ARCHIVAL INFORMATICS
TECHNICAL REPORT

PART 2 of
ARCHIVAL INFORMATICS NEWSLETTER & TECHNICAL REPORT
Volume 1.,#3 Fall, 1987

FUNCTIONAL REQUIREMENTS
FOR
COLLECTIONS MANAGEMENT SYSTEMS

David Bearman

Archives & Museum Informatics
Pittsburgh, PA

26,2

EA



o5

U,
ANEDD

- s S ) .' 'QC_':
THE TORONTO HARROUR COMMISSIDNE

e minaered

i
:

RAp——— e U R

The Archival Informatics Technical Repoct (ISSN 0894-0266) is part two
of the quarterly publication series, Archival Informatics Newsletter &
Technical Reports. The Archival Informatjcs Newsletter (ISSN 0892-2179),
part one of the series, contains short articles and reviews on matters of
current interest in the archives and museum communities.

Subscriptions to the Archival Informatics Newsletter, together with the
quarterly Archival Informatics Technical Report, are US$160 p.a., in the USA
and Canada, US$180 p.a. overseas airmail.

Subscriptions to the Archival Informatics Newsletter alone are US$24

pre-paid in the USA, US$30 prepaid in Canada and abroad, and US$40 if
billed, worldwide.

All subscriptions are on a calendar year basis.

Non-subscription copies of this and previous Tech nical Reports are
available, prepaid only, as follows:

Optical Media: Their mplications for Archi & M
Vol.1#1, Spring 1987, US$45.

: g Software; A New Challenge
Vol.l #2, Summer 1987, US$45.
Functional Requirements for Collections Management Systems,

Vol.1 #3, Fall 1987, US$45.

All orders and correspondence should be addressed to:
Archives & Museum Informatics
5600 Northumberland St.
Pittsburgh, PA 15217
USA

FEL# 227-74-6307

Phone # 412-421-4638




FUNCTIONAL REQUIREMENTS
FOR COLLECTIONS MANAGEMENT SYSTEMS

INTRODUCTION ..ottt sses et s st ms et ens s s s st ens s 1
CHAPTER I. CULTURAL REPOSITORIES ..ot sssssssnees 4
A. COMMONALITIES - THE LIFE-CYCLE OF CULTURAL OBJECTS........... 4
1. CONSIAETEM ..o et bbb e s S
2. ACQUITEA oot s 6
3. ACCESSIONE ...ttt 6
4. MANABEA ...ttt 7
S CONSEIVE. ..ot s st b s eas s nens 7
6. DOCUMENTIE....... bbb es 8
7. StUAIEA ot s na s 8
8. Interpreted (Exhibited and Published) ..., 8
9. Deaccessioned/Destroyed. ..., 9
B. DIFFERENCES - HOLDINGS & CONSTITUENCIES.......cccoooriieeireeeerenis 9
1. HOIAINES ..o ettt e e et en et e nneene 9
2. CONSULUCIICIES . ..uvveticteeere ettt sttt nseas 11
CHAPTER I1. INFORMATION IN CULTURAL REPOSITORIES.........ccccovrviiirrcnns 12
AL THE DAT A oottt as et ettt st nnnns 12
EXDIDIL Lot e sa st ens s s st ens st 13
1L ODJEELS ettt ettt e e bt 14
2. EVENLS ittt een 16
B A OIS ettt ne e 18
4. AULNOTILIES .ot ssss bt sae s ere e a st nee 19
S RESOULCES ..ttt s enr s 21
0. ACHIONS .ttt ettt ettt nee 22
EXRIDIL 2.ttt s sttt et 23
B. ACTIONS - A DICTIONARY ...ooooe ettt 25
CHAPTER I11. INFORMATION SYSTEMS IN CULTURAL REPOSITORIES............. 32
A THE APPLICATIONS ..ottt sns s 32
1. Personnel Management ..., 33
2. Financial Management. ... seese s 33
3. Space Management ..o 34
4, Contracts Management ..ot 34
S. Publication Management ..., 35
6. Exhibits Management ..., 35
7. Collections Management ... 35




B COLLECTIONS MANAGEMENT MODULES . o, 38
I Documentation management 38
2. ACHOAS MBNAZEMENT . i e e 40
3. Events Manage ment. i 42
4. Agent Management ...t e 45
S. Information Retrieval .. ... T e, .43
& Information Analysis & Display o, 44
CHAPTER I1V. MANAGEMENT AND ITS REQUIREMENTS ... 46
A MANAGEMENT DAT A e 46
B. AUTOMATED RESOURCES MANAGEMENT CAPABILITIES ....cccocooccoooe.. 50
1. Time-based system facilities.......cn. e 51
2. Space-based system [@CilitI€S ..o, 54
3. Personnel-based system facilitie€S. ..., 55
4. Fund-based system faciliti€S. ... 56
5. Object-based system facilities ...t 57
C. OTHER APPLICATION VIEWS OF RESOURCE BASED
CAPABILITIES .ottt st et ses bt ettt ns s 59
1. Event-based system faciliti€s ... 60
2. Action-based system faciliti€s ... 61
3. Authority-based system facilities ... 63
CHAPTER V. REQUIREMENTS ANALYSIS AS AN INVESTMENT ... 66
BB AL B et ettt et 70
APPENDIX A. THE DATA OF COLLECTIONS MANAGEMENT.......cccoovivvininenns 71
APPENDIX B. FUNCTIONAL REQUIREMENTS - EXAMPLES. ..o, 77
B DI oo ettt 82
APPENDIX C. SELECTIVE BIBLIGGRAPHY ..o 84

FOR COLLECTIONS MANAGEMENT SYSTEMS



")
-
:2:
("IJ
o
L)
o
o
rnl
o
2
£
Lo
)
St
4
i
N
tA
L]

Contempoerary archives and museums maintain ¢ li ctions which number

in the tens or hundreds of thousands of items, Astheirr i tively smali

s struggle with the demands impgosed bv their stewardship over this
heritage, culturzl repositories seek more effective means to control
infor mation concerning the cultural resource for which they are responsible..
This study examines the information requirements of a system for managing
collections in any cultural repository, whether that system is ultimately
automated or not. The discussion i3 intended to make professionals more
aware of the informational requirements of the many activities which
comprise collections management, and to identify for systems designers, and
those evaluating automated systems, the underiying fuactions which support
the collections manage ment process.

The premise of this discussion is that the functional requirements for an
information system are a reflection of the business requirements of an
organization. As such, we find that the functional requirements of archival
and museum collections management systems refllect the (common) activities
of managing cotlections, not the (unigue) characteristics of the items in their
care. Underlying commonalities hetwesn museums, archives, and libraries,
and even zoos, acquaria and botanical gardens, are more compelling in
understanding these functionai requirements than are the differences. The
key to identifying these commonalities is to understand the procedures
which characterize coilections management as practiced in these institutions
and to trace a series of actioms which take place in the fife-cycle of collected
objects.

Collections management infor mation systems are not the only types of
information systems required by cultural repositories. Personnel
management (staff and volunteer), financial management (accounting and
development), and even retail seles systems have a place in such
organizations. While it would be desirable to have information from these
other systems available for collections management and to have collections
management data reported into these other systems at certain points, the
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specific degree of integration which is desirable is an implementation issue
bheyond the scope of this report. There has even been some confusion, in the
literature of archival and museum automation, between collections
management systems and infor mation retrieval systems. This report does
make a distinction because information retrieval systems have a large and
discrete set of functional requirements which deserve to be treated in a
separate monoigraph. Therefore, it addresses only facilities that support
curatorial description and information retrieval for collections management
purposes, and stops short of defining functional requirements for “online
catalog” systems which support research on collections.

This report also recognizes that functional requirements are not the only
requirements to be considered in the definition of (or implementation of) an
information system. Technical and performance requirements (how big, how
fast, how many, with what security and what degree of user assistance) are
equally important. Other elements also come into play, including cost,
timing, the nature of support, staff abilities and documentation. These topics
are critical in any discussion of the acquisition of technology based solutions
to information needs, and readers who plan to acquire software or hardware
are urged to carefully read, and follow, a rigorous approach to systems
selection.! However, functional requirements must come first in the process
of defining needs, since the importance of any given technical requirement
can only be assessed in light of the functions to which it will contribute.

This report takes the life-cycle of cultural objects as its is organizing
principle. Chapter | addresses why cultural objects have a common life-
cycle and the sources of commonality and divcergence in the information
requirements of cultural repositories. In Chapter II, a data model of a
collections information system is introduced and the central organizing
concept of collections management systems, actions, is discussed. Chapter 111
examines collections management in the context of other information

I Edwin M. Cortez, Proposals and Contracts for Library Automation: Guidelines for
Preparing RFP's, Studio City,CA, Pacific Information, 1987, also Taylor, Gigi, “The
Request for Proposal: Suggested Components’, AAM Program Sourcebook, Washington,
DC, AAM, 1987 p 325-35. mmmmmmnnmmmnvol 1#4, Winter 1987

will be devoted entirely to the issue of technical spercifications and acquisition of
automated systems for archives and museums.
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systems which support the management of cultural repositories The study
then looks at the concept of management in detail, and explores the
functional requirements of time, space, funds, personnei and holdings based
management. {Chapter IV]. Finally, the report introduces methods for
rigorously defining functional requirements for infor mation systems in
cultural repositories and discusses the investment required to properly plan
the acquisition and implementation of systems. [Chapter V].

Three appendixes provide an opportunity for further study. The first
presents a detailed view of the data of collections management systems.
Appendix B supplies examples of functional requirements in the format in
which they are typically stated in requests-for-proposals for acquiring
automated systems. A bibliography of the very recent literature most
relevant to defining functional requirements for collections management
systems in cultural repositories is provided in Appendix C. Because the
process of defining functional requirements is only one step in acquiring and
implementing information systems, other phases of the effort are discussed
in detail in a companion publication, Archival Informatics Technica] Report
vol.l #4, (Winter 1987) entitled Acquiring and Implementing Information
Systems for Archives and Museums: Technical Requirements.
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