on arecord from its registration into a recordkeeping
system until its disposal.

Structural Layer

12. Aggregation level: theleve at which the record(s) iS/are being described and
controlled (assgned vaues: item, file, series).

13.4. Extent: the physica size and/or capacity of the record; purpose to provide
information about the size of the record and the amount of storage space that it requires.



GROUPING OF METADATA ELEMENTS

Appendix I

RKMS

IlURMS

REGISTRATION LAYER

IDENTIFICATION METADATA

Record Identifier
Date
Location

Record Identifier
Record Date

TERMSAND CONDITIONSLAYER

TERMSAND CONDITIONSMETADATA

Rights Management Access and Use Terms and Conditions

Disposal Access and Use History

STRUCTURAL LAYER STRUCTURAL DOCUMENTATION

Type Data Format

Aggregation Level Media Format

Format Compression/Encryption

Preservation History Hardware/Software Dependencies
Standards

CONTEXTUAL LAYER CONTEXT METADA

Agent Agent Originator
Relation Date Transmission of Record
Function Agent Receiver
Mandate Date Receipt of Record
Record Category
Related Records
Functions and Sub-Functions
CONTENT LAYER CONTENT METADATA
Title Title
Subject Date of Record Creation
Description
Language
Coverage

HISTORY OF USE

Management History
Use History

DISPOSAL METADATA

Record Location
Disposal Authorization
Disposal Date

Disposal Action History

PRESERVATION HISTORY DOCUMENTATION

Resposihility

Activity Date
Activity Type
Medium




