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P & R g R o 11 2000 £ 23 R 2R

g g et b2 B e d 31 ¢

F£3-1 2005 R RBIBESTRBIFESEE

*& Bi# FESSy
1 Korea (Rep. ) FEag 0.76
2 Hong Kong(FE¥) 0.67
3 Japan(H %) 0.66
4 Denmark(FHEH) 0.65
5 Sweden(Fi H) 0.65
6 Taiwan({Z &) 0.63
7 Canada(n&Ax) 0.63
8 Singapore(FriniE) 0.63
9 Netherlands (757E8) 0.62
10 Switzerland (31 0.61

EHhAE | RS S (International Telecommunication Union, ITT)
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5 Finland(75R8) 1.72
6 Canada(fI= ) 154
7 Tatwan(Z &) 1351
8 Sweden(FiH) 149
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1 ~wpgfeg a2 (EU Privacy Electronics
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2 ~ 1S015489(Records Management) & =+ 4 % 7 & — S Aph %k ¢ 22
12 [S015489 & 1T 48 > T /A E T 22 TR 2 ZhH

Matp % (context) ~ 1 & £ 5 (content):- & o
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Sl I ERR I S EE 5 S 5 1 W LA
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TSR

5 ~BS7T799 "A Code of Practice for Information Security
Management ; ¢ » B#-%+% ¢ British Standards Institution
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ERU RIS N L BN R Ren ki kuE e o 3T 1999 & 42
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Media Temperature Relative Humidity

Flexible Magnetic Disks 18-22°C 35-45%
Digital Audio Tape(DAT) 5-32°C 20-60%
Digital Linear Tape(DLT) 18-26°C 40-60%
Ultrium Linear Tape 16-32°C 20-80%
Qpen(LTO)

Other Magnetic Tape Cartridges 18-22°C 35-45%
CD-ROM/R/ERW 18-22°C 35-45%
DVD- 18-22°C 35-45%
ROM/RAR/RANIRWHERW

Solid State Media 18-22°C 35-45%
Mixzed Collections 18-22°C 35-45%
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® Appraisal and selection of records and related

Departmental FOI activities
® Public Web Search and Resource discovery
® \)etadata and cataloguing

® Management of the survival of semi-current records in the

Departments
® Transfer to TNA of records and metadata

® Preservation and maintenance (enhancements to digital

archive)
® Technology watch (enhancements to PRONOM)
® Delivery and presentation to users
® \Management and security issues
® Business change and training

#¥ > f F42i7 T Appraisal and selection of records and related
Departmental FOI activities | fRix 2. B[} #&-& ¥ it B EH T F XD
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06/20 | FEFERTIE WY
(Z) | (EBHRZ 09:00-19:25)

06/21 | 10:00-14:00
(=) 2288 GC Expro 2006 R85

e  GC 2006expo
Earls Court One, London
Tube . Earls Court Station
e 10:00 & 13:00 Keynote
speech

06/22
(=

10:00-12:00
2288 TUCL Records Office

e Nrs RH Cummings.
10:00-12:00
Records Manager,
University College London
Tel: 020-7679-7783

13:00-15:30
2288 Hummingbirds

e  Mr Steve Binks 13:00-
15:30
Hummingbird UK, Ground
Floor, 4 Harbour Exchange
Square, London, E14 9GE,
Tel: 020-7093-0444

06/23
(R}

10:00-16:30
2288 The National Archives

e  The National Archive
10:00-16:30
Kew, Richmond, Surrey
TW9 4DU

e  Mr Duncan Roulstone - PA
to Meg Sweet
Tel ; 020-8392-5315

e Mr Nicholas Langston-
Project Support Officer

o  Meg Sweet — Head of
Records Management
e ind Cataloguing
Department

e Adrian Brown — Head of
Digital Preservation
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s 2-1 RESEHTER

RFE] T # HEZH
06120 | FERERTIEWEN

(Z) | (EBHRZ 09:00-19:25)
06/21 | 10:00-14:00 GC 2006expo

(=) 228 GC Expro 2006 [RE5

Earls Court One, London
Tube . Earls Court Station
10:00 & 13:00 Keynote
speech

06122 10:00-12:00

Mrs. R H. Cummings.

{9} 2288 UCL Records Office 10:00-12:00
Records Manager,
University College London
Tel: 020-7679-7783
13:00-15:30 Mr. Steve Binks 13:00-
2288 Hummingbirds 15:30

Hummingbird UK, Ground
Floor, 4 Harbour Exchange
Square, London, E14 9GE,
Tel: 020-7093-0444

06/23 10:00-16:30
{F) 2288 The National Archives

The National Archive
10:00-16:30
Kew, Richmond, Surrey
TWS4DU
Mr. Duncan Roulstone - PA
to Meg Sweet
Tel ; 020-8392-5315
Mr. Nicholas Langston-
Project Support Officer
Meg Sweet — Head of
Records Management

and Cataloguing
Department
Adrian Brown — Head of
Digital Preservation

I T #

HEZH

Howard Davies — Head of
Inspection and Client
Management Unit

Mandy Goldsmith — Client
Manager

Catherine Harding — Head

of Compliance, Digital
Records
Helen Mercer — Appraisal
Policy Projecthlanager
06/24 228 British Museum
(7%
06/25 Bi{E York City
(H)
06/26 10:00-12:00 Dr. Joan Raine
{—) 288 U. of Huddersfield Computing & Library
Services

University of Haddersfield

13:00-15:00
2280 Diagonal Solutions
455 Education Leeds
5¥35 Leicestershire
County Council

Mr. John Earnshaw 09:00
Sentor Sales Consultant
Diagonal Solutions
Waterside House, Kirkstall
Road,

Leeds L34 2DD

Tel: 0113 220 8354

Mob: 07967 628237

06/27 2280 University of Oxford
(=}
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(= ) UCL Records Office 3¢ 3

=

Records Marm gemernt end
Duts Protection erd Freedom of
Inforrmution

Rosamund Cummings
Records Manager and
Data Protection and
FOI Officer

Freedom of Informution Act Freedomof infforrmution Act

Erforcement :
« Information Commissioner, Richard Thomas
Legal Pendties:

+ Legislation passed 2000
+ Pubkoation s cheme 2003
+ Implemented 2005

+ Unlimited fines

« Imprsonment

Institution Compliance

« Appoint FOI & DP Officer and Records Manager

Freedomof Information

All information induded: Exemptions

Freedom of inforrmmtion Act

A 2 Absolute:
+ Aims of the Irstitution . v
e Sl ard Bocmibes Mntitas Information already accessible

o A + Court records
. Adm_nsttahon r_wo:ds « Prohibited information
+ Policies and Guidelines .

S Information subject to the D ata Protection Act
+ Publications Parliamentary peivilege

m

Freedomn of Informetion Act

Exemptions

Reevant to UCL:

» Health and S afety information

+ Information intended for future publicason
« Confidential Information

» Investigations by Public Authorities

+ Commercial interests

« Auditfunctions
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What is data?
Dalaixz

Parsonal information held about a living person,
which oan identfy that person and which may
be of azensitive nature,

The Act Covers:

« Paper file

« Blectronic files and databas e
* Web pages

» Photographs

» Publicatiors

«CCTV

* Voice recordings

« Xrays

The Eighth Principle:

Personal datashall not be transferred to

2 country or territory outside the European
Economic Area, unless that country ensures
an adequate level of protection for the rights

and freedoms of data subjects in relation to the

processing of personal data.

Questions:

«Where can you find the policy?
«What are the systems for operating t?
«Who & your Data Protection Coordinator?

NewFiles
Paper

= Tatle

* Number

Eledronic
« Metadata
« Headers and Footers

Security:

» Passwoords

s Aoess

«Badk-ups

» Extra password for
Databases

Managing Emails

Empty maiboxes regularly

File important messages

Do notuse names a5 headings
Can cteate binding contracts

UCL's Email diquette
hit piiivavwuct 3 u bl s/docu ment sido
c288v1 pdf
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Viruses

« File attachments can camy viuses
« Dynamioc - so update reqularly
«Use 3 virus chedcerto scan all file
atachments or amy transfer
documaents before opening

Policy

Retention Schedule
Storage for:

Paper files

Electronic media

hitp:/dwase el ac, uk/efd/ef
m_weandt ecor & offices
records shtmi

Why have aPolicy?

Government legisdation

« Data Protection

« Freadom of Information
« Financial records
+HEFCE & QAR

« Medical research

Wiy have a Policy?

« Better control of files

» Retain us eful information
«Dispes al of oM records

«Evidence of business- lice activities

College Procedures
*Signup & aDatabas e
uses

«Have training

*Security measwes

» Enter detailed information
» Not more than 10 Kg

Archive boo with no name

Cd

Hamed archive boo
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Retention Periods
« Financial files - 8 years College Procedures
« Medical research - 20 years
« People records - paimanently « Request retun
» Property deeds - permanently *24 hours notice
« Intellectual proparty agreements * Return promptly
« permanently
t -
Safe storage

Steps for archiving

« R etention date reached

« File ins pected

= Still required? Q : )
« File destroyed

« Database amended

(=) Hummingbirds ff 4% 7 #
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Information Lifecycle
Management

Tursdy 21 e 100
Landen (UK

Sore Success Stores Using ILM

Muphi Oeplaperert —gu b in -B’

k- 3 5% Micke ney smmin g ey rm
il
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HU Temwry | 1200 Aubwtathin] mavhs

oFg Cliivnd rof bt 10 6 | Courtries

a5

The Reason for Success?

e [ T ]

ﬁ: I .anu innnm-.-mm-m'
LUl 3 § e Boeray g 3 ETUM
Cf el n Ill'“'

[T n T ]l-umu Oyt P o ext
ol s el

HUTrnsry [ 1210 |E5Ran A alait mihin | et
Ll

oFo T LT ]nuuutun-nuu
Lol 0 rla e mithin | Lt

Hurmingbird Gobal

Founded in 1954
Morethan § millon people every day use Hummingbird
softuere to manage ther nformation

Morethan 35,000 clisnts worduse

$220 milliontumouer and over $ 120 milion in the benk and
qrouing

Net earnings approx $20 million per year

Consistemtly profiablefor 20 years

1450 em phreca in 50 offcse wondwie

Workdw ids support and professional senuices organisation

The Critical Factor for lrplementing [Lh

Electronic Document Records Management

= Itk the engine room to corporate comtent and information

= Eutpeopk are notimerested in EDRM

= Peopk thinkitisjust fing

* 50 the bestueyto get people imerested i to tak aboutthe
nformation thatth ey use in their uworking envronment

Hummingbird in LK Public Sector

= Hummingbird has:
* irmiemierted 0 ALS 4 Luca| el Cervivn| O memmert e 11
* Cmerd 11 [retelatiens i Erg b, ot d s Wake
* Mozl WAAD T sooestatan RS YN (n A 1111
* Mozl WAL (PACH) sooestatn b o the mard sty high i

seirab e et e v b Jure 1113 ol areh 10

= Specilistin Corporate |meqrted EDRMS
* Lhmhulebutt b O artrein | Ol et
* Oeiged br Copawie Neint

= Scannng Semices and Soltions

Our Markets

Central Gowernment
Local Gowrnment
Police, Heath

Legal

Commercial

Expetience in Central Govemment

oG
NaD
HM Treasury

DFID

Treasury Soldtors

Defence Proqurement gency
UK 2ES,
Companies House
OFT

Enuronment gency
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Local Govemment — Pre-defned Solutions

G ot e e Revenues & Bendts
ru:;-ﬁ.?l- + Coreh G gh O *= SoaalSerwees ESCR
© G bl e £ Jomis Lot = Freedom ofinformation (FC(
O e Gy b O sl + ek Con ol Com ol 5 v Fo)
oy o + Gl it el e gt o o = Commtee Minutes
W | Ol O «  PasdiDusd . Py
Sl o ot Pl = Plnning & EuiMing Comtrol
:u-—nnn- . :::;:- = Housing
EEBE“- vy = Inuoke Mamegement
s b = Human Resources
p i Rl ety = Case Management
E:'E-:-:':.“ e r . Emimn:;egnl s‘:}::s
+ Owwd Comy Ol = Corpo ompkl
e, e IR

MuTaTarOrad

RACTY Corrpliance Information RACYY Compliance Information

= BIP 000& Legal Admissitilty
= &GIF (Govemment Interoperabifty Framework) compliant
= e-GMF (Govemment Metadata Framewnork) compliant
MoFieq compliant

DCMI compliant (Dubin Core Metadata Inititive for
Interoperabity of On-ine Metadata Standands)

= ML &X5LT standands
Kefaxcomplant scanning

= RAYVE compliant wih the TNA 2002 Standands
* Rl Lnririey e mensare by met
* RIHghy Oeshubie remire mentzare By met
*  Ljrty aUr skl e e s are et
= The Testng Program
* Moy, moy, oy el
* Oy VA1 i Rre nttetsu ree ke n
* Myl sipment b mard sty m el e
* Metesied wl Ne-sy e Larch 1111
= TNA Comment
TGV 1 Wiy A A e TS ;
g o o il € b4 2 gty amgEvEns Pas,
o ol s ity & Splnartitee”

o
&
&
&

W ]
{)
{3 El'

|]|ﬂ
]
B2

Hurrersrgpud

ILM — Cotrponerts How Are They Used? ILM— Corrponents How fre They Used?

ComentDocument Management Knousedge Management

*  hreess ol ity hperabing ieter sooen te ortert * Rocelerste inresstie n, sy ol 1 me -t ow mied e o o sh e oo gt e
= Collboraton [T T
. odmer = Portal Frameunrk

* oz i e sy Ry e mood et otiod Inbstiees hrag h
on el sintie 1 o ] e J o et e

= Mobilty
* Actinrmhie rubl by Parn revvete ecetie rey el o p ol redes 3 e e

= Query & Feporting
" X m

= E-mail Management

* Liwten ot et
= FRecords Management

* Msrwye carrpirie || kxpce 7'ad ph ot il dextran k et
= Emterprise Whrifow

* Thesdiyts ortrel e mterete the hew s ek heghat he
gn btian

= Data Inteqration
* Coresl b ng sete e s
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ILM — Corrponerts How Are They Used? Why Comporae |Lht?

= Butler Grou pc
"Many enterprises Mmow how dificut it s o buy bestofbreed
soltions, and to imegrate and manage them. Emerprises are
nowlooking to the Brger wendors for an imegrated offerng.”
« Mol 3 Rie rege rert

Instant Messaqing
* Miesl4me minerwien sl Ok g Ot mle

= Eledronic Forms

* Wt eraind hee i st e ceniy

= lfkb Publshing ¢ Wkhm
*  Irieyretesl 0wy rrert ored Wel Cerrie rt L mge et B Lty « Bhsire = re o e e et
= Middkuere & ETams
- ‘ n
Wit mth bk B cwAthns e e et z n_“ ~
= Scannng ¢ Ermmieige Lwg et Buinen ellgoe Pt

* Hgh Nakme Qe prtrentsl ol Cop st ol bt rutiony ol W S ortert Wby et

Information Life Cyde
& Document 8...

Aunrkin progress, that can be edited, new wersions can be
Greated.

A Record B...

A comphkted doqument, that cannot be altered, no new ersions
Gan be qeated.

= fny document aeated i the course of Government business,
retained as ewdence of our activiies.

Whatis the difference? Nlhat is Rl?

Oam ok F—I:

im T e i 8 g = Reonds Managementis...

I -y g otf na el

g | O i e, st g by Bt P = Mo effinienit & S/SRall conroVof e cieatin, reoaipd
o ‘ RGNS, SINAYE, 63, AR PSR pesravdion) of
TN et & poiy b 8 ey et e, Wi g A | roonds

CLIL o O+ gm0 # i § o7
mhibm}

T

Plase Note: FOI applies to both Documents and Records

Musrereecpaed

Bxarrples of Reconds hieeting Local Govemiment Needs

Mmagernt * Lol = Sauing Documents - M35 Wbrd, Email Image, and Paper

. = P g s s ¢ x
:::,:,',r tand e, Eavack icwes, cme dex = Ediing Documents - verdon comtrol
_ m.f.’:—"" + Cammunimisns = kAo - Routing of Documents for case management

* Prs "’"'f femme = Collaboraton —Team Colaboration and working in pamnership

* Rens, purdexe mniers,
sl momn ks,

cilia Sz = Remote Working - Home unrkers, staf working off-ste
* ompme monis, ey Cftas e = FRecords Management - Disposal scheduks and Physia@l Fiks
recwni's, e renleonds, * He hors Bt g mesorenk
*  Ruplwiwtn
* Regsimbnfs L |

* omplr gskems, sffere
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Twical Deployients So whyImplerment an ILM Solution?

= EDM SmartOffic: (Desktop Imteqration)
= Emai Integration (Cutlook, Grouplikse, Lotus N otes)
* ERM
* Flleyian Lisrng oot
* M eertn ard Obwenty
* Nimin, A orts, Be oty nrd Bl e
= Handlng Paper ! Hybrd Folers and Boxes
= Basicomfow (0d-hoc Crailaton, tem Requests ! BFs)
= pdwenced Whrkfow [ Soluthns for B, FO, Legal, ESCR)
= Smartiorks (Mobik: Wbrking)
= Smartforms (e-Foms)
= S@nning and Indexing (O F, Bar Coding)

Itis Imporant for effective and efficient operafons
= Leqal obigatons to meintain records

= Euidencs of decsions, tensadions, actties

= Corporate history and organisatonal noudedge

= ‘izl for long-temm, strateqic penning

= Improve aosess to corporate nformetion
= Help karn kssons from the past

WTmennpure

So why rmplement an ILM Solution? So whyImplerment an ILM Solution?

REFU e moorers vd e YO0k 300 b R e ey
T 2 e e 5 ooyt e
FRIAE e Parkeain

om0 01 SR

= Some Trijgers
* CHPLI e ment e P ity Bers oo O utrame
* Yot | O st
* FI1J Oatn Pratection
* Ranenda- B 100, @E010

* Bl i = Bt |
* By * B erw o Relnp
* BJIND et EW B 31t

= plthess things are puting pressure on the uey thatthe
organisations holds, retiewss, dstrbutes and destroys
information

So why lrrplement an [LM Solution? ILM Solution —Business Benefts

Informetion isa vabiable and under-utiised resouro:
Ssoording to a survey by HMSO, n a typical lo@| authority $0%
of data and informaton is imetiewable and unusable n its
cument state

= |mprove Efficiancy
* Usmersowered mn wmrege 4 hrsAley iradrg el re syl g tn et
* 1-% ol nlnpane dement et oty e tve
* CIn merw e, e e e 0 e thn §1%6a N bemetien ot

= Bgoess permissionsto confidemtiakpersonal data (protecting . ::T:':':::m L S ——
acoessto information) mn-:- ke kry dexi e i

Consofdation efcoment stores * T rrach | n rvrstion b ciond i shw el e an ol el Riiers

Taune:Oatne

ILM Solition — Business Benefts o do ILM Solutions Deliver These Benefits?

= |mproves Efidency = Let'slook & some typi@l weys peopk are uworking
* Bliminates | n hematien o ul iotien
* Cemre urnied et n m e, ol et
* Rokice pritng el e e g
* Aokie s Mime
= Reduces Opertional Risk
* Lheeting nl rew il [ eyt atin
* irprnmnd g e Rread Ry
* FalRates etter et wrvma kg
= Corporate Standands
* Carpurate Mema! Goterer,
* Exeed Noatien pre ke oon e ¥ e fre ot
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Hamemsngbud

Current Practis ILM Solution - Practical Benefits

s

«Ekatronicfiks are sawed someuner: convenient
«Emaisare saved imto personal foMers
«Notallbusiness emaits are saved

«FReports are primed out and fled locally
«Physical flesare sentto a reqistry and forgotten
£ Paperis duplicated by photocopying

& Ekctronic information i dupi@ted by emaiing
«|nformation i retained for ewer

"Electronicfikes are saved in a corporate system
Emaisare saved itto a coporate system

< Business emais can be saved automafcaly
“Fieports no longer nead B be privted out
 Physial fles can be managed

< Lesspaperis aipliated by photocopying
Less eledroni & dupicted
Information & only retained as required

Wb

Current Practises ILM Solution - Practical Benefits

= Ekctronicfiks are sawd someuner: conuenient
«Emaisare saved imo personal foMers
«Notallbusiness emaits are saved

£ Fieports are privted out and fled loally
«Physical flesare sentto a registry and forgotten
£ Paperis duplicated by photocopying
 Ekctronic information i dupi@ted by emaiing
«|nformation i retained for ewer

"Electronicfikes are saved in a corporate sysem
Emaisare saved itto a coporate system

< Business emais can be saved automafcaly
“Feports no longer need b be privted out

< Physi@l fles can be managed

Lesspaperis dupliated by photocopying
‘Less eledroni; & dupicted

Information i only retained as required

Key Functionality ILM — & Client's Wiewpoint

= Buitimto the users desktop
* ibcrecs B Ot K Exech g 0 o e Lok 3 e )

Make it clarthat EDRMS & a majpr component
Linking to Line of Busness' systems

* WowntD ke * Limoevthe i o oew mush Stranger

* Licrem P o Ewpla ey * En=ures piece i the Canmrte streie gy ol schiecre

*'{ emat Enplorey . = Pubicand Private Sector organisations strive to get data out of
* Abiftyto acoessinfomation ‘unstructured’ stuff o ncrease s wlue and accessbity

. ::- T = "Digposal’is often forgotten uhen talking aboutiLm

) | ] | | - 3 . . . . e

B R = Lifecyde i only used in tems of publishingthe finalreport

Records are the oorporate history

Meamamsague

ILM —Current and Future Trends In Suramary

= Omanisetionsare roling out ILM as part of busness
improvement

* Ensnn mentAgermy - rple menting rem cormrie re g sl rp pters
mith EQA LI urel el rrin g g et n el it

* OFT - rpieme©ing rem | ioered g in Sererd an spsiemth E0 AL

= LM empowers @istomers and partnes
= ILM should be buit on Corporate comtent cemtric solufons
= Corprate Coment centric solufons should enable:
* Aomd Winlost Oererip (ED
¢ Preome sl rg et n 1T in heinature

e i rin g el ey P et S
* Earyanies Heuee — bl emering e retum 3 spstem sth QAL
‘urmle i i o e bt it ¢ Ermpmmey woersts mrche sy fuy st -

* B Nalmervia ge

¢ Ao b e Roieray et
* Cergloxx
¢ Litigule

= plllooking after the assets of the organisation
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(2 ) = RE 74 % 5k (The National Archives, TNA)Z 4R % 4%

1 ~4H = 2 WE 745 % A (The National Archives, TNA)

2~ AR 1 2006/06/23 10:00-16:00

3~ £&F X B Meg Sweet(Head of Records Management and Cataloguing
Department ) ~ Catherine Harding (Head of Compliance, Digital
Records) ~ Howard Davies (Head of Inspection and Client
Management Unit) ~ Adrian Brown (Head of Digital
Preservation) ~ Helen Mercer (Appraisal Policy Project
Manager ) ~ Mandy Goldsmith (Client Manager)

4~ FARFFER

(D% =324k d TNAFh % ¢ 38 2 ¢ Mrs. Sweet 2 4% » ¥ ik $3r £ 8

MY g A R B REVPE FEETG > Td L H

TNA T3-S o

(2)®= W R 745 % & (The National Archives)h &2 RS2 fh% A
(Public Record Office) » £]=*+ 1838 & » 7 & FF 74 % 2 &
aogr g s Rl 2003 £ 4 fx & G E M 7gh % A (The national
Archives, TNA)» 2 & & Zw BIVF » o w2 1 & BPRF2ET (7430
P (Public Services & Marketing) ~ #c/ir £ 5 B &R 30

(Government and Technology Group) ~ * # FFiR¥r ' 4 B 0
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(HR and Organization Development) ~ P47%fei2 % PRF2-FR
(Finance and Corporate Services) °
(DERTFEFFRF M2 EREEEe ;D FRa@iE (Freedom of
Information Act) -~ #% /> (Public Records Act) -~ F#L iz
(The Data Protection Act ) ~ 1S015489 ~ BS 4783 ~ BST799 ~ Z39. 50
(DEBTH DT F AR LTy UL F A2 2% > L& @ 548
Boiripbifhk > 2 53 B RFRELZ T  c L FMEE LT

e p%?fr%—}_?gm%uggo eI -~

W
-
S
=
|
f-‘}
i
Els!
_‘ﬁ

Ho o

(DR F AR 375255022 B oA, Jfim o F8 M P T30 4o
< i+ 228 74 (Documents Metadata) ~ = # p % (Content) ~ # %
2 T4t (Records Metadata) > H ? fh & 2B FA T 5 Zh% 04

BREZHMBRTR e H T LTS L R 2

2o g HERE T E YR A A .
(6)1345 TNA $43t~ i (office documents)z. T & > ¥ 4 & f7 &
(correspondence) ~ # Bl(maps) ~ # w4x(memo) ~ p&
(photographs) ~ 3% £ (reports) ~ 28R  (letter) ~ € & % &

(minutes) ~ 7% 3 (request) ~ B op(wills) o @ &7 7 fas %
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% » 4 word-processing document - text-base document -

Spreadsheet ~email ~ presentation ~desktop ~publish - image ~ ---

(MMERT B NAF2 S EALTE » DRI NENG E2R

B FmF 2B EON F 0 A& & 55 [S015489 2 45 -

(DA FFT = N PIER B2 (Grigg) & seenl B 27 % %uk>t 1958
E@hmEe2a 7 & B € (Royal commission on Departmental
Records) #7#e3F 4 » ZkAh R F B 4 S 2P B AR R RS K

v d 3% L R €d James Grigg TR > - B H AL Grigg

(10)3# B 745 % »# * Adobe Acrobat e PDF #3817 5 F4L 2 B if
el s ol r HIML 5 T3 A RS 0 kT L S 8
2 38 0 TRz HIML A v 4e b Jenk ~ o2 5@ B o

(ADERRT7IHE R B2 mF ot & 2 CD-ROM 2 CDR> DAT 24 %

x& 2T

=k

(12)# Merlci= 73 30F < 3 B PRONOM 3+ & - * & 4 35 T F 4%
% > ¥302003 &£ 1 7 gc* o PRONOM #- @& ¢ 73 k5o BT
Fv BN E LRl A & ARA P NS R R R R B

BLERFRHEH oL 3z % o
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(1) #F A& T

FHE G E RS 247 BSTTO9 R el &
TR IRk E AR E AR B B BT ThL & e
g f7F BB K “(configuration)® 3¢ > & 7 = 5k =&
- XA R ETRHERERTOER Y - AFTRHERED
WEARAAMET N S S ART REAMTR ¢ s 4
Pty it B R AL o
(DFRREES 30 E e 3fie & TEL S > B2 ER %L &
AR cPRERTAOEZEOF I AFAL Ao &
"HE B e A OBI N AR B TFES ) pAmE S
B 3+4 | (Publication Scheme) % 2. o T4k# & | T &-4F K 7
SEYPHEZFA @R ANE G N Fa B BT BL
B o
(IDFERpwz EFIT A L04  -KARBEAL =P iR
BERET PNEFZE S DRI BRI B RE ST R H
Felo o AR - AN Ry REEEMEZ ARITETY o ¥
- ARG EHEEA LR AR REFRFEE TSR
(16)3 B TNA >+ 1999 £ 3% 915 5 2% % ¥ 1 & ss i 3 &
(functional requirements) @ 3t 2002 & &
B Fo 2002 & 12 0

o g
#Bd Objective = &

S
v Z N
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508 B e AR 2003 F 30 B4R % 2003 & 67
Raeiefmr e H 80 52003 # 127 =8> 52004 %17 205
f% * o
(1T)=® % 428> 2004 Target for Electronic Records Management | °

% AT TR 2004 £ A E RS M 2 AR B 8 A3 30
e xd Tt s 20008 F FEMARE RA P moE R
PR FCRRA R R g T0%R P T2 BARREE A
(Electronic Documents and Records Management System) e &
# i¢ * EDRM systems #3 & H i~ 2 The Environment and
Agriculture Department % Cabinet Office - * & * EDRMS i
& R ﬂ“,f TEF O FIHE Y aEAE A TNAY R B4 R
FligL H 2fe & o

(18)TNA % 6 " & 44t & H R A% F 121 Fenffm s - 7]
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Questions List for Visiting the National Archives

1 ~ Which laws apply to electronic records management?

2 ~ What department 1s responsible for developing the electronic
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records management strategy? What is 1ts organization chart?

How much is the budget for electronic records management?

3 ~ When does electronic records management get started? What is
the motivation? What kinds of organizations or agencies

should use electronic records?

4 ~What 1s the definition of electronic records? Is there

standard format of electronic records?

5 ~ Do you manage electronic records differently from paper
records? What is the ratio between electronic records and

paper records in daily process?

6 ~ How 1s an electronic record created? What are the sources of
electronic records? What is the relationship between

electronic official documents and electronic records?

7T ~ How do you manage e-mails or other web contents as electronic

records?

8 ~ How are electronic records catalogued? Is file name 1s the
chief identifier for an electronic record? Is there any policy

for naming the files? Who will use the file naming policy to
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name files?

9 ~ What types of file format do you accept?

10 ~ How do you deal with the development of inventory of records?
What are your storage facility, digital media, and access

policy for electronic records?

11 ~ What 1s the appraisal strategy for electronic records?

12 ~ How long do you need to keep electronic records? Is there
records retention schedule? How do you dispose electronic

records?

13 ~ When and how do you transfer electronic records? Is there any

standard format of transfer?

14 ~ What 1s the strategy of long-term preservation of electronic

records?

15 ~ What metadata standards do you use? What are the business

functions your metadata i1s supposed to fulfill?

16 ~ Do you use electronic signature? What sort of electronic

signature technologies do your customers use?

17 ~ How about the current status of electronic records management
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systems ( ERMS ) ? Do you develop it yourself or by out-sourcing?

18 ~ What are the relationships between ERMS and electronic

document management systems (EDMS)?

19 ~ How do you ensure the quality of ERMS? Do you define the
functional requirements of ERMS? Is there

certification/compliance testing for ERMS?

20 ~ Do you have training plan for staff to be familiar with the
management of electronic records and educations for customers

to facilitate the utilization of electronic records?
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CABINET OFFICE
70 Whiteball, London SWIA 2AS
Telephowe 0171-270 0101 Facrimile 0171-270 0208

From the Secretary of the Cabinet and Head of the Home Cinil Service

Sir Robin Butler GCB CVO
Ret. msn?u‘/ 27 Septamber 1998
M ket 1
( ./j
Mo pe |
pc..r Ta.w7. =

At the neeting of Permanent Secretaries on & September I sald that,
before Mr Waldegrave’s departure from the Ministry of Agriculture,
Fisheries and Food, his Private Office had written on his behalf,
suggesting that it should become usual practice to preserve Ministerial
diaries as a record of Ministers’ movements. The general tenor of the
discussion was that there wvas werit in preduc such a record,
particularly for Cabinet Ministers, and 1 undartock to vrits to Heads
of Department suggesting that this should become practice.

It such a4 record is to be valuable it needs to reflect the day’s
actual events and appointments. The best way to do this appears to be
to make the Diary ucnnrr responsible for ensuring that an accurate
hard of the day’'s diary is produced, either by inking in the
events in a conventional diary or, better, updating a computer dlary
and printing off the final paper version. Whatever method Private
offices choose, the final version should be in a format sufficiently
durable to last as a Public Record. ‘

I am advised that Ministers'’ private office diaries already have
the status of public records under the Public Records Act and
Departnents need to take no specific action for them to be considered
as such. They should be considered for preservation in accordance vith
departnental records management procedures and, if preserved, for
eventual release under the thirty-year rule. The information contained
in them may on occasion be sensitive and in thess cases ex ions
under the Code of Practice on Access to Information could be applicable
in responding to requests for information (such as Exanption 2 covering

/internal opinion, .. .
'o, Camnn OFY
§ R .
©2gSEPMS
£ raiine B VUL NG

Sir Terence Burns GCB I
PA N e

EM Treasury

BRI 2-1 B PHERaEM
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2 RN \igﬁﬁk =L

\\\

(1) #arx

Iy 2+ M5 g 2ApE 2

&2 e #%?2 Which laws apply to

electronic records management?

2 R IAEELAF B L P2 LB G ol 25 Ko 2 What
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department 1s responsible for developing the electronic
records management strategy? What is i1ts organization chart?

How much is the budget for electronic records management?

TR FIMFPERPMERLEFT G EWS P 7P iaE 2 B R
®? When does electronic records management get started? What
1s the motivation? What kinds of organizations or agencies

should use electronic records?

4~ T F k2 ®&? £FF #+ 2 What is the definition of
electronic records? Is there standard format of electronic

records?

DT ME P RANAFEF R P AR 2P R AR 2L AL D
4r®? Do you manage electronic records differently from paper
records? What is the ratio between electronic records and

paper records in daily process?

bR FFhFwm AL PRBZF?2TFHEE 25 #HR? How is
an electronic record created? What are the sources of
electronic records? What is the relationship between

electronic official documents and electronic records?

TR+ HEAT T FIMELNE b ppf TR 32?7 How do
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you manage e-mails or other web contents as electronic

records?

8 B FHhE i A7 A AT AR L BUAB? L HR L2

L HP|? d g g 4 27 How are electronic records catalogued?
[s file name is the chief identifier for an electronic record?
[s there any policy for naming the files? Who will use the

file naming policy to name files?

9~ 2 FHE"EX2Z A 4o ? What types of file format do you
accept?
10 3 EEFREI0R? ?*%ﬁi'vql?&‘% Bl A~ 8B

1T~

12 ~

Fo ik & @ ? How do you deal with the development of inventory
of records? What are your storage facility, digital media,

and access policy for electronic records?

TRz Fe gt 4r®? What is the appraisal strategy for

electronic records?

FHRFET G FEPRNEAT G R E L VdoR e

=H

g ? How long do you need to keep electronic records? Is there
records retention schedule? How do you dispose electronic

records?
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13~ 3T+ 4n

EL

o g S ? . F 4l 4p 2 &% ? When and how
do you transfer electronic records? Is there any standard

format of transfer?

14T FpFdoeim L H5F 27 @ K ? What is the strategy

of long-term preservation of electronic records?
15 T+ M5 EF 722 T EEE (Metadata) ? # ## i 5 # 2 What

metadata standards do you use? What are the business functions

your metadata is supposed to fulfill?

163 F %22 2>55#44c® 2 Do you use electronic
signature? What sort of electronic signature technologies do

your customers use?

1T~ FEFFRRZFRERRA® 2 p FRF L2 How
about the current status of electronic records management
systems (ERMS) ? Do you develop it yoursel f or by out-sourcing?

18~ RF M2 FR g 32 2 ¥ 5%t M % ? What are the
relationships between ERMS and electronic document
management systems (EDMS)?

19~ 3 HEH 2 R Ficmmin? 23 2 F%EH A 2 How do
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you ensure the quality of ERMS? Do you define the functional
requirements of ERMS? Is there certification/compliance

testing for ERMS?

20 ~ £ B B — i iﬂ” A FRETIRERTVR? Do you
have training plan for staff to be familiar with the
management of electronic records and educations for customers

to facilitate the utilization of electronic records?
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COUNTY OF ORANGE
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