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£ 4 BAR A PHEAE B o ﬁggfgf;fjﬁ/;ﬁ, 25 mdd
N ‘]ﬁﬁ'*&ﬁﬂﬁﬁ"%ii},} 7 M'gﬁ&%ﬁ%)\?ﬁi,ﬂp@@ %

A G AR EE - § o TR B RAER T

CEHEATE > S HT S A PR B R R
o AR EAFER R B RTHE S - 2R A4 TR
BRI - G FET FHIERS A oA FRRRAL

GOL hE & R | » v Hd 4 £ < FTfpir 2 3 a0 F 3 23RS

Pard T & @ F 18 (b4 PIA) o
GOL epRits it Pibr{ sv % % > ERIP 5§ 0T w8
1.4% & g 4o AT ehpe i o

2.4 WA B R F IR A R o

—\

JH L 2T h A MRS -
AF v 2D RAIRGE o

TS 2 HERBTE G 0 g 2 2B FHML 5 16

‘1‘

B3P oo k= ot 3R % (Department Identifier) ~ e %
(Organization) ~ <~ i 578 (Document Number) ~ zrs‘z(Author)
£ 7 * (Trustee) ~ & ?—*ﬁ(Signed By) - ii‘—:v]’zﬁ(Designated

Recipient) ~ 4% . (Title) ~ 45 i (Description) ~ A 4% ¢ fi(Subject
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Name) ~ i %% 75 (Subject Code) ~ 3£ = (Language) ~ P #f (Date) -
& & 1 jii (Essential Status) ~ % B~4# *2(Access Rights) ~ % >
(Security) ~ %] it (Type) ~ # ;" (Format) ~ = % (Location) ~ # {$
(Final) ~ £ (History) ~ %3 2 #& ¥ % 4x(Preservation and
Migration History) ~ %1% #p & (Retention Period) ~ & % #p & fx#>
(Retention Trigger) ~ 732 & i¥(Disposition Action) % j3-3Z p

(Disposition Date) % (4= 2-2) -

R
(1d

I N

2- 2 LAC Metadata Scheme for e-Records
FHRE WEEETEE

R

B R 2003 & 47 2 p#Ee RS2 3 5 (PRO:Public Record Office )

“ +4% R ¢ (HMC - Historical Manuscripts Commission) # & 5 T &
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B B 74% & 45 (The National Archives, UK ) » ¥ > 2 FIF 7dh F & FE g 12

Ph B WM L ERAEFEPLIM BY TR Y LR 2 aesr s 2
UEPPPE LT REFERFSFEEZAETHMEIRNZ A
TR AR Y R AR B A E S IR R KRR R o

BIEL R R (7 e P B AT

(=) ERFURE 2P orpl@ ah e SRR 2 88 ot @7

$ o

C) BHAFHBEE EEHET UiRE Y E sk

¥

N\
Jin
—

RESEYF 2 G0 Rt # Y o
(2 )t Reeme sk A Toan M arc 4 3k iRt 3k -

p 1999 #4= > ® R A 48 B T+ 1 soi (E-Government) » & 3% T IR &
seire & %, (Modernizing Government White Paper ) ¢ % 3] - % 2004 # #-
DIFTNNSE T TR I BT F AN FEHE B 32008 & L At LT
FRARF AR TR DR RRT R IR R ARART

fo KMALETIHIBUBFTIHIFI R AOER LR a3

_|
NG
Y
_2
,}H&

®l
Voo R BT G RRE R BT 0 B R
R s 17 e 5 WG R et 25 Mrc o™ 205 LA T
CHAER B A DG R T I R B R SO Ea

frrci@ RIS 0 d S AR TS R R B RIS -
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T A RS SR M e 2 SRR ¢ T AL R

IR

%0 PRI REORIBEL T RETIE 40 2004 £ 10 0 A F R T
i

rEd el 2% 0 (RIHEE S FUeFddpe ) s T M

EFRRFIEE R L -2 E 23 531995 & B sk (TR o i kA

( Electronic Records in Office System » f#§ # EROS) 3+ % o P ehZ &5 T +

(=) B3 HhFFILER] « ASLiAL 2 BEEBY 2 RoE -

RGN SR e Sl IR - L
T+ edk2 R M (integrity ) ~ B F 1+ (authenticity ) 27 2 4

(accessibility ) »

T

2 B 74% % & (National Archive Australia) #_i% 3 1983 & #f, % ;2
(Archives Act 1983) » @ > 1998 # #&- Tmsznyt 2 & | { & 2 TRM R 7%

B &R T B3~ Tt Hoer ik (Department of Communications,
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Information Technology and the Arts ) « =38 e 38 —3t3g 4 o I INEW; 3

§ o KRS 0 ESEh 2 E g 0 L Kok b R AR R S

P S JR 3 N R i R R R @%J Beim AN kR @ TR G

Bz EAFR Y S S B o f 2001 & 4 A SRR T K A SR 4

BRI PRI 1%3*"]2 gﬁp‘}'ﬁﬁ’zﬁf?@ﬁ I’f CEAE - N

1905 £ 2 H T RS AR F ML D0 & A R I

BRI Ay B i1 ivs He x wam sl g o222 5 (Public

Record Office Victoria -+ f#§ £ 5 PROV) = % & 5 8 ¥ -

(-) @%

‘W

A

&% 44T+ A% K% (Victorian Electronic Records Strategy -
AL VERS) » B4 (800 5 fld 4 o i AT H - B 5
EAEGAhE % 2 R E 0B A R A F Y
BWAER CF ehE A B R 3% o VERS B E 4230 1994 &
5L 4 o = 4h%k & (Public Record Office Victoria » #§ -
PROV ) B 4:#3% k ¥7des cfhx ©+ 14 > 1996 # VERS B 4>

FERTF IR R RS FRR IS VR R 2 o

£ 4% -

VERS a‘;ag Py RPN T ;q;gg‘;;

LR EMEP ARG T I AR E  Ahaiip-



(= ) VERS it 3 vk

A ARBRBEHENT OMFEN FApOES 7 AERN
FEOTN o Do LN TGRS o A AR R R
FALIIE At AR N F AR R ¢ dEA R PR B

b~ R REMASd] o VERS chT F kw0
A K% o 273 #1% (Encapsulation) » T -4 i 75 crdie i
FTHEPR DT A2 B3P~ aRER TR %7 RA- B
He oo RRG F FERFFNTFIHEINZEZT FIAE L
ARTREHBOTI FRE T pE L EWIRE - ok B

FEN o kR K2R

Pt

=

#y
o

VERS 4t % 4 ¢ (VERS Encapsulated Object » #§ £ VEO) <

- B FEERAeT & 2-10
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F 2-1 VEO—REMZEE
VERS Encapsulated Object (VERS #E## » 4% VEO)
| VEO Format Description (VEO #% & 3514
——  Version (3 A
L Signature Block (% $ & #)
L Lock Signature Block (4 F &) % £ &)
 Signed Object (#4&32.89 47 4%)
Object Metadata(#y 4+ 3¢ 4% F 4#1)
Object Type(#y#F &5 )
Object Type Description(#y4F 2 2%, &5 35 i)
Object Creation Date(4y 4 8% & #7)
Object Content(#y4 P9 &)
L Record/File,/Modified VEO
(& I FE L 152fey VEO)

H#RiE © Public Record Office Victoria, Advice on VERS Standard Flecfrovic Record Format FPROS

29/007 Specificafion 3, Version 2 0, July 2003, gyailable from
hitp: e prov.vic. gov aw/vers/standards/pros9907 vers2fadwvice _12/3-5 htm (2005.05)

(=) BMWFhE g 24ad {0k -
1B 2R G 2 04 > R EEBHET A 1P -
24T F E R 2R 4 oA T o
BRAMTXIRAREEF A B EHAL IR
AL *MEFTREAE  HEFILIFIR -
5.5 AR RAER Bt o LA AR o

(2) $HTF 22328 FH > 6 PROV 2 VERS jid 27 5
22 R AP R T AL & e U0 Record Metadata 2. ¢ 0 -
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L3 2@@Ep ik a Ai‘i’—ﬁ (Agent) ~ 1% 1= (Rights
Management )~ 48 & ( Title )~ 5 42 ( Subject )~ $ it ( Description )
# % (Language) ~ B = (Relation) ~ # [l ( Coverage) ~ # it
(Function) ~ p #7 (Date) ~ FALzg 4] (Type) ~ B & k =

( Aggregation Level ) ~ 414 3¢ (Format ) ~ 3= 453 % 5L ( Record
Identifier) ~ & 1 £ ( Management History ) ~ & * fr{ (Use
History )~ %75 A € ( Preservation History )~ 4&i€ i= % ( Location ) ~
&g ( Disposal )~ 3= & ( Mandate )~ VEO %] 5.( VEO Identifier ) ~

% % (Transaction) (4-H®] 2-3) -

—
-

-

ﬁﬁmﬁﬁ f%T‘HEFEJ f%rﬁnﬁﬁf&@
B R S

2- 3 VERS Metadata Scheme for Record VEQS
ERPRIE  EEE{TAN
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T4e 8 B 7% % & (National Archives of Singapore » f§ # NAS) > & #7

‘4\1-

S B R R B R 2 1968 # 0 A R P ehn f F o h
T AT R AR BA TR E RO R R

Ao B RIhE R R FEME LS B EF 2 RE AT

LR EBAEN o f T R AR R (T 2 - A T 0 B

Y

BHEAFY R TR R e AR RIS i
7
10-FFemE  TRFEIEECEGET 2T (20D 4
X¥3LpH > AEOI3E L0 )o
U~ 2R T IRIEDEGHFLAT (SMF T AhZEELE
TE93E 117 )
R-RE - TEFIERHEFRER*» 277 (o7 T HEFR
B A E90 & 117 )o

13~ %REFRAFIHEE > 2 F et
<http://www.archives.gov/about_us/strategic_planning_and_reporting/

2000 _strategic_plan.html> (2005 & 05 * 15 p)

14~ SRELP ~ AV E R FHE T ERE 2 £ MR FZalR Y
L (o TRRII A ER > A8 &) T 60-69 -

B gmF -m2E T LR 2 853 hEET 33(AR93

&9 )F 1-20 -
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16 - % ® Nara, ERA Research Projects 4z}t -
<http://www.archives.gov/electronic_records_archives/research/resear

ch.html#projects > - (2005.05)

17 -BRE-TETFI2E/EFFRER* 277 (507 kg
oo AR90 & 117 )e

18~ o+ 3x o

19 AT, > T4 X B e ——H £ R FFefpo s L0 AT
#X 8 (AWILE)o

20~ FE~ g1 B~ T R b PRIEF gy 2 7 3 KA i pLEh
B (R2? LA F SR FRFRFAL T Lm0 W 92
#6071 ) F 18-

21~ 3R 4 £ < Jofr s A2 2k o (The Government On-Line » GOL)
http://www.gol-ged.gc.ca/index_e.asp (2005 # 07 * 15 p )

22~ Pt thETR T EEE S PR F A R o AR E T 24
(XK 92 # 12 7 ).} 49-59 -

23~ AR TR IRMFEDEEHLAL (ST T REERR
TR 93 £ 11 7)o

24 ~ B " g 4 4, (Modernizing Government White Paper )
<http://www.archive.official-documents.co.uk/document/cm43/4310/4

310.htm> (2005 % 05 * 15 p )

25~ T o Rriedl ~ 2 R B RIT G 5O B R BB E PR
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FeB4F 8:3-(2004 # 6 * )

26 8Ed T EFRT I B xensE > AEE T (AR
93 & )o

27~ AP T 3 R LD Famamy (o7 T HEEEh
AFO93 £ 117 )o

28 ~ iR E T TEREEREREY AT (oM AR
oo AR & 112 )o

29~ F M E L s TR ERECPGET2FT -
FE (ot T RHEEEAE > ARIBEST )

0~HFRE>TTF 2 ER/EFFRERY 27T (o7 T HhEFRE
oo AR & 112 )o

31 ~ Public Record Office Victoria, Management of Electronic Records
PROS 99/007, Version 2.0. ( 2003.)

32 ~ Waugh, Andrew, Ross Wilkinson, Brendan Hills, and Jon Dell’oro,
“Preserving Digital Information Forever,” Proceedings of the Fifth

ACM Conference on ACM 2000 Digital Libraries. ( 2000) 175-184.

33 ~ Public Record Office Victoria - VERS Metadata Scheme -
( http://www.prov.vic.gov.au/vers/standard/ver1/99-7-2.pdf )

U~ A FAEEHER
<http://203.64.230.194/web/Content.asp?ID=747&Query=3>( 2005 &
52 15p )o
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B HHEE TR I ERHIERE R 2T (S0 R
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S LT

FricE B R X AN 1968 & = 2o 20 B 7 $ & (National Heritage
Board of Singapore » NHB)2. ™ » 3 & § § W f & § I R74e 3 & BINF ohfft

L3ebc f 0 F WY 2B AR R(ilm) ~ 805 B (video) 2 453

T4 BB P R AR E AR AL np I AR R A DR R v e

CES N

A4 5 B R

pl

BT HG T B AN

(- ) Archives Services : % Bl % chig By § 7L o I 4% 5559 RIS o

(= ) Conservation Unit : § 242 &2 3 frd = 2 > WA R 7ah =¥
£HF -

(= ) Audio-Visual Archives and Exhibitions Unit : § # #74c 3 # 2 #
FRGRAAEEEERERT RS f T B FREZ

cl R

48



(= ) Records Management Division @ i & {384 Frfirdd 7 5 »cirnpeds

FIEPE XD ET I AR E
(I ) Imaging Preservation Lab : § § #3558 % & 1 i¥ o

Fobo pATHEBRRE AR B KB FAZHOTHE > #
bo TR e T F AL R | (Government Records Information Database)
"Speech-Text p # i &% % 3t | (Speech-Text Automated Retrieval and Search
System) ~ T 4 4 3R 2e bk 32 TR E | (Private Records Information
Database) ~ " &l B &2 22 L e 4 F A2 £ & sL, (Cartographic and Architectural
Records Database System) ~ T A # i* R F 35 30 4 5L (Automated Audio-Visual

Information System) ~ Bl 44 = x 4L(Picture Archives Singapore) & -

g B R RE LR P AT R R AR A A f
hoenFEFl Tl e Fd BARAOEAFIES Z RS RIA e B

B oo eiTAe B PO R [ A%k il sk (Government Electronic Business
System> GEBIZ )~ #7+r L ® 4 4 (Inland Revenue. Authority of Singapore » IRAS)
g 47 & S(E-filing System) ~ 374 B B4 FeiR € 352 & ¥ 3 415 (ACRA)
P FEE e L S(EARS) A4 B R & ¥4 B & (IE Singapore)shE 3 F

3k ¥u(Trade Net) % - > $RELP F B AT4e B 7 35 AT/ ioed 175 S AR
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AR SRR RN R RTI T EE LR

(Electronic

Registry System » f§ #i- ERS) 2 % + 4% % /& St(E-Archiving System » #§ £

EAS) - 74 8 4% % & (National Archives of Singapore) £

g2 - F 51 $EASH S -

ERS 2 & chw st £ g X ekt PR+~ 2 o 45T+

(emails) ~ & 2 (faxes) ~ %35 2. ¥ i (scanned hardcopies)

WL g T R T2 < 2 (3 Word ~ PowerPoint ~ Excel--

NN
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ERS Modular
Components

[ 3- 1 ERSZARHERR Y
BRI © SOL View

« %3 %44 %(ERS)

Frovg 2 D2 HERA AR EF AN B X EREVBE T
T EE 1 * B Word ~ PowerPoint & < F ShiE gt r @l iv2 < i - PDF
YRR Af® ERS HMRTF FHL D 0 A AME R AR

SHEAA R A T IRERNT EEE L2 ERSe #h%i2 » ERS i &
Pk Su g B {7 ¢ o &5 (Central Repository) ~ 1 1% ¢ 72 (Task Management)
% > %3 (Security Enforcer) ~ #ic iz & % % 4c % (Digital Signature & Encryption)

2E fefc R Rk S (SGEM ) B £ £ 1 1% (4eR] 3-2) -
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ERS - Features QOverview

Seanned

= Ceniral Repository

* Task Management
hsact = Security Enforcer
wntegration,

fonid | Digital Signature

compliant & Encryption
= = * SGEM Integration
s Notes Direct i
| Emails - wilegrabon

AT L3 nmlnlor

Features

® Direct elecironic filing

® Powerful, easy and fast
search and reirieval

® Integrated to M S Office
® Role-hased Security

® Version Conirol

® Collab oration

® Document History

® Electronic Org Chart

® File and Case
Management

3- 2 ERSZ¥SBEREsiLEE

EHHARME  SOL View

(- ) ERS #ik

G R SV NN

2. FAEH A R ICE B DT G nh B e

3. ¥ & icdcacsa £ (Word ~ PowerPoint % )

4, fet % raE R EIFHEES b

5. B3 5ABiET S 0 T Ak 2

N

6. £ E AL &

7.2 LA
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ARV EICEE S AR R SR EE R SRR R

el (T(def] 3-3) 0 BHERATA Y 2w € LB FAPM IR L0 FR LD

B P e 71 2 i F 3 (Document information) i 2 B~ 17 341 (Access control) &
Fip o v i FMepp F 3 320 p Hp (Registered on) ~ 2> = 31 ;‘]‘(Registered

by) ~ .3,5n¢§-‘ﬁ (Edited) ~ 1 ¥R (Status) & » — k@ 3 o 2w I Jﬁ ™ E iR

Holb- Ao AERT2 P AT (FL h Bz fh ¥ (drR 3-4) XKL=

)?ua‘?f% S NPz g A S 0 x5 o pegicz. Word Fe st G dRE R r 2

Lo Ve w2 FREERH B TE & 2258 (40 ¢ Excel or

(Metadata) 2 # 3£ {7 § £ 2 £ F (4ol 3-6) Mhx Gl H2 (T3 7 L[

Loeeha (7 RASTHRZ 22 T T 5 00 2 20t (4o 3-8) -

oo EF g2 57~ KRISZ OA i st(4cB 3-9)» ¥ v (F— 4%
B3 (4 3-10)12 2 BoiF A (4ol 3-11) % 607 > R 4G o2 B BILH
so g U B kA 02 PDF A RN ATEBEIRLT 4o f 2 - dena 2 (4o 3-
12) - FF > aFF 225 KRIS kit kfpa2 2B ~p 3% 3%
SYERAR T EVL I A RF L P oy 2 BT A AAPH L

% & J X 2 (Role)rt 2 sc 49 BE3f 2 42 & % 4 (Compartment) 3 B~ % 3 cig
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U] o #G K 4 U(Access right) sk €7 BB~ 1 IFHTE A o0 3
Fr AR T2 2 4] (Access control) » Fr4c st 20 T F B &k Surrk et
241 # Z View Profile ~ Read Only ~ Normal Access ~ Full Access 17 %2

‘;q‘?’)
» M1 "+

h\‘\
i
v

Custom £ # s iE I o F A TR AT H2 FE2 {8 T

% #(ERS)2 ¥ (4c@ 3-13~ § 3-14 - § 3-15) ¢

the Festrval of Ams celebeanon pamy will be held thes Satyrday 2 Sepl & he
ler. Thiy pany stants &t 7 pm shap  Atached s He agends of the everng

R DA Z A3 T RREA LA
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filt SEEIAE AL
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HFHRE ¢ SQL View
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TIFEANAREEMRE
Bl (Registered on) * 2
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FHPRE : SQL View

| A ASRLEE T Yord i RE
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2 Ag rﬂ%ﬁ‘#ﬁ‘}ﬁ; BEFEEFFY o
F 3 F ATl s Gatineau G LAC 3% ¢ v (Preservation
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s o pb— ¢ o LAY Y guz A4 (Building in the Building) > ¥
96



3P - BEAPZRAL ML - PR RE ER e A2 o 1
APFHR CRRZEF T B2 RRE ARG E RO RS L
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3.7 M F 3B v3F 2 "4 (permitted and restricted access
to information)z iz 2R o
2 & 2297 4 £~ #p2 (Canada Evidence Act) ~ T3 o B
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and Archives Act) ~ £ p4 & /% (Copyright Act) ~ J= % &
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(Digital Audio) ~ #i=# & # f(Digital Still Imagery) ~
#iciz B % (Digital Video) ~ = # - & < (Documents-Textual ) ~
w2 (Email) ~ # 32 B 38 (Geospatial Data) ~ SHit
AL - FARRE 2 T 338 & (Structured Data - Databases and
Spreadsheets) % # jtrig Bl (Technical Drawings) % ~ f&#g 3] o
PREst LA prs 2Ry 2 VR RG-S
hefs
o f 375
EIR R
1. ASCIT #% (American Standard Code for Information
Interchange) » W% #& 5 : 1SO/IEC 8859-1:1998
(Latin-1) °
2. IBM = @ enEBCDIC #% (Extended Binary Coded Decimal
Interchange Code) -
3. %i- # (Unicode Version 3.0 UTF-8) R+ & 5 : ISO/IEC
10646-1:2000 -
® i i+ 3
EIRR
1. AIFF(Audio Interchange File Format) -

2. WAV(WAVE) -
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1. MP3(MPEG-1 Layer 3) o
2. MIDI(Musical Instrument Digital Interface) o

3. RM/RA(Real Audio) °

1. ITU-T(International Telecommunication
Union-Telecommunication Standardization Sector):T. 4
2 T.6 -

2. PNG(Portable Network Graphics) °

3. TIFF(Tagged Image File Format) -

R

1. GIF(Graphics Interchange Format) -

2. JPEG(Joint Photographic Experts Group) " & #& % :
[SO/TEC 10918-1:1994 -

3. JFIF(JPEG File Interchange Format) °

® i (= B

EIRR

1. MPEG-2(Moving Pictures Expert Group) °

v s
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AVI(Audio Video Interleave) °
3. MPEG-4 -
4. MOV(Quicktime) °
5. RM(Real Networks” RealVideo) °
@< it — A=
ERE
1. XML(Extensible Markup Language) -
2. XHTML(Extensible HyperText Markup Language) -
3. HTML(HyperText Markup Language) °
4. SGML(Standard Generalized Markup Language) B"% &%
% ¢ ISO/IEC 8879:1986 -
R
l. txt(Text Files) o
2. doc(Microsoft Word Document Format) °
3. PDF(Portable Document Format) e
4. wpd(Wordperfect Document Format) -
® 7 = #Xi* (Email)
EIRR
1. MIME(Multipurpose Internet Mail Extensions) °

@3- 12 7 i ¥ (Geospatial Data)
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1. DLG-3(Digital Line Graphs - Level 3) o

2. ESRI (Environmental Systems Research Institute)#m
EOO(Expert Format) -

3. ESRI ¢ SHP(Shape File Format) e

4. GeoTIFF 20 -

5. GML(Geography Markup Language) °

6. I[HO(International Hydrographic Organization) =7 S-57
S SN N

7. TC211(ISO 191xx Standards for Geographic Information) e

8. SDTS(Spatial Data Transfer Standard) -

R

1. CCOGIF(Canadian Council on Geomatics Interchange
Format) o

2. CARIS ASCIT -

3. CEOS Superstructure Format -

4. DEM(Digital Elevation Model) -

5. GeoVRML (Virtual Reality Modeling Language) °

@it T - TAHEE T FFE & (Structured Data -

Databases and Spreadsheets)
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SR~ B3L XML » XHTML txt + .doc » PDF » .wpd
HTML -
SGML

S FHEF MINE

i S 22 SR DLG-3 ~ EOO + SHP - CCOGIF -~ CARIS

GeoTIFF 20 + GML » ASCII . CEOS ~ DEM »
THO * TC211 + SDTS  |GeoVRML

iRt ER - BHERE |FHEHES DBF
TEER
ZgE DXF

R E . Guidelines for Computer File Types, Interchange Formats and
Information Standards » hitp /fwww collectionscanada.calinformation-
management/0612/06 1204 e html
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Management System > #j A& RDIMS) & 4c & ~ 2 2R e s 4 o7 ¢ *
- B3 MERERSOE R T L o P SR A& FTRHS
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Canada ~ Canadian Food Inspection Agency ~ Indian and
Northern Affairs ~ Finance and Treasury Board Secretariat ~
Privy Concil ~ Industry Canada # Canadian Transportation

= &

Agency ¥ ##4f - RDIMS £ - =Ap M c# (2 )& &

a4

19 4%k ¥ = (records management) ~ ¥ # ¥ 32 (document
management ) ~ ¥ k&2 (imaging) ~ > ¥ % 31 % ¥ & (full-text
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l. ¥h&xA%3

2. FEEGBZ T >4

3. AFFR(e R~ -~ P F)
4. A3 4

5. WA BT~ fFZ2HBERESR

RS e

-\]

Fhkz AR s R 2 G

TFoHELFAL R

o £ S FCRFRT R REL X 2P 2 d TR g
wwgErci | (Policy on Electronic Authorization and
Authentication)*tdg ¥ - £ 7 3 M T F HFRE ~LEF £ 2
A7 = Be e - 5 352484 (Access Control)w > - 5 £
4% E = (Key Management)® - ¥ — B & réﬁ%a—«‘?-\ﬁ%’? 5 41

(Audit) ° f3 it 4efs -
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(1) BdE ] @ 8 * ﬂ.ﬁﬁp,\;pg.l‘k‘ﬁ%(ldentlfler) >
(Password) ~ IC + ~ Smart + ~ Token--- % % >4%41] > 1
3 ;%%Ei & * #4258 (Application Program)zk -2 4 * &

B 2 REIHT D R

(D) F M H B B A ETRE > X
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FEA R Y T AR R UL R L e &
(Logs File) °
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& st BRI B 46 1R kG kT U
PR T FET S 2 AR B B R
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\

74 2rc il (Policy for Public Key Infrastructure
Management in the Government of Canada) ; it 5 :
http://www. thbs-sct. gc. ca/pubs_pol/dcgpubs/tbm_142/2-2_
e.asp %

http://www. thbs—-sct. gc. ca/pubs_pol/ciopubs/PKI/ba
CARIENR = A )

R AT MEHT T S R L IR 0 2 & Terry
Cook 7 1991 # #7#4| 2 shdg 51 - “An Appraisal Methodology
Guidelines for Performing an Archival Appraisal” - £74%
WG EM - HE22 2T B LAC- TF+HELBET &7
Pz RFARERS S EP o PR FHEIEESNL 0L

WM T LACZ 7 F A% % L 333 g

-\‘:5

P T AC- A% £ 642 L REBHLHE
TE AR LACTR Gl A B DT B e e A
BHT I RB AN T BH M1 L - I 0 Ew S 2R

"B ELET % i A~ 7 % (Macro-Appraisal and Functional
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Analysis) o $Fcfrs b fh R 375 R B AL R L R E TR
74p 5! 5 Guidelines for Performing an Archival Appraisal
on Government Records » ' & & e/ R 2 ey - A A > 4
EEERFET BEFLEFGRSBRET > do i P A
> w ¥ (Completeness and comprehensiveness of the
series) ~ #£ ¢ ¥ & {4+ (Authenticity) ~ & - £ (Uniqueness) ~
s H A& R e (Relationship to other records) ~ # & ~
B¢ A%t (Dates and time-span) ~ £ #® 4 (Extent) ~ # * |4
(Usability) ~ :# T2+ (Manipulability) % #% % 2. F %,k =
M (Physical condition of the records) o pt *tw B+ Jg |/
=7 2. %73 & *A(Retention of Records for Legal
Requirements) ~ & & % & 2 %33 # *¥(Retention of Records of
Intrinsic Value)% F 3t i B2 %75 # *T(Retention of
Records of Information) o ¥ 2 28 v 23 [ E BRI T
2 dr ) 2 TR M AR R L RET A5 (i
http://www. collectionscanada. ca/information-management
/061101_e. html %

http://www. collectionscanada. ca/information-management
/061102_e. html) -
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= (Subject-Based Classification) % i & ~ &R P| > iTk @
A7 s 4 3% (Function-Based Classification) ™ w % &

» ﬁﬁ{ﬁé’»—/»} Fizee o N EFGUBM)EAETERR (T

)AL up SN Haug kgl T ¥R e A M L 5

(Business Activity Structure Classification System -’

FBASCS) o @it M A fFE # i A HEenL B i itdheT

. 28 Meng
ERAF S E N F (Content) s 45+ > @ B o 4
HEE— B - B B < 0 R (Frr e B g
#(Organization Structure)z FFHehfhit ke o #2a o
Frrlesx LiLgp TR L -
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RS S S R E L CUY

AR (Aofe A7) 1% p AReBE B B — A o H 58 ehd ZE
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(D 2w R+ fhR e it & G £ B BRI

(2) fif ¥ehdlhor 1 fEinfe ~ (T 425
¥ ket > Tk 2 PAM T+ 22 %o
(4) F1 5 BB Eir1 (T8 kAL > Flpt » uEdE=
(Control Language) & # % ~ &% @ gL o
(5)Fls B (einses (eX4nf b i kA %8 > #70 agt
THMEL % 20 TR AL HRG R

(6)F B4R F fhk 2 Bors & U2 FILRA -

A s BE & s b 2 74 i (Identifying
Function) % Fz:3i7 e i £ 42 5 (Identifying Business

Processes) o #Xts » L8 {7 2 M iFmE 21 (T2 A4 > ¥

s

> 2378 2 % iT%¥ (Transaction) @ i&m & 24 313 F < 4§
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PRAR D E D R AR AP L S TR E Y E e

( “to ensure that material meets departmental
operational requirements for effective program
delivery and that the government departments achieve
value for money when planning, acquiring, using, and
disposing of material assets.” )it - Fo ik » 7 #ir
AMERA N L FA S B f3HEl(planning) ~ R

%l

(acquiring) ~ # * (using) % 32 (disposing) > fj i 4ris :

L4

- XH Rl 8 AFTG PR T R A FTims S 3E A

oo - B AT R ERRG o E o
(2)Faed L& (R )R 7 K
FERLF & enpr ot 2 BB T ERPE 2T AT bR
2k FT e
(3) 3= #25 &

R R TR
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to & X FORZ i d0E S 7 5 TBITS 39. 2 52 o 4 & & # 3+ Fin
SRR fp it T MR FT N OESF TS T R L HE
FiEeAAEL B Ry E - 3T 2510
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Subject Thesaurus) ° it &

http://en. thesaurus. gc. ca/intro_e. html °

123



PO HIR T ERR G TR L RS R LR R
WEETHLY 2 G G R By s h iR F L
B oo 2bd AR E iz B L HE cFRB BT AHEES 2
FEFEIER RS - FRP A T AR HIE R AL
PREFEY BN PR B A F AR (T

LRI FAETEL Y AR LR TR AL & R AT o A SRR

(-) BEhP G LEAMEE: 278 &
Lo i H P P I 2 R o - %}ﬁfﬁq il E'%;’%f{ ’

FlRt i AR SR o 52003 & 47 1 p o 220 - BATHHEA S
"9 % BC# #4227 , (Royal BC Museum Corporation) ¢ 2 Ho
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Netherlands Carillon # = B484f - B m B8 G I 4 4k 4

R RBCEFESI PN BECHL FBE FUFE
(Access and Information Management) o ¥ ¢ % 5 B Fcfis
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http://www. gp. gov. bc. ca/statreg/stat/D/96099 01. htm) o
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htm) ~ F i & # (Information Bulletin) (4t :
http://www. archives. gov. on. ca/english/rimdocs/infolist.
htm) % % % <& 4 Fofipth % 07 9 °8 £ 4 51 (Guideline for
the Ontario Government s Record Scheduling Program) (i
N

http://www. archives. gov. on. ca/english/rimdocs/guidlist.
htm) °

THFE DR E VA GRS - BRI T g%

i £ PUFIZ(2) T F Ah %k — R4 51 (Retention and

"

132



Disposal of Recorded Information (2): Electronic Records
—Special Issues A Guideline) o i &#ZRIE P 7 @ TEF T
(Timely Disposal) ~ & # i%33 (Long Term Preservation) ~ &
#i4& % (Data Migration) ~ B #z & %t(Open System) ~ Fe/ide7
w48 % 7424+ (Government Ownership of Software and

Data) ~ F3t ¢ 1 X (Information Management Tool) ~ 3534 4%

% & (Consultation with Archives) o f§ i 4efs :

THRMEREEDR R FREULLBETIN 2T

W2 B 80 B E(TR FHE P T

a3 ERAFTHAEE2T6 0 TRIIATID AR - R 2
CEEIEN L ) ST

4, Bz kst

133



PRRLAT A BE > R BORI BRI

-

D. FTFHFEG A A T E

FTA bR R A TR T A IO

6. Fapmix
CEHMIchETIREITE TR 2HH--22 287
FAeE & Hjire 2 R4 M DT FILL LG &%
R S A
1. #FHfhE4AE
ML FRES FAE R TR RS

ERE S T R LR £ S R

Wapsl (ens
http://www. archives. gov. on. ca/english/rimdocs/guideln?.

htm#timely) -



B A AR BT bR L T S
TR EFIEAMpETE R S 2000F T BER
SHEBBL A BELTIHEDE S
(Guideline for Transferring Electronic Records to the

Archives of Ontario) - M & + R 2 B <~ R H 35

I R
BEFZAR TR 2 B0 R Rl R
AR U RESEAT LS ERTY AR ERLY
e

2. FEMEZ HE

3. M RF
PR AER RSB NT I RIS LT R BE G

HRE T T BB B pRE o

v /= g L 27 /t& e =T 24
EETERRERG > T

™

TRFMR OB E S B S

AR EE oAb AR € FEIRAR T ) TR T AR -
5 962 4

—\

e — Er

Bk B g R R

I



W AR AR FEILE R RN © AT TR R 2 i
(22 ) - AT 223 pEapEgivs o

e j T+ Ao i 2l TH PR 206 S

%

FITASREARIT o 2R B R TR 23R %% InterPARES
234 (% x http://www. interpares. org/book/index. cfm) o

o XA ik IR RETERRENA 53

._\

=%
b

BEE A E AR TA CFRAR 124 s a4 B 2R
AR

g
o
K3

R
w

>~

g
Rd
Hy
L

3l
=
DO
(GV]
K2
=5
Rl

9

e

~
i

&
(e}

"—'%
‘\‘.\ "

BEREFFEFHMEFE S ZFEAG 1,346 F 4 / £ o AR

o

BAEA SRR ER R REY S

136



-4 A ﬂkle‘
P R R R

3;
Jit

iy

BEH -MHFS 24T 2R

S+

f

FED o BFED 2 F 3ED 3R Humingbird = 7 G %

W kAL BB ED PDL A

=

g
i
I
(i
o
7%
7
)
o
E]
=1
ik

\_
fei
g
-
sl
i
3

|

2 N I.‘lﬂf‘f Terra Dickson » #H# % 7 g % F 532 Ken
Young - 4+ Lynne Waller ~ 48 Jennifer Douglas % #h % 7 3t
& 17 E% Dovelle Buie > B # 7 agE 4% ¢ 121 2 Reuben

Ware~e+ 32 12 Heather M. Gordon % 4% % F 3t ¢ 338 532 Glenn

Dingwall % 4 » ¥ &2/ 3 KR 16T F 5§ 2L Ap MR -

Wi

Bylaw- 7400 & 257 s M2 AL 523 %

KRFAHE L BB ENR FRRA]  EPED S B
o5 Bylaw KR EF (20052 72 23379 > HpF %
Tt ) o B R AT R £ U Ry

R2Z B IR LB FIa AR LT L - B

137



p

SHBE S E K

7

HHEFH % Hummingbird = @ & &> @

—

¥ & # % Richmond Enterprise Document Management
System(REDMS) - & 2 6% RIE 44 spH 53 Sk 51:E7

2

Hummingbird = @ 04 & » & 34 5 Coquitlam Enterprise

Document Management System(CEDMS) - 8 & #7 & A dzi:

22 A4 7 E#A (template)  HH 5% 7 100 &
A4~ 26 G 404 RN 5 PDF AL - FRET
FAFRZE2 2L EFa o2 E- ST LK RAF

AEER

)
i
ot
_
TR
hi
>
o
&
L
o
&
S
i)
W
T
.h-‘
/J
a";

# % UCRS(Uniform Classification and Retention
Schedule) » & %2 #5# # % CRCRSS(City Records
Classification and Retention Schedule) » i # &7 # %
VanRIMS(Vancouver Records and Information Management

Standard) * 2 57 2 F 2 &7 T F R F G A

138



FT s S SR K 0 T B ek b B

%7 95 Lo FEL(220&#72 Tp) ik

ekt e B VanRIMS( 7] & ot kv Bk g2
gs) o AR VanRIMS 2 - 2482 F3 23t 2
TAEEE LI o VanRIMS % # et sg - 5 = B R =
shi & 4 0 @ 37 s ¥ e (Function Group) ~ i &
(Primary) % =t & (Secondly) » 7 B 4 % § b3 53 fid+
- o VanRIMS #h:FH 2 1 iF2 Eafr a5 L4 BIEP
Department/Section ~ Contact/Custodian ~ Records Series
Title ~ Office of Primary Responsibility ~ Description
of Records Purpose ~ Records Status ~ Date Range ~ Basic
Size of Record~Physical Format-Records Series Retained
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X (Archives Nationales
Quebec)
IWHERTEREE
{City of Richmond
Adrchives)
=W TEREE
(City of Coquitlan
Archives) g
EEE R T BT
{(City of Vancouver
Archives)
LimEHIEREE
(City of Toronto
Archives)
EHENEEmE—
R 1TEPR [(R1%ERE - BFVER
#H fassEts HRBRETERE |[RELREET
{E °

Z NAPMERE R

PRSI ITE G HApM 2R 2R L R E L kg RiRRE
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FRENE ZBEFRFEENT B ’ﬁ éﬁﬁ#}?—lﬁfﬁ,%o%i@)—g wH TS
LN E R A 2 o T F A AR TE R FEE LA
2000 & =422 "R+ #2458  (Guidelines on Archiving Email) %
2001 #1422 F4hE s F =S | (Policy on Preservation and
Disposal on Electronic records in Government Instruction Manual 8B)
EARMARN > RS F 2RITETF PR iR EE o P oW BT WL R
PR ITETAE A PP REEFEAT O ] 2 ,ng,Tg R F S R

PSR S EEs SR

MR A R AR AR R PROV R iz 2 B ] L%

L3F 5 o P2 VERS & & v 8 - fa 48 o VERS erfe 457 (% - 5% )>

P 32000 & 40 TR k2 F2 ) AR (Standard for the
Management of Electronic Records) e ¢t &2 #7372 ;2 4L » 0 iR
B 74h %k (National Archives of Australia - f§#NAA) #7% £ 2 2
A TR R R T PRAE | (Australian Government Locator
Service > i 4 AGLS) & ARG o *pit 2 # » PROV L 1245 7 = 2 4 &
T2 AP R IR > ek PP F S Rk 2 F A PROS 97/001
B ~PROS 97/002 Pl A_= = 4% 5% & 2 &2 8% ~PROS 97/003 5 = & 4% 72
PROS 97/004 = > X AhEFEHB 2 53 ~a f 2 F 22 fh% g = PROS

00/007 it % » & % % (e % b cnis g -
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i

TAANE AR TR E RS AT TR ER R

ZhA e s ko ERFC R 1996 E T E A E o TR ARFIRT AR

PARMRPTF 2 A R R AP R ST RS 2R
ToEMAERAFETF D 7 21998 E R BATE AL S

RPMEFTF Y2 0Nz g3 BBgd w2 dado3 2002 & 11 7 B

WA RE 2 G SR TR R AU RH R R B L ik

FT BT E AU R SRAEE T 2 ERE AT M2 ERA

FOR s L BB E AR ERMT SAMLE e o Fld

—~

(=) 7 MFi#(collection of information)z i 4 o
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7 B F 33 B~ eiF 2 U4 (permitted and restricted access to

information)z. j* 4 -

FEBFFORMEEL S BRZ AT ALY

Hh
BEa2 s BATARESET I 2 23 A o f

(- ) %c &~ #45:% (Canada Evidence Act)

TR R AR R bt R 2R R X2
WEMFLEFHE T HRBLE -

7 o B % (Access To Information Act)

B3 422 4 % 422 (Library and Archives Act)

RERTE2MFEE T RATTH R aL2 B

LFRBH TR L s S a2 T WE g Rt
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(w ) #£p4 4 .2 (Copyright Act)

ERE - AT ﬁ%iﬁ%l}?llﬁ ]%]4£7}%fo: DR 2 FE R

o
(I ) I3 %4k# (Criminal Records Act)
Fr4te B gz s R S R E LR Mz E R o

(=) BAFWiFHEE T+ 2 2% (Personal Information Protection

and Electronic Documents Act)

(=) *#£#% (Privacy Act)

T R B TR L R A 2 R i
(~) F% 272 (Security of Information Act)

R Y AP - N AP L 2 S
(4 ) %32 (Statistics Act)

REFFCS R LR A NG M T D A o 2 £ A7

BEARR TR

(+) ¥ *#7%#(0fficial Languages Act)
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F* 4-3 fERRENIRIRE

Z:E

SR

Hi.

T EHERIEE
B R R FERETM

VERS FHHIE—fEi5E »

I PROV —RFIAELIEREITE » 10
INEEREEZ %38 PROS 97/001
IHTEEREAEIERE | PROS 97/002
AAEEREZIEIE | PROS 97/003
INHEFERIETR {7 | PROS 97/004
BFAPEREE | PROS 99/007 2 o

HH.

EFFEEME
SRR IR
TR B E 73 R RFHVIRE
BT RAL B E T3 A E:EFRE
HEREEE G AMEE TR BRViRE

InE A 5% (Canada Evidence Act)
EANRiE(Access To Information act)
EZeERfEEREE(Library and Archive Act)
EEAFEMIR(Copyright Act)
EIRFCEFE(Crininal Records Act)
BIEESE(0fficial Langnages Act)
BAEARER ST % (Personal Information
Protection and Electronic Documents Act(PIPEDA) )
FEfhiE(Privacy Act)

EIEFEE(Security of Information hct)

R E AR (Statistics Act)

HE

TEEIE
e

tERS T RFEE A
RS IR EE fFEEE,
RRAte = E AL FEER,
TERRFIMA o
EFOIEREZTE
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P
T

R CaIRAA 2 2 S d MRl TR

AR (o ek iR FF AL 25 20 HERE T AR FG

B2 22 PIEAREENS D 2 P e P SRR R o

B AT INF s MO s AR S P R - BRI A A
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o R AR R ALRE
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B F RS R AT M

WG LR E L FRE D R o AR R L

N

RyptApEp FUEBF2Z2 ka5 2 2 3 E T PROV I ik feag 4] 2

RS B E A R RS 20 3 F 4 e

EEFILE  MHEEGH VTS 1 3& 5E10E 30 &R K

v

AE IR ER T M E D SR AL RREL BT FITE T

B~ 3452 #2847~ 5 8 < # (Agencies Records) 4 2 B 4% %

(National Archives)= f& - 8B = & #2 M T HE L LM 7p (7K
B2 % i#g1med o (Agency Records Center)f d ¢ o & B & {74 2 8 F 4%

BT AAERFRELIE A g e REEY SR E MY BRG]

E2 (0 THEI R R SHIREFFER CERGREN ENL 22 2 FT



Rt R -

e AR MET S O R EREFE s 2 k5 Terry Cook t

1991 & “ 4] & sty 51 -

Performing

an Archival Appraisal” - 4v £ =+ 2

“An Appraisal Methodology Guidelines for

WEEGFZFR TR

g EPLER D L bRl R APRERR 2 LACZ 2 5 A%

P BRIREL TR R RS B R TR 2 oo

\'\-\

CRR TR L R A AR LR

WM R

PriE T TR R E VAN | LR B - IR A B AL

w75~ 30 &

25 # ~20# ~15# ~10# -5 &

3E]EERGED

B L 50 E TENGE2E 3B 5 FEENE S KRR

P

1 A4
;24_-‘ ,)v_l.._

EME R R EBEIREI I 2R 2R L BB AAFTZINE

s 20 F 2 H o E U “f/é FEFRITZ SFTLITBEINFER

s BRghE o kg2 30 #2085 TEE Y AP RIEFRREY o

* 4-4 BEZRFRHERFRE

ZE ANXAREHFHERR XA RBGERR
g |25 FEE 25 1M
B |EEESRETE T EmETEAEZ (RFER 30 FEZ 1B
BE. || & 38 58 105 30 ELRKAGEF 30 FEZ 1R
SRS EERA (R HB" An Appraisal Methodology \
MEX  |Guidelines for Performing an Archival Appraisal”
AREILIE LAC Z B EERETHRE °
"ERERRFEEREENE, « "R
gfﬁﬁffﬁ?ﬁﬁﬁﬂ%ﬁf; ?gﬁz’oi—iﬁfﬁﬁ% l
V3 v 35 . ‘ ‘ ,
B o p R MoWAE SO T | TR
F2HE3ER S K #FRF HEET
FEELL2S ERE o
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10.

11.

12.

FB P ALY R 2 K2 The World Fact Book (CIA) (July 2005)

[t

Bt s Wt T 2w E - R R MY R o R 20

4 (A®92 & 127 ) :F 49-59-

HEA TRARTEFEIE D HEFTN32(0R93E6 )

Po111-121 -
i
Government of Canada Site » <http://canada. gc. ca/>(July 2005)

IR R Edc 0T E W RS EERF AR R E 2

4 (xm92# 127 ) :F 49-59 -

\\\?{r

BAhE I h et o
<http://www. archives. gov. tw/internet/c_about_stat. aspx/>

> (2005 & 05 * 25 p )

b 3E e
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13.

14.

15.

FHEAE I G T VERS R+ s R ke kg —HE

W o AEZET3 4 (RR93 & 127 ) | 16-33 -

PRt Rt T 2 B R - FARRE RN R HEF T2

4 (xm92# 127 ): F 48-59 -

Public Record Office Victoria, Keeping electronic records

forever, Records Management Vision Development, (July 2005)
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IR R F il B L e S i 1 o

MR RRELRS S el R FRE LTI ARE AR 2 e T

MEFFC e T F R R TR A A e
mATAeEL 2 e F MR FEE LA o H RS S B R

EL e i —\ BT @ﬂ: ’ ﬁxﬁ; 4 «‘i o2 K m;]:%&r'f’n—\“/} 4}/{%@ WORD 1}%’5\‘
BWiErrmr 3R ms VBRI EEHE LT R 2 3% 4o Excel or

PowerPoint & Z B # - FFhE > am R o> 2 fd iisip2zf\ A4 o
2 PROV 7 B VERS 3% = & - VERS #i-3] & * XML e9% 72 2 4 » %
*a 1.0 XMLZEZ#r % chF 45 5 UTF-8 o 23 R4sF ol s a3 »

P RAST R R TR 5 @ o % 2 MIME Baseb4 4 3% ok S o ot

iR C RO MR RO T RER  ELC S &

L EBHFAH TR

#9% VERS 3+ % i 4% 4 Howard Quenault % “VERS: Building a Digital
Record Heritage” < ¥ ehgzit » VERS ehv w p R T AGER R 7 F 3848

(Keeping Electronic Records Forever) i & ¥

nw

p::ﬂ%

- R FE AT RO E RS R @ PDF & TIFF #3530 o
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= ~ #t% (Encapsulation): #-% + ffi%x -2 ~

*“—'%
e
=
it
R
F_x.
)
e
gﬁ \

FoL g e XML -

s #ici= % § (Digital Signature): # * Public-Key Digital

i

Signature H e 4e » B R T TR LRI T F A E PR

l,‘io

§ bR AP T 0 E A A e A% 5 8 VERS 1 & £.4 174 PDF
Beat 1E5 bR st o R o RiERMEA T O PDF s A5 LY 2 4R
#(0fficial standard) > e & 7 #74cs ~ B ~4c £ % &) > B PDF
P L2 BRI EEAR IR T LR A AT R T RT
FUUPDF RV G2 vt o o g e B 2R T SRR R UEE TR

2 A3 A 1 g

LACHT F MR 27 ~ AN 2 HIFE T TRy > M5 £
FORP M AT F R RIZ2 3 & 53 fp o 87 LM T4 b 2 L7
MRS - R RIS A ERS IR ERLE L S

F f F 75 (Character Sets)2 fhE R - - F R F B R ERxig

(- ) ASCII #% (American Standard Code for Information

Interchange) » B4 #& % : [SO/IEC 8859-1:1998 (Latin-1)

= ) IBM = # 50 EBCDIC #& (Extended Binary Coded Decimal

Interchange Code) -
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(=) %- #(Unicode Version 3.0 UTF-8)m*4&i#& % : 1SO/IEC

10646-1:2000 -

xRN k=85 (Digital Audio) ~ #ci=#F i 84 % (Digital Still
Imagery) ~ # =82 %(Digital Video) ~ © ¢ - & < (Documents-Textual ) ~
T+ 202 (Email) ~ ¥ 223 B 304 (Geospatial Data) ~ S v 3ok - Fk A
2 ¢ +3#F 4 (Structured Data - Databases and Spreadsheets)# H it
Bl (Technical Drawings) % ~ f&#g3] - =2 @WirH N 7 F i (Enail )iE &
i# * MINE(Multipurpose Internet Mail Extensions) - #% % %347 £

XU Tefay TR
(- ) .txt(Text Files) -
(=) .doc(Microsoft Word Document Format) e
(= ) .PDF(Portable Document Format) o
(2 ) .wpd(WordPerfect Document Format) -

4‘:@—"%2}‘/’ ““TI%Q}?‘Q*X‘\‘I—JI P'\-‘;-E‘é‘;j —_V:/{ "\/1 Sz
Plea LR -4 T A WORDELZER AR Y L H .

EF oL I AE T AN PARSR Y A IR AT
P2 RN TR EF AT AR & 2P L ATA L S R
> WORD ~ PDF & 238 8% ¢ #§ 2 * v 85 & 7 312 R - AR
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B TR i 8T+ A% R 474 (Victorian Electronic Records

Strategy)z %% 7 %3] T ANl iy > BRI RHEEAFFT AT &
PP EA NATRATI/FOEFTET RV E D B A gg3
R ATIE PG R e 2 BB FURATA B B R R BT S M TR L
BT AT AR ARG SR LR 2w AR R T S S
LER TR WS ST BE
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* 4-5 REFHEEA

e A E (2 fREFFRA

LIEFEF AR ERL [EFALIPIF A MRT  H28
BARE ) MERNNE |EECEERFLLL 35 2k 16
H bR T FRELIACE KRR ERERREC R B
fista A BI=F R R AGE R E R (PR RTEEN

T (B HAFIHE e
U #RE {5 PDF =k TIFF #8,
| TFHEEETEECHEE o [EEETHES -
B
BT B (Emil) é : .zzzgiioz;llisl)ﬂoord
ZEEfER MINE(Multipurpose )
ek (ot ains Yy Document Format) e
: 3~ PDF(Portable Document
Extensiong)
Format) °
4~ .wpd(WordPerfect Document
Format) °

NSRS ERC fEZ=RIZ L
A IML 185 0 PRRRTEE S |TIFF EfERIERRFE=L  mElE
FEH EILEFEEEE A EEME |HIRLIEE8/ N PDF(Portable
7 Document Format)f&={8%F » =%
IREAMEIEEERE o

BEGIAFE A A LE A ghfisa vl ¢ 5d B8
BAFrEe s RFF2 e BB T F o ATl 2 BN A B4y
Eip sz oomipl T sy fed s O ROE SRR E & > doRTio sl g

7% % ik (Government Electronic Business System °

=
3:
=H
4y
==

GEBIZ) ~ #74c L W% /& (Inland Revenue. Authority of Singapore » IRAS)
chipfre 38 & 5(E-filing System) ~ #74c B MscR 342 ¢ £ ¥4k
(ACRA) #h2 @ 75 ¥ % 35 % % (EARS) ~ #74c 8L B & £ % B & (IE Singapore)

P+ F A i du(Trade Net) ® E TR T IR G o A d 30 WALy Ap3



BE T AT A R R R b e bR PRI L 2 R 2
oA B R R R E TR E AR TR IR R R A

Fww B Ffep & ApRE 2 A F TR o

VERS &3 2 42> 1994 & » d 2 PROV B 4t o #id} shph R T 5 1

Flm RPN E NE G TG e BE L PR ,?ijﬁ,—&'\fi‘#\ k #F A% %

-
i

e AT I AN AL B Ry H T A gL HAAG
AHEFTFEE o Fpt s VERSHF 2 A 22T HFLHHT I I LY R

FRRRTORBEI S o F &1 4 2006 E 40 w5l 9 600

FERR RGeS T P DR RS ARLTF 2 B2 R irE o
Al MR PR TS B & HER YR ARG IT R e
fhE o RIAHBA AT TR METADATA 2.7 - R > 5o 87 B4 ~ %
FoBERITE o AR FRRRGES IR 2 R Y R A PR
W A2 2 L3251 FLISP HREFENFAFEL I 22

G2l e 23 96.9% @ P e § 56 B LINP LR 250 (i S

bk K ATz R AR A RIRA R R A EBMA G 7 2 joski
Bl Gldess B 3 2 SR AT Fh R TRk S R 2 R E LA
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B H AT T A SRR T 2 M A A 2 ARk S A o 2 s s
Eﬂﬁﬂi*ﬁﬁﬁﬁﬁﬁﬁﬁi%$°ﬁﬂé@%ﬁ%%%MC%ﬁ&ﬁ
R RN e AR L IR SIS ) R il S ) A

E o SRR R g bR M A R

REEARTF 22 5 FL 0 AR 02 B 7 BRI AR

03 £A=R|F A H A « FHA R § - PP F o PRINE LS BT

L2y - RpE IR BAsE 2B EEME 1 VR 9 E PR Pk

PR HRE R B H L RS M e AR

* 4-6 BEWOAETERGH

B o
RRABE AR ARG ART s
FIE g
= 2005 FRETEECED 600 BRNEEEE -
272 AT T 2 R ST o
= S ES s R
mex B EL TR, L SEELTH B06s
B BRI AR R R b
B AT REE R RARE 0 ERELEE
BE 5 RE 04 SHFHIANEE  STEEE « 558
ST A T R T A o

PR F 2

d A RTAe 2 FofrH B RS 2 R RG =

Ko
She

ThEHEEE
Bw ol TiER | LRI AT T F A AR T TR o T4

LT U BERCEERE S E LR SN LTSI DES RN Ty

F_k

BrIE 1% B ARG A BREEREE A A N o I B E R 2
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FERT F o2 &% 2o

2 PROVZ VERS+ 4 F & A2 £ B5H 51 254 AL ¥FE
tAhd ®H 51 o PROV 2 Ah% £ 40 75 w0k 2 & 02 VERS 11* lock

signature block(4 } shE F % H)eh> X > BB X HRH A FZ P 77 & fsE

-\“\

7 I EA 1 N P R N = 2 PRS- - s I - S
Feffied B AR RFTOT P TR I EF LI F R IUF S

Bed MHEERA - T B - BREFETAET S BEEET -
’:,T”g_ﬁ 5 B %%——gﬁ_?‘z%;b% drgp o, — ll}é%",ﬁup\ 7 - fﬁ;ﬁ';;ff_%;i oj_w\_[[#'
PR R RAAFRBT KDL Gig R ek Sip o VEO 1A

FERERT EP e o R F g a0 g (1D 5
B E g Ve T o Frih 0 3 Government Directory System 14 %
Government Certification Management System *7¢ 3L o § 2% == {5 »

RlEF BA N FRRET DS F PETEALT G BT DB A gt

14
Y
~=h

% 2EFEZH A oM 2 AT o d SR FTE R
Tl B2 dEAR 0 kAT A Bk gR o T [P a1 R

[Pyt 2@ % &% Jﬁ?awm%ﬁv%;gi’% NkmEER O Jgéua~ B A o

‘fi"‘f:tfl"]'t"—?;&% T X > 2 ?J:"*;%A ;&;ﬁf:t;f\J
(Policy on Electronic Authorization and Authentication)*fip % - 7
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MTFARRE - LESF 2N 6 2 AR F B
(Identifier) ~ & #% (Password) ~ IC + ~ Smart + ~ Token---% & > #+]

% f5d Ju* 425 (Application Program)zf3* st f1% & 8% > #odd &334

AFTF T AHFEIL A F 22 Al p R EL T K
PR KL A H BT RERY o Al F R G PR
B XN ARECPEA B B R A B S KRE R AL T B § o

FIABMAL - M EP2H R o AR EBEPA

Py
Y
|
ﬁ

N
>
P

B ki 4R XML B R S S sE B AP R AR B
F&g&. N @_.1 N ; R 2@ ;34 sz p Hp o e ﬁ*rpj; s IE,'%’,"% ?f%%ﬁilé

W H R AR TR E R IR E S ~E%k»’;j?: B EORE SN
FERPITR -

* 4- 7 BEEEEE

Bx ([BEEES5R
Frinsg  |ID =05 - B2 ARRE
. B8 EAYSEEEIM(lock signature block)

ID %85  $8ESEIEZ [P ik ©
= E Government Directory System DUE: Government

Certification Management Systen A3 o

GRS (R (Tdentifier) « B & (Password) » IC F » Smart
£\ Token-- 25318
FE |[FIHEMEE WA EREECRE B
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%

PR IR - EL

>

AT BT O ME R AN R ¢ 5T F F &k B(Electronic
Registry System > f§ # ERS)2 T + 4% % % si(E-Archiving System > f§ #&

EARE:

=
4y

EAS)  ERS 2 & éhwd iy Bg ¥ 3ed? i3 ApM L T+ 2 % > & 3455
(emails) ~ & & (faxes) ~ ##43 2 ® ©# (scanned hardcopies) % igic = & 4p
M2 F el (72 < 2 (45 Word ~ PowerPoint ~ Excel--- % # % ) - #* # ERS
R B IG PR + 28 5 SL(SGEM Lotus Notes) & & f— 4= o EAS & i &2
ERS B & » # ki 3§ [S015489 1 2 Wik » A B # i3 v B @
F=rc -2 (Archives Policy Module) ~ # # #-% (Archives Transfer
Module) ~ %75 #i-2(Archives Preservation Module) % %+ #- % (Archives
References Module) o #74e sl 2 Hoix @8 5 E v & ¢h 2 X B i 2R3 ks

- . %, L2
F v &AL o

=3

% 3 KR 7 o KRIS 4 e ZAte s thh T p o it ® 25

R PROV 2. VERS 3+ & enp ehp s - B AL 5 2 ik 3
e (¢ ZRIMMEINE ~HEEFE ) WP FAEFALNT U
Ende? » pPcE R I RETrR 4- 1) c T p B T F
VEO @ > & FafesV 2 /it~ 2P E R 2R F 1 v 18 > it - VEO 4%

SO BCHETRL ) AARBLE 2 HE

TR MR EEd e R

(bl
Jm
B
=
Yy
hon
lal
pu
qx
-n\q,
E‘AA
4y
=
H\
5
<
i
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[\
(w

riea > L u A RS+ 2 2k Su(E-document System) ~ & F 2 @Y o
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(E-document Distribution center) ~ % &g 3 i st(Record management
system)? 2 % & ¥t(Archives System)® - # ¢ g R F~ 22 24 @

-~

U C IR S e S N A Y IR E I S P IP S S Y JL R S B A

=%
P
<
SN
o
i
;;\\
3
du
R
N~

R AR 2 Ry ek g 32 % S(Record

management system)! % # % % st(Archives System) | £/ i BB 7

BriaE iR o v £ X E 2 2 FaE 2 % %(Records and Document
3

Information Management System » f§ £ RDIMS) & 4¢v & = 55 0% e -4 45 7 12

11\«

* - 24 M

‘“%

Ap i L oRDIMS - eipMert(1 B & m =
10 ¢ 450 fh % ¢ (records management) ~ ¥ i ¢ I (document
management) ~ ¥ % &® (imaging) ~ 2~ % 31 % # % (full-text indexing

and retrieval) ~ 1 ¥4z (workflow) % %t3+3F & (reporting) & # it o

FELES N ATHHE BRI FBELF L AET I ORI E s
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=

AL ERARR AT e 2R &L T BRE
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é?vitﬁ);?ﬂ{ e d oo

Working
Doc

=

agency

4- 1 BN VERSHEELTEE
HFH#RIE : Public Record Office Victoria, Keeprg efectronic records forever,
Records Management Vision Development, available from

http:/fwww.prov.vic.gov. au/vers/pdf/kerf. pdf

(2005.9.8)
& 4-8 BEFAXEIRETHERER
BX |[EFAXERERHERR R | EREATEE
> BFEHEMM(Electronic
Reglstry Systen W% lzamm 1 [ snzs
ERS) » s
Hrinsg > BRRERME-Archiving fg%‘%m 3E % B F 18 =
Systen s EIFEELS) » = -
> KRIS &%
15%PROV BE1TRH
3 » VERS % 85%FREfE [PROV
R hE
> EBFHFEFE-docunent
Syaten)
> EFHEEROE- —
document Distribution = TFEEE
wE —— AER e
> FREEIE R (Record
nanagement system)
>  HEER#F(Archives Systen)
> e HEINEERR g & o
(Records and Docunment [fEEREREATE Ziéggg
LLIEZS Information Managenent  |EHEvafFHEE ¥
Syaten * RDIMS) RER AR
EH > STLEREERGT e NS TEREHE
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ARLAZ o S FRER AT FHE DR i B s A oA
R s gl O e )]*w?—/" B WA 5 o B PROV 4 ArERG? IApRk 2L
VERS 4% % 3% k3t 24 o Ap¥h > 5 R 2 A4
d T3 a2 k82 g Bhemds o d FERY DERBFT IR kR ZE G
SR FANCE N S R a2

F
RIEF AR B F LR 2N RL DT F D2 hF I L5 Rl 2R

%

A LN E T e BRI PI R  SR e e  a

(RDINS) ~ AR P # 2 T35 2% ik % AR U jha— 2 & B k%

Bod 22 d s FEEr 2% Bifpr o 0 2 mie s T R a0 i

A 1

Mo s PRGENRREEDITE AT B ALK L BT oo B E AR
Boandrie % 2 3R 28 SRR D FT2 20N AR RERTHE

FHEPHERLIT GRS AR -

F B uzE ™ oo )Z BE+ =« 7]%7““ ,;": B BT G0t iﬁku 2 /:“1 k7
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FERLEAFE D VBT RALE o R A e L R A p RAEENIC
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18.

19.

20.

21.

22.

Public Record Office Victoria, Introduction to Victorian

Electronic Records Strategy (VERS), Version 2.0, July 2003,
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Public Record Office Victoria, Introduction to Victorian
Electronic Records Strategy (VERS), Version 2.0, July 2003,

(2005.9.13)
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Public Record Office Victoria, Keeping electronic records
forever, Records Management Vision Development, available

from http://www. prov. vic. gov. au/vers/pdf/kerf. pdf (July

2005)
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1. CANADA (The Government On-Line » GOL) http://www. gol-ged. gc. ca/ (July

2005)
2. Government of Canada Site ’ <http://canada. gc.ca/>(July 2005)

3. Howard Quenault, " VERS: Building a Digital Record Heritage,” <

http://www. vala. org. au/> (June 5, 2004)

4. Markus, M. L., “Electronic Mail as the Medium of Managerial

Choices,” Organization Science, 5:4 (1994):502-527.
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10.

Modernizing Government White Paper.
<http://www. archive. official-documents. co. uk/document/cm43/4310/4

310. htm> (May 2005) .

NARA.
<http://www. archives. gov/about_us/strategic_planning and reportin

g/2000_strategic_plan. html1>(13 May 2005)

Nara, ERA Research Projects
http://www. archives. gov/electronic_records_archives/research/rese

arch. html#projects (13 May 2005)

Public Record Office Vicoria, “Introduction to Victorian Electronic

Records Strategy (VERS)” , Version 2.0(July 2003).

Public Record Office Vicoria, “Introduction to Victorian Electronic
Records Strategy (VERS) “, Version 2.0(July 2003), available from
http://www. prov. vic. gov. au/vers/standards/pros9907vers2/advice_09

/default. htm (13 December 2003)

Public Record Office Vicoria, Introduction to Victorian Electronic
Records Strategy (VERS), Version 2.0, (July 2003), available from

<http://www. prov. vic. gov. au/> (14 December 2003)
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I1.

12.

13.

Public Record Office Victoria, Management of Electronic Records PROS

99/007, Version 2.0. (2003)

VERS <http://www. prov. vic. gov. au/> (14 December 2003)

Waugh, Andrew, Ross Wilkinson, Brendan Hills, and Jon Dell’ oro,
“Preserving Digital Information Forever,” Proceedings of the Fifth

ACM Conference on ACM 2000 Digital Libraries( June, 2000) :175-184.
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Wk
- AWML MR FRLAR R AR A
v £ X
® v £ < x> (Canada Evidence Act) http://laws.justice.gc.ca/en/C-5/
® 721 = B ;2 (Access To Information Act) http://laws.justice.gc.ca/en/A-1/
O [E] & % 4§ % 4/ (Library and Archives Act)http://laws.justice.gc.ca/en/L-7.7/
@ £ p4 A &2 (Copyright Act)http://laws.justice.gc.ca/en/C-42/
® j= Bt % 4% (Criminal Records Act) http://laws.justice.gc.ca/en/C-47/

O A T iFE 2 T+ 2 2% (Personal Information Protection and Electronic

Documents Act) http://laws.justice.gc.ca/en/P-8.6/

@'z 4~ ;= (Privacy Act)http://laws.justice.gc.ca/en/P-21/

® 7 1% 2% (Security of Information Act) http://laws.justice.gc.ca/en/O-5/
@ izt x (Statistics Act)http://laws.justice.gc.ca/en/S-19/

® ' — 3% 7 ;x (Official Languages Act) http://laws.justice.gc.ca/en/O-3.01/

03 fhk ;¢ ( Guidelines for Computer File Types, Interchange Formats

and Information Standards)

http://www.collectionscanada.ca/information-management/0612/061204_e.html
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® 7+ Fi# % iu¥ e ik (Policy on Electronic Authorization and Authentication)

http://www.tbs-sct.gc.ca/pubs_pol/dcgpubs/tom_142/2-2 e.asp

®:r £~ FTRr2 4% H¥ 12 i (Policy for Public Key Infrastructure

Management in the Government of Canada) http://www.ths-sct.gc.ca

BASCS 45 31
®BASCS Guidance http://www.collectionscanada.ca/

®ih 3k 2 T4 ik ¥ 1235 51 (Record and Information Life Cycle

Management)http://www.collectionscanada.ca/

O F pL#-T % 7 i ~ 7 (Macro-Appraisal and Functional

Analysis)http://www.collectionscanada.ca/

® rT i1 B A R £ R T (7 4 51 (Guidelines for Performing an Archival

Appraisal on Government Records) http://www.collectionscanada.ca/

M (Australia)

® Archives Act (1983)

@ Copyright Act (1968)

®Electronic Transactions Act (1999)
®Evidence Act (1995)

®Freedom of Information Act (1982)
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®Privacy Act (1988)

¢ B (China)

®The Archival Law of the People’s Republic of China (1987, revised 1996)

®The Measures for Implementing the Archival Law of the People’s Republic of
China (1990, revised 1996)

®The Regulations on Organ’s Work (1983)

®The Regulations on Scientific-Technological Archival Work (1980)

®The General Provisions for Archival Institutional Work (1983)

® The Establishment Principle and Layout Plan for Archival Institutions in China

®The Measures for Handing Official Records in the State Administrative Organ

(2000)

®The Interim Measures for the Setting-aside of Electronic Official Records

(Order No.6 of The State Archival Administration , 2003)

#r4e4l (Singapore)

®Copyright Act (1987)
®Electronic Transactions Act (1988)
®Evidence Act (1983, revised 1997)

®National Heritage Board Act (1993)
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% B (United States)

®Disposal of Records (44 USC Chapter 33)

®[E-Government Act (2002) — not indicated in consolidated US — Archival

Legislation report]
®Federal Rules Evidence (2003)
®Freedom of Information Act (2002)

®National Archives and Records Administration (44 UCS Ch
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P ot e ek

Dual Roles of NAS

~As custodian of public records -

information provider for past
policy dedsions

rAdvise government agendes in

record-keeping and life-cyde
information management

Recent Civil Service’s Move
Towards e-Government

MOF - GERIZ (online tendering system)
IR AS - E-filing System (tax rebrrs)
ACRA - ELRS (ompany & business
regis tration)

~BCA - Corenet (BPs subrmission and approval)

IE - TradeMet (Hlectronic trade
doournentation and permit application)

Email Management

~>10m email per month, from 28,000

users {source : GCIO website)

~E-mail records are public records,

some ought to be archived

Email attachments (eg, MS \Word)
may also contain important records

E-Recards Policy Guidelines
Issued by NAS

2000 - Guidelines on Archiving
Email

2001 - Policy on Preservation and
Disposal on Electronic records in
Government Instruction Manual 8B

Managing e-Recards

~Print & File into paper registry
~Manage through an electronic

filing system : life-cyde
management, from creation,
active usage, semi-curent
backup to disposal & archiving -
induding futLre referendng




Central Ministries Pro ect on
Electronic Registry System{ERS)

NAS Roe:
Member of the ERS Cornmitiee
Key confributions ¢
»aclvise on good recordkesping
requirements to ersLre authenticity and
rediability of records across time

sarchiving of erecxrde for long term
preservation & acoess

Need to non” Security Desigr

Cavamm sl by
Tuwadyg el

O e wih
Jeolped rode or
ward wthin s P =
s

ERS strength is ROle-Based Aocess
Control
L
T R 1 B T
Cargn b e s

L L
Lecremce

Supported Platforms

SCL Server 2000 and Cracle 9i
Hummingbird DM 5.1.05

Windows 2003 Server and Jdiert -Windows
2000, Windows XP

Maosoft Office 2003

Lotus Nates RE and Cutlook 2000
iieb Access [ IE)

Maosoft IS 6.0

Filing into ERS

"By Action Officers

“Forward to Registry for
filing

ERS File and Security
Management

Electronic Crg Chart
File References
- Subject & Case Filkes

E-Archiving System (EAS)

MOU Signed on 31= Jan 2001

*Naticnal Hexitage Board
*SQL view Pie Lie
*Kodak (5) Pte Lid

SQLVicw -

NATIONAL MERTAGE BONRD
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EAS Reguirements

Developed on the enhanced version of
ERS

Run on open or widely adopted platforms
Fulfil basic record keeping requirements
(IS0 15489 or Mational Standards)

sz stableftested/matured im aging
technologies

Low maintenance & migraion costs

Transfer to NAS

" Off-line
« digtal media eq, @R, MO disk

“Orrlime
« ua Intranet
« FTP

Benefits of efrchiving System

Cost effective preservation for long
term access

Security backup of digital records
on microfilms

Conforms with records
management standards and
practices

Impacts of EAS

Increase efficiency in the transfer and
refrieval of electronic documents to and
from National Archives

« Seamkes insgationwih ekctronic regit ry eystem

A step toward developing a complete
electronic repository hase for future
Knowledge Management System

Thank you
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Under section 12 of the Public Records Act 1973, the Keeper of Public
Records is responsible for the establishment of standards for the efficient
management of public records and for assisting public offices to apply those
standards to records under their control. Officers in charge of public offices
are responsible under section 13 of the Act for carrying out, with the advice
and assistance of the Keeper, a program of records management in
accordance with the standards established under section 12 of the Act.

Pudisc Recors Office Victona
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1 Introduction

1.1 Purpose of this Authority

Thopurpoaeofﬂish:m«iyistopmvideannd\mhmbrmedspoulof

public records in accordance with the Public Records Act 1573

The Authority:

* identifies records which are worth preserving permanently as part of Victoria's
archival heritage

« prevents the premature destruction of records which need to be retained for a
specified pericd to satisfy legal, financial and other requirements of public
administration, and

* authorises the destruction of those records not required permanently.

12 Context of this Authority

1.21 Public Record Office Victoria Standards

This Authority should be used in conjunction with the Standards issued by the
Keeper of Public Records under Section 12 of the Public Records Act 1973.
Copies of all relevant PROV standards, specifications and regulatory advice can

be downloaded from www.provvicgovau. These documents set out the
procedures that must be followed by Victorian public offices.

1.22 Transfer of records to Public Record Office Victoria

Contact Public Record Office Victoria for further information on procedures for
transferring permanent records to archival custody.

123 Destruction of records identified in the Authority

In accordance with Public Record Office Standard PROS 97/003 Destruction of
Public Records public offices must notify PROV of the destruction of records
made under a valid Authority. To notify PROV, complete and forward the form
PRO 29 Notification of Destruction of Public Records, available at
WWW.Drov vic.gov.au.

1.24 Normal Administrative Practice

The destruction of some public records is permitted without final authorisation
under normal administrative practice (NAP). NAP covers the destruction of
ephemeral matenial of a facilitative nature created, acquired or collected by
public officers during the course of their duties.

The following material may be destroyed under NAP:

Pubic Recorg Office Victona
D Stare of Victona 2004
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« working papers consisting of rough notes and calculations used solely to assist
in the preparation of other records such as comespondence, reports and
statistical tabulations

« drafts not intended for retention as part of the office’s records, the content of
which has been reproduced and incorporated in the public office’'s record
keeping system

« extra copies of documents and published material preserved solely for
reference

1.3 Use of Other Authorities

In applying the disposal sentences set out in this Authority, reference should be
made to other current Authorities where applicable. Where there is a conflict
between two Authorities (for instance this Authority and the General Retention
and Disposal Authority for Common Administrative Records), consult the Public
Record Office Victoria for advice.

1.4 Explanation of Authority Headings

CLASS NUMBER

The class number or entry reference number provides citation and ease of
reference.

DESCRIPTION

The description of each record class is specified in this entry. A record class
is a group of records that relate to the same activity, function or subject and
require the same disposal action.

STATUS

This entry provides the archival status of each class - either permanent or
temporary.

CUSTODY

This entry specifies whether the records are to be retained by the public office
or transferred to the Public Record Office Victoria.

The agency may transfer records not identified as permanent in this or any
other Authority to an Approved Public Record Office Victoria Storage
Supplier pending final records action.

For further information on APROSS facilities please contact:

Manager, Distributed Records Network
Public Record Office Victoria
= (03) 9348 5600.

Putiic Record Office Victona
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Retention & Disposal Authority

CLASS DISPOSAL ACTION

NO DESCRIPTION

" STATUS CUSTODY

1.0 Registration of Nurses
The process of managing registration from
initial commencement to the expiration of all
entitiements/obligations. Includes the
management of current and former
registered nurses from Australia and
overseas.

11 Summary Record of Registration Permanent PROV
Create and maintain a summary record of Transfer to
key events relating to a registered nurse PROV when
Key events include: """:""‘”"‘

use
= Registration renewals
= Changes to registered nurses personal
details
Registration suspension, cancellation or
conditions and the reasons for them, and
any other significant event

1.2 Approved Individual Nurses Registration Temporary  Hold in

Record Destroy after agency or
, nurses e pending
o Evidence of Identity registration Jestructi

= Evidence of Education
o Evidence of registration
= Verification of registration

Puttic Recore Office Vicons
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Retention & Disposal Authority

CLASS

DESCRIPTION

DISPOSAL ACTION

STATUS CUSTODY

1.3

14

15

1.6

1.7

Incomplete Individual Nurses
Registration Record

This relates to applicants who have applied
but have incomplete applications

Renewal Notices
= Renewal Notice

Individual Nurses Registration Original
Certificates

* Onginal Certificates of registration

Victorian Course Completions
= Course Completions and Transcripts

Verification of Registration
= |nterstate Verfications
= Overseas Verifications

Putic Record Office Victona
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Temporary  Hold in
Destroy 6 agency or
months after APROSS
notification to  Pending
applicant of destruction
incomplete

registration

Temporary  Hold in
Destroy 12 agency or
months after APROSS
administrative Pending

concluded

Temporary  Hold in
Destroy 12 agency or
administrative Pending
use is m
concluded

Temporary  Hold in
Destroy 5 agency or
years after APROSS
administrative Ppending
use is destruction
concluded

Temporary Hold in
Destroy agency or
months ::“ APROSS
administrative Pending
concluded



Retention & Disposal Authority

CLASS DISPOSAL ACTION
DESCRIPTION

NO. STATUS CUSTODY

2.0 Accreditation and Practice Standards
The activities associated with all aspects of
the accreditation of nurse education courses
of study or subject content leading to
registration and endorsement, and
recognition of qualification.

21 Curriculum Approval Permanent  Transfer to
The N onola PRO\{mn
and its contents once developed and/ or administrative
approval of the education provider to offer use is
an accredited course and also Includes the conciuded
re-registration of courses.

s Course proposals and/or alterations
presented for approval or accreditation

22  Curriculum Review Temporary  Hold in agency
The review of course/subject content based Destroy 7 orAPROSS
on changing requirements or feedback years after  pending

A destruction
® Working papers tast action
s Course alterations proposals
u Draft revised subject outlines
2 Yol ”

2.3  Guidelines/Standards Permanent  Transfer to
Documents outlining the standards and PROV when
guidelines to be applied for accreditation administrative
and approval purposes use is
« Guidelines coniciuded

s Standards

Pubiic Recard Offica Victona
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Retention & Disposal Authority

DISPOSAL ACTION

CLASS DESCRIPTION

NO. STATUS CUSTODY

2.4 Annual Returns Temporary  Hold in agency
The monitoring of courses and programs  Destroy 7 or APROSS
that lead to registration, re-registration and /  years after  Pending
or recognition of qualification 1ast action destruction
s Forms
s Letters
s Cormespondence
s Reports

3.0 Inquiries / Investigations Management
Investigations are into:

Consumer complaints against registered
nurses.

Formal and Informal inquiries conducted by
the NBV
mmwmm;«mnmau
Nurses Act 1993.

34  Summary of Investigation Permanent  Transferto
This class refers to summary information :!Othen
conceming a particular investigation w"':“""'
including the outcome.

32 Investigation Record Temporary  Hold in agency
Create and maintain a record of key events: Destroy after or APROSS

; 25 years after pending
« |nitial complaintinvestigation investigation  destruction
« Medical reports
« Correspondence

Pugic Racara Ofica Vicona
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Retention & Disposal Authority

CLASS DISPOSAL ACTION
DESCRIPTION
NO. STATUS CUSTODY
3.3  Preparation and Facilitation Temporary  Hold in agency
Includes material of a facilitative nature Destroy3  OrAPROSS
created by investigation officers as partof  yearsafter  pending
the investigation process investigation ~ destruction
= Interview notes
= Audio tapes
= Notes on findings and penalty

Psbic Recors Cffica Victona
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°

3 Concurrence of Public Office

This Authonty has the concurrence of:

Name: Date:
Louise Milne-Roch

Signature: Position:

Chief Executive Officer

Establishment of Standard

Pursuant to Section 12 of the Fublic Records Act 1973, | hereby establish
these provisions as a Standard (also known as a Retention and Disposal
Authority) applying to the records of the Nurses Board of Victorla.

This standard as varied or amended from time to time, shall have effect for a
period of ten (10) years from the date of issue unless revoked prior to that
date.

Keeper of Public Records Date of Issue:

5 Acknowledgments

PROV would like to thank the following pecple for providing their knowledge
and expertise and helping to create this Authority:

6 Further Information

You can obtain relevant publications, supplies of relevant forms, and answers to
any enquiries you may have by first contacting your agencies records manager
or the Public Records Office Victoria:

Public Record Office Victoria
® (03) 9348 5600
e-mail:

WeD: www prov.vic.gov.au
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COMMON RECORDS SCHEDULE FOR
MINISTERS’ OFFICE RECORDS
OF THE GOVERNMENT OF ONTARIO

This schedule will assist Ministers and Ministers’ staff to take appropriate
actions regarding the retention and disposition of Government records in their
custody,

Use of this schedule:

« ensures that official government records are retained as long as they are
needed to satisfy legal, operational and accountability requirements;

« assists Ministers’ staff in distinguishing between those records which
are subject to statutory access and retention (Ministers’
Office Records) and those which are not (Ministers' Personal, Political
and Constituency Records),

« assists Ministers’ staff to securely manage Ministers' records through
the resignation of a minister and/or a change of Government;

« and eliminates the need for ministries to develop separate schedules for
these records.

This schedule is avaiable on the Archives of Ontario intranet site at
nttp://intra.arcn ps mbs.qgov.on.ca/sdocs/ministgrsofficerecorg g0

i

Revised April 4, 2003

@ Ontario ARCHIVES OF ONTARIO
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Al senes Simplified 12 series/sub-series into 3 series 1o April 8, 2002

clarify implementation. Also clarified insiructions for
the disposition of records after a change of minister
of

or change of govemment

rmummmm

required
Ministers” Offices 10 retain a copy of its expense
claims. Addition required further instructions for the
disposition of expense claims after a change of
minister or change of government.

April 4, 2003

AUTHORIZATION FOR REVISION

Copy of original signed document available - please contact 416-327-1568.

April 4, 2003

Miriam McTiernan, Archivist of Ontario
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GOVERNMENT OF ONTARIO COMMON RECORDS SCHEDULE FOR
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GOVERNMENT OF ONTARIO COMMON RECORDS SCHEDULE FOR
MINISTERS' OFFICE RECORDS

1.0 INTRODUCTION

Records of Ontario Cabinet Ministers and their staff constitute a valuable public asset.
They provide critical evidence of govemment policies and programs, and form an
important part of the historical record of government. Ministers’ records, including not
only hardcopy textual records but also records created and maintained in electronic and
other formats, should be managed efficiently and effectively in order to ensure smooth
functioning of government business, and to ensure a lasting legacy of a govemment's
achievements.

1.1 Authority for Schedule
In order to assist Ministers’ Offices to retain, manage, and properly dispose of their

hitp://intra.archives.mbs.gov.on.ca/.
revision to the original 1999 schedule, and has been simpiified to better reflect the nature
of recordkeeping in Ministers’ offices,

Under the Act and Directive, all official government records that the Archivist of Ontario
identifies as having permanent value are 1o be transferred to the Archives of Ontario at
the end of their operational life, normally through implementation of records retention
schedules. Use of this schedule ensures that a complete and authoritative record of
important ministerial decisions and actions will be preserved. The confidentiality
provisions of the Freedom of Information and Protection of Privacy Act apply to all
govermnment records transferred to the Archives of Ontario.

1.2 Scope of this Schedule

This schedule appiies to all records created, maintained or used by Ministers,
Assistants, and their political staff in the course of managing and

administering Ministers' portfolio responsibilities. Any reference to Ministers or Ministers'

Offices applies equally to Parfiamentary Assistants and the offices of Parliamentary

Assistants.

This schedule covers records in all media, including paper and electronic records (e.g.,
word processed documents, e-mail, spreadsheets, efc.),

Ministers’ Office Records are public property and a valuable Crown resource. They
relate directly to Ministers' portfolio responsibilities and are distinct from their personal
papers, constituency files and party records (see following section). Ministers’ Office
Records typically include:
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GOVERNMENT OF ONTARIO COMMON RECORDS SCHEDULE FOR
MINISTERS’ OFFICE RECORDS

* records of internal deliberations involving a Minister and his or her staff on matters
relating to the Minister's portfolio;

* notes and files created and held by a Minister, and other Minister's Office staff
regarding the day-to-day actions, activities and responsibilities of the Minister,
Assistants and staff;

* communications between Ministers on matters relating to portfolio responsibilities;

* extemal communications on matters relating to the Minister's portfolio;

* records relating to the Minister's activities as a member of Cabinet and its committees;

* records concerning administrative matters pertaining to the Minister's duties or office.

Ministers’ Office records also include records which are stored elsewhere other than in
the Minister’'s Office on behalf of the Minister. For example, in some ministries the
Minister's correspondence is stored in the Deputy Minister's office.

Apart from their records as Ministers of the Crown, Ministers hold records pertaining to
their role as elected members of the Provincial Parfiament (MPPs), including records
relafing to party business and to their constituents. Ministers' Personal, Political and
Constituency Records are not government records, but are noted in this schedule in
order to make that distinction clear for those who are implementing this schedule.

1.3 Excluded from this Schedule

This schedule does not cover:
a) Common Administrative Records
b) Transitory Records

a) Common Administrative Records

This schedule does not apply to the internal administrative records whose retention and
disposal is covered by the Common Records Schedule (Administrative Records) for the
Government of Ontario. These records relate to Human Resources, Purchasing,
Accommodations and Moveable Assets Management, Financial Management, Audit
Management, Information and Information Technology Management created and used by
all Ontario Government ministries and agencies. This schedule may be used by
Ministers' offices for the disposition of common administrative records, and is avallable at
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MANAGEMENT PROGRAM BYLAW
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CITY OF RICHMOND

.

CORPORATE RECORDS MANAGEMENT PROGRAM BYLAW NO. 7400

TABLE OF CONTENTS
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PART ONE: BYLAW AUTHORITY
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CITY OF RICHMOND

CORPORATE RECORDS MANAGEMENT PROGRAM
BYLAW NO. 7400

The Council of The City of Richmond enacts as follows:
PART ONE: BYLAW AUTHORITY

11  The Local Government Act

1.1.1 In accordance with the provisions of the Local Govemment Act, the City
Clerk is responsible for ensuring:

(8) that accurate minutes of the meetings of Council and its commattees are
prepared and that the minutes, bylaws and all other records of the
business of Councll and its committees are maintained and kept safe;
and

(b) that access Is provided 1o all records of Council and its committees, as
required by law or authorized by Council.

12 The Freedom of Information and Protection of Privacy Act — B& i

121 The City Clerk is designated as the head of the City for the purposes of
meeting the requirements of the Freedom of Information and Profection of
Privacy Act.

122 In accordance with the provisions of the Freedom of Information and
Protection of Privacy Act, the City Clerk must:

(a) make every reasonable effort 1o assist applicants and to respond without
delay to each applicant openly, accurately and completely, and

(b) protect personal information, as defined in the Freedom of Information
and Protection of Privacy Act, by making reasonable security
arrangements against such risks as unauthorized access, collection,
use, disclosure or disposal.

PART TWO: BYLAW SCOPE AND ESTABLISHMENT OF PROGRAM
21  Establishment of Records Management Program

211 A corporate records management program, as specified in Parts Two
through Four inclusive, is established under the direction of the City Clerk as
provided for in the Local Government Act, for the purpose of managing:

249



:ﬂ»&. A

&~
-
oy
M-
3»
%

Electronic Records Management

@ 2BC Municipalities:
Cities of Coquifiarn and Ridunend

[P W 7 Py G T4 W W I Y T T SO AT
L

| o s P T A R et R TV M e

T s §5 D G W S 7 T P P 1 o) A
En iy e s Ty A e WM T e A Wb
P ns €M A T ST CuMRg, 908 T Ting and
P o ey AR e e e e wth v

WL 1 ] T e b o e 4
1 S T S T S MCTC T MW MM e § S e
[ERTe.

TPt sd e Mt TR T MW T SOy, e e
Nl R el AN T e

Vi o e ¢ e e AT

e b el M T M A

Vi b oy o o D] e s b 4 el e L

e e fose = T coess T g wth Mo c st e
T

CA e £ g e b e o o ek
L]

2. Responshilte s for govermrent e records
yanagement

Community Charter) Goverrment Aot -
BC pasties to marage
l |

- Sos asefos 1.11n Richmond ‘¢ B%an

Freecom of Information snd Prote
Prwacy Lag s ation
-~ @er ezfon 1.7 In Richmond ' B4 7408

w records ransgement programe st the City
d R chrnond work with 3 gereral
of medum

250

1. The Isws or segulahicns about ¢ v ecor ds
managoaerd amd g esarvation they applied

Cunwin

bCUTE et el et 0 B FL7 A e
wrd Bhwsimres I wi Vs ow et ry e
OO0 T2 iwc et | 4wos rts s dooenienterg wosvn | - ncw

Pt Wi e

R ]

i incrasten Meethos wnt Blecironc Uoosnemty At

< Cmma e e e PR e et (Y e A
.NAITNG Y, et dua TRHGIEE |

S L T S E R T

0 e N
1 e | Syt et U e

3. Strategies, po
records yuamagernent

wies and pudan e for dectronac

- REDMEBL CEME -Traksing Tip ¢ —an-ne m@uros G
A TV Enseh et - Tralsing Wosuc

» Both CEDM

maragerert a
* Organizationd

ol s Erterpe
and REDM




4 Exdsting preblens of log al statwe and
A cuptan ¢ for decir omic vec ords

n Digtal
= Summingole S ang Markxc 2 Resero “Maks rvag
“acoummache oy Fall unslomalityin he M
@ftare
BY224(Bratunio Moz ¢3¢ Coos meatary
Huoem or ~ DRAFT)

1182 (Miom 1im ard Beotunis iImagesac
Do pemes tary Evdesas)ang he dratt
gan e feeansng mitstwaatine City ar
Aohmond asd de relenfion of @uree reoont s
* Emmgie cafimageg pragram ©

6. Fadlities and ¢ perating envir con ents wsed for
el chronie X e oxds

+ REDMS
= Wb o
Lok Irodp (4 ¢
Virvhww 250 Creeeie Chsar

VA o 4 o N Y D i i

B i sl o LR TN

U, The standard format of electrendc docurvond
cxchanges

® Richmond

ng from 81f Sowsrds pat for 1canne o
mag et

quitism
POEI e preforred Brmat Br scannmed mages
® Genaral O

uren! regemen! - 8
g-bm pEmus) P2

il S 28 ¢
1 1B0¢

aanerds

mea TN A

251

5. Festures of the softwarefor ereords aesding,
How condrolbng and raamnsgenent . Oveview of
Huwannghe d BAVRIA

and Record
[Hurmmingterd DM and Hurrmingbicd RM ) -
Huromi ngbird DM 51 05
hunmingbrd com for more information
LRS- 0 om0 0 € D00 T O ) T e v e
TR A Py s 6 0 S Y e T e
- Bathhave M5 Office integrded with e-rrad (M
Outlock Jas optioral
— Dern

Ihe ynoedhanssyn for trasf armg decironic
records arvong dff erent agendes

w Wil womivan Qi Seni wnd Lieheen e
~ gt benck nd| e wvoacs
B d et e A e
- Mt Daen witnooart
AP Ra ¢ it e WA A b A Bap A Bl o As
= R e e S e o o e M A 1 ) M ¥
o 3 Vs - 1l b1 i
e Mt WA et nd e g S Ao e
- g
Oaurort
Tov = Wk v | e
S U I e e
Lepwrmmnl 1Y S anunte ©° uawosres
W AN e
Lengaem: wscaebihy
o AN A O A
~ W e Wt YT e ST - ey s N A A

pprassal sele i and Espedtion of
olo tr came xecoxds

ation and Reertion Systerns

2 1 EwTe e O N e

L e e ]
B T P I

N B ten e et

N A S e

- nunicEwl e oty

-

e 2V




1€, The pelicies fox dectrome rec exds
presecyvadion and

11, The defimiticn of decir cnk axrchives

@ Both Municipaliti

ge 3l records inthe same manrer,
medum

13, The prunddies of the assves for desting vath

electromic ve o nds 7 ama g enent

s Qlagoccware coming on tirdesing A siratran e
repard smanagemen t

= Comglnncun gemred A th EL
MIUAINE Y & NEEN « FURing Funs P o
wn et

g

el 0 ) ) e [ T O B Y
1

HId 3 S s el M RO T A TN
-
= Upsahng thervenbon whieesly
- Mignbon unt © AT ATE |
DAB72.54 (Beptuna Meoord ¢ 36 ssoumes Bary o od peae)
11 harrm e et peley Teacatrk i Cenwdu or Eunn sl
Ounl A WSO M VM YO T e M e b b
DIHET N T W e e

252

17 The clasiix ation and sche dule standayd for
el ctrenae xecor ds

» Bath Muricipaliti

— Man 2ge 20 reaond cin he @me m a3 es regantis cs ot
medism

® Richmond

- B
[Adn

ation)

14  The uwtihizatam of gevarmment dectr onx
reconds

® Internal Customers

- S anmng
* Imagieg puprams
* Vasrital
Ferther Integraten o fwrtou s g seec
* Mare —ob po 0 fal

- Eluntng oo ity conorng

® Exdernal Custorn

Ceaumen t ey

-~ FOigondasratane
Yt g e Ay




L R R ERAAEA L

-

CITY OF COQUITLAM

Policy and Procedure Manual

ARCHIVES MANAGEMENT Chapter: 2
Section: 3
Issue Date:2001 March 19
Revision Date:

POLICY:

The official repository for the archives of the City of Coquitlam and its predecessor
agencies is the City Clerk's Office, and permanently valuable records no longer required
by the office of origin and/or designated as having archival value by a records retention
and disposition authority are transferred into its custody. The City Clerk’s Office, through
the Records Management and Archives Program, is then responsible for managing and
preserving those records and for making them available to City officials, officers,
employees, and the public.

To provide context for its archival holdings of municipal records, the City Clerk’s Office
may, from time 1o time and as resources allow, acquire non-government records of
significance to the municipality and deemed worthy of long-term preservation.

Access to the archival holdings of the City of Coquitlsm is subject to the provisions of
the Freedom of Information and Protection of Privacy Act and any other access
agreements established between the City and private donors. Any restrictions placed on
these records are applied in a uniform manner to all users.

The City Clerk’s Office is responsible for the implementation of the City's Archives
Management Policy, and has the authority to accept and armange for the transfer or
donation of inactive records,

REASON FOR THE POLICY:

To preserve the corporate memory and organizational history of the City of Coquitlam by
preserving and protecting its records of enduring value.

To provide the City of Coquitlam with the information necessary to prove its rights and
obligations, 1o meet its accountability requirements and to maintain continuity in future
decision making.

To disseminate information about the City of Cogquitlam’s past 10 any interested parties,
cither inside or outside the organization, and to encourage and facilitate rescarch and
sccess 1o records through the provision of reference service and the preparation of finding
aids.
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CITY OF COQUITLAM
Policy and Procedure Manual

REFERENCE:
Council Resolution No. 242R, 2001

DEFINITIONS:

Archives are the non-current records of an organization or individual preserved because
of their continuing or permanent administrative, financial, legal, evidentiary,
informational or historical value.

Archival value means that records have secondary administrative, operational, legal,
financial, evidential, informational, historical, cultural or commercial value and are
worthy of indefinite or permanent preservation,

Records retention and disposition authorities (also known as records retention
schedules) are tools for determining the routing and systematic management of records
from their time of creation to their time of final disposition. They are timetables that
identify the length of time records must be retained in active or semi-active storage and
when they may be destroyed or, if judged permanently valuable, transferred to the
custody of the City Archives. The RRDAs are the City's legal authority for disposing of
public records.

Finding aids are descriptive tools produced by archivists 1o establish physical and/or
intellectual control over archival records. Basic finding aids include accession records,

PROCEDURES:
mwm'smwmm«mmmmh
responsible for:

* identifying permanently valuable corporate records and facilitating their transfer
10 the City Clerk’s Office when they become inactive, according to established
records retention and disposition authorities;

o identifying older corporate records with permanent value (not falling under
established records retention and disposition authoritics) and facilitating their
transfer to the City Clerk's Office;

o sccepting donations of archival records belonging to groups, organizations,
muwumwnmuyummofum
of Coquitlam, subject to available resources and consideration of such factors as
copyright, conditions of access and authority to transfer, donate or sell;

* amanging and describing archival material in keeping with established archival
mwmmu&.mm&»mm
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City Council, City officers and stafl and the general public through the production
of finding aids;

providing appropriste conditions for the storage, protection and preservation of
the City's archival recoeds;

providing reference service to staff and the general public wishing 1o use archival
records;

providing educational and outreach programming, as time and resources allow, 1o
increase public awareness and understanding of the history and development of
the City of Coquitiam; and

cooperating with and providing advice and assistance to other archival
repositories and custodians of archival records in the area.
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CITY OF VANCOUVER

POLICY REPORT
INFORMATION

Report Date:  June 24, 2005

Author: Reuben Ware
Phone No.: 604.736.8561
RTS No.: 5355

CC File No.: 1007
Meeting Date: July 12, 2005

TO: Vancouver City Council

FROM: City Clerk

SUBJECT: Records Management By-law and Policy
RECOMMENDATION

A. THAT the Records Retention and Destruction By-law No. 5201 be repealed and
replaced by a new Records Management By-law, as discussed in this report.

B. THAT the Director of Legal Services be requested to bring forward the new by-
law for enactment, generally as shown in Appendix A,

e THAT a new Records Management policy be approved, as shown in Appendix B.

CITY MANAGER'S COMMENTS
The City Manager recommends APPROVAL of the foregoing.

COUNCIL POLICY

The Records Retention and Destruction By-law No. 5201 was enacted in 1978. There is
currently no other Council policy related to records management.

SUMMARY
On November 18, 2003, Council resolved to approve a project (RTS 3685) to inventory and

classify all corporate records holdings. According to the report entitled "Corporate Records
Inventory and Classification Project” dated October 10, 2003, this project included
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Report to Vancouver City Council 2
Records Management By-law and Policy June 24, 2005

"development of an updated Records Management By-law and Records and Information
Management Policy”.

The current report recommends a new By-law to provide for records management and an
assoclated policy,

BACKGROUND

The Corporate Records Inventory and Classification Project was renamed the Corporate
Records Standards Project to highlight the project’s standards-based approach. The project
will be completed on December 31, 2005. Two of the deliverables are an updated Records
Management By-law and the City of Vancouver's first-ever records and information
management policy.

The proposed By-law and policy follow the approach set out in the October 10, 2003 Council
Report. They clarify roles and responsibilities of the City Clerk's Department, the Records
Committee, and departments and other civic bodies. The applicability to civic bodies is
defined and the scope of the records and information management programme is broadened.

The 2003 Council Report also called for a standardized, corporate classification scheme. The
new policy provides a records classification and scheduling standard, VanRIMS (Vancouver
Records and Information Management Standard),

DISCUSSION
New By-law

The proposed Records Management By-law repeals the Records Retention and Destruction By-
law No. 5201 (enacted in 1978) and replaces it with one that is clearer and more

comprehensive.

The new By-law clarifies its scope of application by defining “body™ so that it covers not only
departments, but task forces, commissions, and other types of bodies under the purview of
Council. It also clarifies the relationship of the Park Board, the Vancouver Library Board, and
the Vancouver Police Board by recognizing the power of those Boards to approve record
schedules, while offering them the option to participate in the Corporate programme.

The new By-law provides a general and comprehensive definition of "record” in keeping with
the Freedom of Information and Protection of Privacy Act and the Interpretation Act, while
avoiding wordy and confusing lists of examples. The details of the definition are included at
the policy level. The By-law defines "Record Schedule™ so that it deals with more than just
destruction, and now covers the full life-cycle of records and specifies conditions and actions
required to maintain and protect the records.

The new By-law makes the City Clerk responsible for the overall management of City records
and for establishment of policies, standards, and other requirements. It constitutes a Records
Committee to review and approve of record schedules so that necessary legal and fiscal
requirements are identified and met. The new By-law also requires departments and other
bodies to prepare record schedules for all records in their custody or control, submit them to
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Report to Vancouver City Council 3
Records Management By-law and Policy June 24, 2005

the Records Committee, and manage their records in accordance with approved record
schedules,

New Policy

The new policy is directly based on the proposed Records Management By-law and specifies

the roles and responsibilities of the City Clerk, civic departments and bodies, and the Records

Committee. Working together with departments, the City Clerk develops and administers the

Prmords scheduling process and the Corporate Records and Information Management
ogramme,

The scope of the programme is defined as the management and control of the creation,
receipt, classification, use, access, storage and maintenance, retention, disposition and
preservation of City records. The old narrow focus on retention and destruction s expanded
to cover all aspects of a record’s life cycle including creation, active records use, and transfer
to the Corporate Records Centre or the City Archives and, if appropriate, destruction,

The Corporate Records and Information Management Programme develops and implements
standards and guidelines, but it is also a corporate-wide service that provides the following
services to departments and other bodies covered by the By-law:

« Consultation and advisory services:

o Assistance with implementation and maintenance of VanRIMS, record schedules,
and filing systems;

Advice on electronic records and document management applications;

Records management training;

Storage and retrieval services of the Corporate Records Centre; and

Archival services of the City of Vancouver Archives,

The new policy also sets out the accountabilities of departments and other bodies for records
in their control and custody. These include:

Designation of an exempt Records Officer to liaise with the Corporate programme;

* Preparation of record schedules for all records acquired, created, or held;

* Management of records, including digital records, in accordance with approved
record schedules and VanRIMS;

* Designation of an Office of Primary Responsibility for every record which the body
retains as the authentic, master record;

« Implementation and maintenance of other procedures and standards established
under the policy;

« Establishment and maintenance of a departmental network of records
coordinators, custodians, and other stakeholders; and

¢ Training of departmental staff in the City's records management systems and in
best records-keeping practices.

In 2003, Council requested that a mandatory records classification and retention standard be

developed. The new policy delivers this standard, known as VanRIMS - the Vancouver Records
and Information Management Standard. VanRIMS is the chief deliverable of the Corporate
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VanRIMS Function Groups

01 Administration

The Administration function group relates to general administrative activities and services common
to all City departments that are not covered by other function groups. It includes a wide variety of
general administrative matters including organizational charts, staff meetings, departmental
committees, conferences, and reports. It also pertains to administrative subjects, such as policies
and procedures, mail and courier services, workplace security, and office services such as

photocopying.

01-0000 Misc (holding pool)

01-0500 Policies and Procedures - Corporate
01-0600 Policies and Procedures - Local
01-1000 Strategic and Organizational Planning
01-2000 Schedules and Work Assignments
01-2500 Staff and Committee Meetings
01-3000 Reports, Statistics, and Surveys
01-3500 Internal Auditing

01-4000 Protocol, Regalia, and Awards
01-4500 Professional Development

01-5000 Community Relations

01-5500 External Relations

01-6000 Mail and Courier Services

01-6500 Printing, Duplicating, and Graphics Services
01-7000 Security

01-9000 Management Briefings

01-9999 Special Schedules

B e e T .

_
VanRIMS Version 1.0
09-50p-2005 gl 2
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VanRIMS : Classification List

Retention
OPR XPR

01-0500 Administration : Policies and Procedures - Corporate

n General records CY+1/0/D n/a

173 Reference materfals EV+0/0/D n/a

10 Metapolicy records EV+0/0/A EV+[0]/0/D

n Policy development records EV+2/0/D n/a

20 Policy authority records EV+0/0/A EV+[01/0/D

ral Administrative policies EV+0/0/A EV+[0]/0/D

22 Employment policies EV/0/O/A  EV+[01/0/D

23 Financial policies EV+0/0/A EV+[0l/0/D

24  Governance policies EV+0/0/A EV+{01/0/D

25  Information management policies EV+0/0/A EV+[01/0/D
01-0600 Administration : Policies and Procedures - Local

n General records CY+1/0/D n/a

oz Reference materfals EV+0/0/D n/a

10 Policy development records CY+2/3/0 n/a

20 Departmental policies EV+0/0/A EV+{01/0/D

21 Local policies EV+0/0/D EV+[01/0/D

22 Procedures manuals EV+0/0/0 EV+{01/0/D
01-1000 Administration : Strategic and Organizational Planning

(] General records CY+1/0/0 n/a

02  Reference materials EV+0/0/D n/a

10 Value and mission development records EV+0/S/A n/a

n Strategic plans CYAS/15/A n/a

20 Departmental work plans EV+0/S/A n/a

30  Organizational charts EV+0/0/A n/a

kil Organizational change records EV+0/0/A n/a

40  Project coordination records EV+0/S/A n/a
01-2000 Administration : Schedules and Work Assignments

(0] General records CY+1/0/0 n/a

02 Reference materials EV+0/0/D n/a

10 Crew location records CY+0/0/0 n/a

n Shift change records CY+2/4/0 n/a

12 Work schedules CY+1/0/D n/a

20 Shift checklists CY+2/4/0 CY+[2)70/D
01-2500 Administration : Staff and Committee Meetings

01 General records CY+1/0/D  CY+[1)/0/D

02 Reference materials EV+0/0/D n/a

10 Staff meetings CY+2/3/0 n/a

20 Inter-departmental committee records CYv2/4/A n/a

ral Ad hoc committee records CY+2/4/0 n/a
Thursday, August 11, 2005 Page 1 of 34
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Retention
e e e

01-3000 Administration : Reports, Statistics, and Surveys

0 General records CY+1/0/D nfa
(173 Reference materials EV+0/0/D n/a
10 Perfodic reports CY+2/0/D n/a
20 Statistical information EV+2/0/D n/a
30  Surveys CY+2/0/D n/a
01-3500 Administration : Internal Auditing
0 General records CY+1/0/D n/a
0z Reference materials EV+0/0/D n/a
10 Internal audit case files EV+3/0/D  EV+[3)/0/D
n Internal audit reports CY+2/8/A n/a

01-4000 Administration : Ceremonial Occasions, Regalia, and Awards

0 General records CY+1/0/D n/a
473 Reference materials EV+0/0/D nfa
10 Awards and honours CY+2/0/A CY+[21/0/D
20  Badges, emblems, and flags EV+0/0/A EV+{0)/0/D
30 Ceremony and celebration records CY+2/0/A n/a
40  Official visit records CY+2/0/A CY+[2)/0/D
50  Proclamations EV+1/0/A EV+11/0/0

01-4500 Administration : Professional Development

n General records CY+1/0/D n/a
02 Reference materials EV+0/0/D n/a
10 Professional association and society records CY+2/0/0 n/a
1 Conference and meeting records EV+0/0/D nfa
12 Event planning EVe/IA EV+[]70/D

01-5000 Administration : Community Relations

(1] General records CY+1/0/D n/a
o2 Reference materials EV+0/0/D n/a
10 Enquiries CY+1/0/D0 n/a
n Complaints CY+1/0/D n/a
12 Community relations records CY+2/3/A n/a
20 Visit and tour records CY+1/0/0 n/a
30 Invitations CY+0/0/D n/a
40 Campaign and canvassing records CY+2/0/D n/a
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Retention

OPR XPR

01-5500 Administration : External Relations

n General records CY+1/0/D n/a

02  Reference materfals EV+0/0/D n/a

10 Government communications - British Columbia CY+2/3/A CY+[2)/0/D

1" Government communications - Federal CY+2/3/A CY+[2)/0/D

12 Government communications - First Nations CY+2/3/A CY+[2)/0/D

13 Government communications - foreign CY+2/3/A CY+[2)/0/D

14 Government communications - municipal and regional CY+2/3/A CY+[21/0/D

15 Government communications - Provincial CY+2/3/A CY+[2)/0/D

20  Crown corporation communications CYV2/3/A CY+[21/0/0

30  Hospital communications CY+2/3/A CY+[2)/0/D

3 School communications - K to 12 CY+2/3/A CY+121/0/0

32 School communications - post-secondary CY+2/3/A CY+[21/0/D

40 NGO communications CY+2/3/A  CY+I21/0/D

5% Labour organization communications CY+2/3/A CY+[21/0/D

60  Business communications CY+2/3/A CY+[2)/0/D

9 Privileged communications EV+0/0/D n/a
01-6000 Administration : Mail and Courier Services

n General records CY+1/0/D n/a

02  Reference materials EV+0/0/D n/a

10 Courler service records CY+1/0/0 n/a

20 Mail meter records CY+2/0/D n/a

30 mail registers EV+0/0/A n/a

n Registered/certified mail receipts CY+1/0/D n/a
01-6500 Administration : Printing, Duplicating, and Graphics Services

0 General records CY+1/0/D n/a

02  Reference materials EV+0/0/D n/a

10 Dockets CY+5/0/A CY+[5)/0/D

11 Docket index cards EV+0/0/D  EV+{0)/0/D

12 Job cost sheets CY+5/0/0  CY+[5)/0/D

20 Ledger sheets CY+2/0/0 CY+[2)70/D

2 Monthly charge-out sheets CY+1/0/D CY+[1]/0/D
Thursday, August 11, 2005 Page 3 of 34
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City of Vancouver Records Inventory and Analysis Worksheet

1. Department/Section: 2. ContactCustodian:
Phone #:
ecor es Tille. 3. Office of Primary Responsibllity:

5 Nscrlp“on 0' fhe Records lWEO uses ﬁo atis ruse y are they

created?)

= CDAdministrative Records [DOperational Case Flle DOperational Support Records
urpose:

6. Records Status 7. Date Range
0O Active 0 Semil Active O Inaclive From: To:
0O Both filed together
Missing dates?
8. Basic Size of Record 9. Physical Format
0O Letter O Legal O MagvPlan O Paper O Microfimvfiche O Audlovisual
0 Other (Specify) O Other (Specify)
Dimensions (maps/plans) O Originals
0 Copies, indicate where originals are:
Extent linear metres
OR O Related Electronic Flles:
boxes (cuble teet)
10. Records Series retained by: 11. Filing Arrangement {include file list if
O Calendar/Fiscal Year available)
0O Continuous O Apphabetical O Numencal
0O Event (Specity) 0O Alphanumerical 0 Subject
O Date/Chronological
0O Other (Speclity) 0O Other (Spedty)
12. Location of Records (e.g. central filing | 13. Type of Equipment
area, someone’s desk drawer, storage 0 Verticalfile O Lateralfile [ Shelf
area, draw map If necessary on back
page)

0 Other (Spedity)

14. Current Retention

DNone Tolloweciunknown or
DKept for years  Location: On-site CRC

Final Disposition: Archives Destroy Permanent

Is there a signed Authority for Destruction/Retention for this record serles? Y
N

Records Serles ID
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City of Vancouver Records Inventory and Analysls Worksheet

15. Legislative Requirements Governing
Records Creation or Retention?

16. Are these vital records?
(Irreplaceable)

Y N Unknown Y N |Ifyes please explain:
If Yes, specify:
17. FOI & Protection of Privacy Information | 18,

Do the records contain personal
information? Y N

Do the records contain confidential third party
business information? Y N

Are these records routinely released lo the
public, or prepared for public release? Y N

Are these records Agreements? Y N

19. Notes

Date:

Inventorled by:
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