METADATA UNIQUE TO CLASSES AND FILES OF RECORDS
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Metadata Elements                                                 
** Unique Identifier                                                           

** Name Given to the Class or File that is Representative Of Its Contents, Form 

or Function

** Description of Content or Function

** Person or Post Responsible for Maintaining the Classification Scheme and the Class and File Structure

** Audit Trail Metadata on Activities Performed On Classes or Files of Records -

Creation, Modification, Deletion, Disposition and Retention, Preservation Activities, Access and Use

For each distinct activity, metadata will be created that documents:

1) Date of Activity; 

2) Nature of Activity;

3) Person Responsible for Activity

** Relationships to other Classes and Files of Records Within the Classification Scheme

Metadata that identifies related classes and files

** Relationship to Business Functions and Processes, If Necessary

If the classification scheme is not based upon business functions and processes, then metadata must be created that identifies 1) other files created by the same business process; 2) identifies the business functions and sub-functions documented by the files. 

METADATA UNIQUE TO INDIVIDUAL RECORDS
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Metadata Elements                                                 
** Unique Identifier                                                           

**  Name Given to the Record that is Representative Of Its Contents, Form or Function

**  Description of Record Content or Function

**  Audit Trail Metadata on Activities Performed On Individual Records - Creation, Capture and Entry into Recordkeeping System, Modification, Deletion, Disposition and Retention, Preservation Activities, Access and Use

For each distinct activity, metadata will be created that documents:
1) Date of Activity; 

2) Nature of Activity;

3) Person Responsible for Activity

**  Relationships to other Records or Documents in the Classification Scheme

Metadata that identifies 1) related records and classes of records; 2) which record is authoritative, when multiple copies exist; 3) attachments or notes appended to the record; 4) aggregation level at which the record is being controlled and managed.

**  Context of Creation and Transmission

Metadata documenting 1) Originator of the Record; 2) Receiver of the record;

3) Date when record was transmitted; 4) Date when record was received;

5) Date of the action or event documented by the record took place

**  Record Category – If Necessary

If the classification scheme is not based upon business functions and processes, then metadata must be created that identifies the business transaction that directly generated the record.
**  Relationship to Business Functions and Processes - If Necessary

If the classification scheme is not based upon business functions and processes, then metadata must be created that identifies 1) other records  created by the same business process; 2)  the business functions and sub-functions documented by the record. 

METADATA THAT MAY APPLIED AT VARIOUS LEVELS DEPENDING INDIVIDUAL CIRCUMSTANCES AND NEEDS
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Depending on the specific application, the business environment, the business function and processes that produced the records, and assessment of needs and risks, this metadata may be applied at the class, file or record level.  More often not, these are specifications that can be applied at higher levels than the record, often times at the class level or even for many classes of records.

Access  and Use Metadata:

Metadata that 1) depicts laws, policies, or best practices that govern or restrict access or use; 2) identifies which users or groups of users have access; 3) defines the terms of access or use, including restrictions such as those related to intellectual property rights.

Disposition Metadata:  

Metadata that identifies 1) laws, policies or best practices that govern disposition; 2) the retention period; 3) the destruction date; 4) current storage system or physical location;

5) person or post responsible for maintaining the record disposition schedules and for managing and monitoring the disposition and retention process.

Structural Metadata:  

Metadata that identifies:  1) the data format or the logical or file format of the data (e.g., ASCII, UNICODE, SGML, TIFF); 2) the media format or the type of data representation and file types; 3) any hardware and software that will effect opening and rendering data; 4) the method of compression, if any; 5) the encryption algorithms, if any.

Preservation History Metadata

Metadata that identifies 1) what specific preservation strategies were performed (e.g. ,scanned, medium refreshed, converted); 2) the impact of the preservation process on form, content, accessibility, and use; 3) the physical storage medium; 4) person or post responsible for managing and monitoring the preservation process.

