INDEX

A

access 28 see also use and users
access to information 13
see also freedom of information
inability to provide 26
policies governing 84-85
retrieval standards 218
access to records 21-22, 258, 288
see also use and users
adversely affected 182-183
archivists as intermediaries for 242
corporate 203
distributed 280
documentation for 240
electronic 25-26, 91-92
organizational need for 130
remote 30
sdentific data 286
use of controlled vocabularies for
241-245
via archival description 231-232
ACCIS see United Nations
Administrative Co-ordinating
Committee on Information Systems
accountability 5, 12-32, 92-94, 149,
180-181, 284, 286
of employees 24-25, 188, 191-192
of government 133
admissibility of records 20, 82, 150
agency histories 229, 242
Anglo-American Cataloguing Rules, 2nd
ed. (AACR 2) 228
ANSI see standards
Application Level see Open Systems
Interconnection

application systems 13, 94-97, 133,178

see also database management
systems; electronic mail
evidencein 150-168
functional requirements in 186
graphical software 161, 166-168, 218
retention of archival records in
217-219
spreadsheets 163-165, 218
word processing  159-162
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APPM see Archives, Personal Paper, and
Manuscripts: A Cataloging Manual
appraisal (of records) 28-29, 36, 244
see also cost/benefit considerations;
disposition of records
collective 99-100, 229
of multi-agency information systems
137
policies governing 83-84
of presidential records 119, 122-123
retention criteria 17-18
risk management through 286
using document analysis 272
archival description 288
see also documentation; metadata
Canadian 48, 52, 229-230
definition of 48
vs. documentation 224-225, 232-237
finding aids 45-47
history of 227-232
ICA Prindples 223-227, 239-240
ISAD(G) 48,223-227
National Information Systems Task
Force 7,228,238
RLIN cataloging 229
standards for 7, 48, 52, 86, 223-240,
245-246 )

USMARC formats 45, 228-231
Working Group on Standards for
Archival Description 7, 48,

231-232, 237, 245
archival information systems
architecture 46,238-240, 244-245
archival prindiples and practices
see also records managers and
management
adapting data management practices
to 55,170-171
appraisal see appraisal (of records)
changes needed in 54-55
diplomatics 255-256, 271-272
European 255-272
fonds 49
original order 15,28, 37, 105, 147,
150, 255
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archival principles and practices, cont.
processing 237
provenance see provenance
reference see access to records; users
respect des fonds 28, 147
traditional 28-30, 54, 279-280, 283
variations by country 270-271
archival records see records
archival repositories
functions of 239-240
remote access to 230
study of usersin 241
archival requirements see also
functional requirements
articulation of 155-156, 158, 163, 168,
216-219
subordinate to administrative and
legal requirements 132-133
Archives, Personal Papers, and
Manuscripts: A Cataloging Manual
(Steven Hensen) 52, 228-229
Archivist of the United States
see also National Archives and
Records Administration
custody of Presidential records
123-124
failure to develop electronic records
policies 136,180
statutory responsibilities 119,177
archivists
active. intervention by 135-137, 263,
265, 279, 280-281, 284-286
assertion of authority by 136-141,
263
common concerns with other
information specialists 2, 14,
20-21, 47, 63, 281
as intermediaries for users 242
need for policy involvement by 121,
202
as participants in information system
design 47-48, 80, 100, 107, 129,
137, 155-156, 163, 233, 235, 280
participation in standards
development by 202,211,
216-219, 263

responsibilities of 92, 105-106
skills required by 107-108
unique roles of 63
Armstrong, et al. v. the Executive Office of
the President (Profs Case) 5,119-141,
177
artificial intelligence 166, 242, 260
Australia 5,134, 279-280, 283, 286-287

B

Barry, Richard 58

bibliographic traditions 223, 228, 230
bibliographic utilities 229

Brooks, Phillip 245

business transactions see transactions

C

Canada see National Archives of
Canada; Rules for Archival Description
(RAD)

cataloging rules see archival description

change see social change

client-server architectures 42,

55 (note 32), 201

Committee on Archival Informtion
Exchange (CAIE) 231, 240-241

Common Command Language (CCL)
215

communications see also electronic
mail

asynchronous 260

changes brought by electronic
systems 14, 81, 124-125, 162,
256-261, 279

competancies (organizational) see
functions

computer-aided design (CAD) 166-167

computer-assisted manufacturing
(CAM) 167

computer-output microfilm (COM)
84-85

confidentiality .20-21
see also privacy

conservation see preservation
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context 37
see also evidential historicity;
functionality; original order
ability to capture in electronic
systems 155-157
in archival description 230,232
capturing user views 104-105, 164,
215, 284-285
defined 148
in electronic mail 191, 194-195, 260
importance of 132, 148, 214-216, 227
and organizational boundaries 44-45
in paper-based systems 150-157
potential loss in electronic systems
153-157
preserving 102-105, 125-126, 135,
167, 194-195
showing organizing principles 150
controlled vocabularies 227, 230,
241-242
conversion to hard copy 5, 84-85,
124-126, 130, 132
Conway, Paul 241
Cook, Terry 49, 244
copies see conversion to hard copy;
records
corporate culture see organizational
culture
cost/benefit considerations 92,
152-153, 156-157, 165, 171, 286
see also risk assessment
custody see physical custody;
intellectual control

D

data administration 178

data archives 286-287

data dictionaries 46, 136, 165
see also Information Resource
Directory Systems; metadata
NISTF 228, 238

data integration 38

data migration see migration

database management systems 38,
103-104 see also application
systems
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database management systems, cont.
capturing user views of 104, 164,
215, 284-285
and evidential historicity 165-166
intelligent data in  164-165
standards for 217-218
decentralized control see physical
custody
description, archival see archival
description; documentation
diplomatics 255-256, 271-272
disposition of records
see also appraisal of records; records
scheduling;
instructions regarding 127
presidential 123-124
retention criteria 17-18
routine deletion of electronic files
131-132
user-designated disposition 196-197
using document analysis 272
distributed recordkeeping see physical
custody
documentatary forms
automatic marking of 263-264, 272
see also Standard Generalized
Markup Language
access using 236, 242-243
compound 260-261
defined 160-161
described 3940
dynamic documents 194, 260
electronic vs. paper 40
electronic mail see electronic mail
evolution of new 259.261, 284
graphics 161
hypermedia 161-162, 216, 260-261
logical records 215-216
mixed media 25-26, 84-85, 101,
212-213
multimedia 218, 260-261
nonlinear records 218
related to functions 14-15, 39-41
virtual documents 5, 25, 38, 192-193
vocabularies for 230,242
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documentation see also archival
description
in active systems 54-55, 199, 232-237
by archivists and records managers
105-106
data content of 237-245
defined 45,236
of function 53,233, 265, 287.288 see
also metadata
importance in data migration 21,25,
28,54
manager's responsiblity for 130
policies regarding 85-86, 224-225
principles for documenting 223-246
Dollar, Charles 129
"Draft General International Standard
Archival Description" (ISAD(G)) 48,
223-227
Duchein, Michel 270

E

Eastwood, Terry 49
education and training
of staff 107-108
of users 19
Electronic Data Interchange (EDI) 179,
219
electronic mail 5-6
see also application systems
changes in communications 14, 81,
124-125, 162, 256-261, 279
context in 191, 194-195, 260
and evidential historicity 162-163,
201
management of 176-204
as records 119-140
standards for see X.400/X.500
standards
Environmental Protection Agency 288
Evans, Max 49
evidence
components of 191
through data management 24-25
documentation to support 234

as essential characteristic of records
2,5, 15-16, 35, 134, 147-149, 223,
284-285 .
vs. information
in paper-based systems 150-152
preservation of 15-16, 35, 285
requirements in varying applications
150-168
in system functionality 21
evidential historicity 6, 152-157, 262
see also context; provenance
application software 157-168
in database management systems
165-166
defined 148
in electronic mail systems 162-163,
201
in paper-based systems 152
European archival practices 255-272
Executive Office of the President see
Armstrong v. the Executive Office of the
President

F

fax communications 212-213
Federal Information Locator System
136-137
Federal Records Act 119-122, 125-126
finding aids see archival description
Finland 270
FOREMOST 134,137
forms of material see documentary
forms
France 269
freedom of information
see under laws and legal issues
functional provenance 49, 261-263,272
functional requirements 2-4, 8, 38
ACCIS version (1989-90) 16-22, 133
Canadian 134, 281
components of 57
corporate 134
degree to which satisfied 59, 62
development of archival 55, 128-129,
216-219, 281
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functiona! requirements, cont.
for electronic mail 177-178, 181-187
Pittsburgh version (1993) 53.61,
134-135
Pittsburgh version (1994) 294-304
purpose of 53
serving organization-wide goals 181,
188-189, 192, 214
structural links 215-216
tactics for satisfying 58
functionality 21 see also software
dependency
affecting evidential value 26-27
capturing user views 104-105, 164,
215, 284-285
migration of 27-28, 89-90, 287
policies regarding 89-90
preservation of 26, 193-194, 287
functions (business) 178, 285
see also provenance
access to records via 243
analysis of 36, 283-284
classified by employees 261-263, 266,
285
documenting 53, 233, 265, 287-288
see also metadata
reflected in filing structures 38
related to documentary forms 14-15,
39-41

G

General International Standard
Archival Description (ISAD(G)) 48,
223-227
genre see documentary forms
geographic information systems (GIS)
166-168,215, 218
Germany 262, 264, 270
government
accountability 133
applications 166-167
definition of record 93

Graf, Christoph 262

graphical software 161-168,218
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H

hardware 186

hardware dependency 26-27, 53, 89,
101, 280 see also interoperability;
software dependency

Hedstrom, Margaret 8,137

Hofstede, Geert 269-271

hypermedia see documentary forms

I
IBM Profs System 119-140
ICA see International Council on
Archives
IEEE see X.400/X.500 standards
IMOSA (Information Management and
Office Systems A rchitecture) 134,
266
implementation
critical success factors 188-189
as tactic for managing electronic
records 23, 109-113, 178, 184
Information Resource Directory
Systems (IRDSs) 28, 46, 52, 72,
85-86, 106, 165, 215-216, 218-219, 287
see also data dictionaries
information systems architecture,
archival 46, 238-240, 244-245
information systems see also
recordkeeping systems; systems
in archival repositories 244-245
see also archival information
systems architecture
defined 36
design of 22-23,27-28, 178, 183-184
effects on organizations 73-76
inaccurate mental models of 191-192
intelligent systems 261
procurement standards for 266
information technology standards
210-219
intellectual control (of records) 19-20
see also documentation
metadata as a mechanism for 28, 30,
50-53, 62-63, 106, 165, 169, 264-265,
280, 288
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intellectual control (of records), cont.
policies governing 84-85
intelligent systems 261
interchange standards see also
USMARC Format for Archival and
Manuscripts Control
and application software 157-168
archival reliance on 213-216, 287
International Council on Archives. Ad
Hoc Commission on Descriptive
Standards 223-227, 239-240
International Organization for
Standardization (1SO) 287
International Standard Archival
Description, General (ISAD(G))
48,223-227
interoperability 6,21 26,167 see also
entries beginning Open Systems
IRDS see Information Resource
Directory System (IRDS)
1SO 9000 185
Italy 263

K

Kentucky State Archives 280, 288

L

laws and legal issues
admissibility of records in court 20,
82,150
authenticity 101
definition of records 93, 282
electronic records as evidence 20, 24,

81-82, 150
external recordkeeping requirements
185

Federal Records Act 119-122, 125-126
Federal Rules of Evidence 181
freedom of information 20-21, 119,
122, 130, 134, 138, 140
see also access to information
Paperwork Reduction Act 137
Presidential Records Act 119-122,
139-140
privacy 13-14, 20-21, 81, 134, 187,281

libraries and librarians 139, 218, 223,
225,228

Library of Congress 228

life cycle of records 97-98, 245, 282-289

logical records see documentary forms

Lytle, Richard 171

M
Maastricht (Germany) 7
Macerata (Italy) 134, 262-263
Manual of Archival Description (MAD) 52
manuscript collections 41, 233-236
Marburg (Germany) 134, 262
MARC AMC see USMARC Format for
Archival and Manuscripts Control
Martin, Kate 139
McDonald, John 137
Mead, Richard 269
Menne-Haritz, Angelika 49
metadata see also data dictionaries;
documentation
archival applications of 178, 215-216,
218, 264, 287-288
data, content, and context require-
ments 7,19, 197-198, 202-203
Federal Information Locator 136
Information Resource Directory
Systems (IRDSs) 28, 46, 52, 72,
85-86, 106, 165, 215-216, 218-219,
287
as mechanism for intellectual control
28, 30, 50-53, 62-63, 106, 165, 169,
264-265, 280, 288
in Sweden 264
microforms 20, 82, 84-85, 150
migration 54 seealso functionality;
interchange standards
of archival records 20-21, 168-170
of data 19, 74-75, 87-89, 285
of functionality 27-28, 89-90, 287
maintaining integrity during 25, 87,
157-158
policies regarding 89-90
mixed media see documentary forms
Monash University (Melbourne,
Australia) 5
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Morrison, Alan 139
multimedia see documentary forms

N
National Air and Space Administration
286
National Archives and Records
Administration (U.S.) 129,139, 285
see also Archivist of the U.S.
file management guidelines 38
participation in standards
development by 281, 287
use of MARC format 230-231
user studies in 241-243
National Archives of Canada 6,134,
137, 234, 266, 279, 281-282, 285, 287
Nationa! Association of Government
Archives and Records
Administrators 136-137
National Historical Publications and
Records Commission 134,171, 238
National Information Systems Task
Force 7,228,238
National Institute of Science and
Technology 136-137,161, 178
National Security Archive 119,139
National Security Council 119, 121, 123
Netherlands 270
New York State Archives 137,281,283
noncustodial archives see physical
custody
nonlinear records see documentary
forms
nonrecord materials 40 see also
personal records; records
defining 77-78,93-95
determining status 120
segregation from records 133

o

object-oriented environments 42, 166,
193, 201, 216

obsolescence 74, 86, 101
see also hardware dependency;

migration; software dependency
OCLC 229
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office applications see application
systems
Office Document Architecture/
Office Document Interchange
Format (ODA/ODIF) 219
Office of Management and Budget 129
Office Systems Working Group
(Treasury Board of Canada) 134
Open Systems Environment (OSE) 6,
58,178, 186,197
Application Platform Interface layer
186, 193,197-198
jayersin 198
Open Systems Interconnection (OSI)
90, 201, 210
optical character recognition 84-85
organizational accountability
see accountability
organizational culture 6, 8
see also social change
changesin 17,73,171,179-180,
268-272
choice of tactics affected by 187
promoting use of information
technology 108-109, 112-113
shift from hierarchical to group de-
cision making 103, 258-260, 272
organizations
accountability in 5, 12-32, 92-94
assigning responsibilities within 19,
78-80, 106-108, 130-131, 200-201
bureaucracies 255-257
controlling technology in  264-265
corporate memory 202, 266
documentation by 233-237
effects of automation on 73-76,
211-213, 256-261
European vs. American 267-271
functionsin 243 see also functions
(business)
hierarchiesin 268-270
implementing an electronic records
program in 109-113
line managersin 63, 108,113,130
original order see under archival
principles and practices
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P R

paper copies of electronic records 5, record series 48-49, 230, 243
84-85, 124-126, 130, 132 see also recordkeeping systems 34-70
conversion; copying see also information systems
paper record systems 140-141, 150-157, boundariesin 44-45
168-171, 194-195 and business functions 40-41,
Paperwork Reduction Act 137 146-171, 195-1%6
personal records 40-41, 94, 122, definition of 35
124-125, 127, 130, 190, 233-236, 257 distributed 41-42
Perth (Australia) 134 descriptive metadata models of
Petersen, Trudy 139-140 50-53
physical custody 19-20,137 electronic mail 126-127
decentralized control 28-30, 87, functional requirements for see
280-281, 287 functional requirements
distributed recordkeeping 41-42 guidelines for users of 131-133
noncustodial archives 8 as organic wholes 44-45
policies regarding 86-88 paper vs. electronic 140-141, 150-157,
policy 4,22, 76-113, 178, 183 168-171, 194-195
preservation (of media) 30, 86, 285 as subset of information systems 182
data on RLIN 229 records see also access to records;
policies regarding 88-89, 202-203 nonrecord materials
President of the United States 119-140, authority to define 140-141
177, 179-180 classified 127
Presidential Records Act 119-122, convenience copies of 130
139-140 ) copies of 102-103, 255
printouts see paper copies of electronic defined 77-78,93-94, 120, 122, 131,
records 133, 188-191, 282
privacy 13-14, 20-21, 81, 134, 187, 281 as evidence 2,5,15-16, 35,134,
Profs Case see Armstrong, et al. v. the 147-149, 223, 284-285
Executive Office of the President evidential vs, informational value 36
provenance 28,171 see also context; federal 119-140
evidential historicity; functions filing rules for 134
and business functions 43-44, 59, 61, identification by creators 127-130,
147, 163, 219, 261-263, 265 134, 225, 234-235
capturing 147, 215, 226-227, 265 laws governing see Federal Records
of electronic mail 163,215 Act; Presidential Records Act
functional provenance 49,261-263, life cycle 97-98, 245, 282-289
272 personal 40-41, 94, 122, 124-125
in geographic information systems paper copies of electronic records 5,
167 84-85, 124-126, 130, 132
providing access through 227,242 presidential 119-141
publishing applications 217-219 see segregation from nonrecord material
also Standard Generalized Markup 133
Language structure of 148

users and uses of archival 63
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records managers and management
see also records scheduling
and archivists 138
control of application systems 97
duties of 92, 105-106
of electronic information systems
129-133
implementing an electronic records
program 109-113
skills required by 107-108
records scheduling 8 seealso
disposition of records; retention
criteria
built into electronic systems 17-18,
100-101
documentation and 234
life cycle 97-98, 245, 282-289
policies governing 82-83,125-126
systems management 97
via data management 285-286
reference see access to records; users
research 171,232
Research Libraries Information
Network (RLIN) 229
respect des fonds see under archival
principles and practices
retention criteria 17-18
see also records scheduling
retrieval standards 218-219
risk assessment 18-19, 24, 185 see also
cost/benefit considerations
risk management 13-14, 23-24, 286
Rules for Archival Description (RAD) 48,
52, 229-230

S
Scandinavia 270
scheduling see records scheduling
Schellenburg, Theodore 245
scientific data 285-286
Scott, Peter 49
security 14, 20-21, 90, 134, 159
social changes see also organizational
culture
adjusting to change 80-81
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brought on by automation 14,73,
179-180, 256-261
electronic democracy 139
Society of American Archivists 139,
231 see also Committee on Archival
Information Exchange; National
Information Systems Task Force
software applications see application
systems
software dependency 6,21, 26-27, 42,
53,75, 86, 89, 101, 181-183, 201, 218,
259 see also functionality;
hardware dependency; migration
spreadsheets see application systems
Standard Generalized Markup
Language (SGML) 198, 216, 218, 272
standards 6-7,170 see also archival
description standards; information
technology standards; interchange
standards
in archival applications 237-240
archivists participation in developing
202, 263, 281, 287
for electronic mail 162-163, 214-215,
217-219 see also X.400/X.500
standards
for graphical software 167-168
for hypermedia 161
for information technology 210-219
IS0 9000 185
as tactic for managing electronic
records 23,178
739.50 218-219
"Statement of Principles Regarding
Archival Description” (ICA)
223-227, 239-240
Structued Query Language (SQL) 215
Sweden 264
Switzerland 262,279, 285
system functionality see functionality
system implementation
critical success factors 188-189
as tactics for managing electronic
records 23,109-113, 178, 184
systems
defined 36
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systems, cont.
management of 97-101

systems analysis 263

systems, information see information
systems

systems, recordkeeping see
recordkeeping systems

Szary, Richard 238

T

technical standards see standards
telephone communication 95-96, 130,
256-257,279
thesauri see controlled vocabularies
Towards Descriptive Standards 229
TP/REM see Technical Panel on
Electronic Records Management
under United Nations Administra-
tive Coordinating Committee on
Information Systems (ACCIS)
transactions (business) 37, 244
as basic unit of documentation 4, 284
creation of records documenting 17,
24-25, 41
defined 35
in defining a record 94,133,135, 147,
199
standards for 219

U

United Nations Administrative Co-
ordinating Committee on
Information Systems (ACCIS)
16-22, 133, 136, 262, 265-266

Maragement of Electronic Records:
Issues and Guidelines 72-113
(Chapter 3), 183, 189, 199, 281, 283

Technical Panel on Electronic Records
Management (TP/REM) 4-5

University of Pittsburgh 3, 5, 8, 55-57,
59, 134135, 202

U.S. Congress 122-123

U.S. District Court 5, 119-140,177 see
also Armstrong, et al. v. the Executive
Office of the President

U.S. National Archives and Records
Administration see National
Archives and Records
Administration (U.S.)

user views see under context

use and users see also access;
functionality

approaches employed by 243-245
education of 19

needs of 240-245

studies of 241-243, 245
terminology used by 243.245

USMARC Format for Archival and
Manuscripts Control (USMARC
AMC) 45,228-231

USMARC Format for Authority Data
230

\"/

version control 152-153, 159-160

video standards 213

virtual documents see documentary
forms

vital records 14

voicemail 213

w

Weber, Max' 255

Weir, Ted 238

White House see President of the
United States

word processing see application
systems

Working Group on Standards for
Archival Description 7, 48, 231-232,
237, 245

World Bank 283

X

X.400/ X.500 standards 162, 201-202,
214-215, 217-219

4

Z39.50 218-219
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