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FOREWORD

Publication of this Technical Report that has been registered with the American National

Standards Institute (ANSI) has been approved by ARMA International, 11880 College Boulevard,

Overland Park, Kansas 66210. This document is registered as a Technical Report according to the

Procedures for the Registration of Technical Reports with ANSI. This document is not an American

National Standard and the material contained herein is not normative in nature.

Comments on the content of this document should be sent to:

Nancy D. Barnes, Ph.D.

Standards Development

11880 College Boulevard

Overland Park, Kansas 66210

standards@armaintl.org

Rationale

This Technical Report provides a tutorial for the application of basic metadata elements necessary

to support Records and Information Management (RIM) activities. This document focuses on 

current international standards and best practices guidance, namely ISO 15489, Information and 

documentation – Records management, and ISO 23081, Information and documentation – Records

management processes – Metadata for records, and is organized according to the Metadata Conceptual

Model set forth in ISO 23081. This Technical Report details how the information contained in these

ISO publications—the international view—melds with the traditional records management lifecycle

known to RIM professionals in North America—the North American view. This Technical Report

does not include information about managing metadata elements as part of information technology

system management.

This material has been developed under the published procedures of ARMA

International. Although the procedures ensure the highest degree of care, ARMA, its 

members, and those participating in its activities do not accept any liability resulting from

compliance or noncompliance with the provisions given herein, for any restrictions

imposed on materials or processes, or for the completeness of the text. ARMA has no

power or authority to police or enforce compliance with the contents of this document.

Any certification or product stating compliance with requirements of this document is

made at the peril of the certifier.

This is a preview of "ARMA TR 03-2009". Click here to purchase the full version from the ANSI store.

mailto:standards@armaintl.org
https://webstore.ansi.org/Standards/ARMA/ARMATR032009?source=preview


v
© 2009 ARMA International. Purchaser of this PDF file is entitled to print one copy for reference. Other reproductions or redistribution is prohibited.

ARMA International gratefully acknowledges the generous contributions provided by the following

individuals and groups, without whose time, effort, and expertise this publication would not have

been possible. Company affiliations listed are those on record with ARMA International at the time

of printing.

Project Workgroup Leader:

Bernard Chester, CDIA+, ICP, IMERGE Consulting, Seattle, WA

Project Workgroup Members:

Susan Fitch Brown, CRM, NetSmith, Inc., Washington, DC

Glenn P. Gercken, CRM, Ungaretti & Harris, LLP, Chicago, IL

Mark Grysiuk, John Hancock Life Systems, Toronto, Ontario, Canada

Kelly Hamilton, Safeway, Phoenix, AZ

Babita Ramlal, PMP, Ontario Ministry of Finance, Toronto, Ontario, Canada

Douglas Schultz, Access Sciences Corporation, Houston, TX

Daniel Weathersby, Kroll Ontrack, Chicago, IL

Special Contributors:

Thank you to the ARMA International Standards Development Program’s RIM Review Group

members who graciously contributed to the vetting and review of this Technical Report.

ARMA International Headquarters Staff:

With appreciation, the following current and former staff members are recognized for 

their assistance: Nancy D. Barnes, Ph.D., Standards Development; Vicki Wiler, Director of

Publications; and former Senior Manager of Standards and Records Management from 2006 - 2009,

Kevin S. Joerling, CRM.

ACKNOWLEDGMENTS

This is a preview of "ARMA TR 03-2009". Click here to purchase the full version from the ANSI store.

https://webstore.ansi.org/Standards/ARMA/ARMATR032009?source=preview


1
© 2009 ARMA International. Purchaser of this PDF file is entitled to print one copy for reference. Other reproductions or redistribution is prohibited.

1

1 • Purpose

1 Purpose
This technical report will encourage greater understanding and more widespread use of metadata

elements. The records lifecycle is used as a tool to assist in this educational discussion of metadata.

Although this publication is geared to a North American audience of Records and Information

Management (RIM) professionals, it may be useful to readers in other geographic areas as well.

Through the use of an elementary, field-based example, this technical report illustrates metadata 

elements and their implementation in a records management setting where a computer-based tool

is in place to allow electronic data management. It provides useful information for practitioners

regarding metadata’s relationship to RIM policy and procedure.

2 Definitions
Definitions for RIM terms in this technical report can be found in the ARMA International

Glossary of Records and Information Management Terms, 3rd edition.
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