INTERNATIONAT 1SN

This is a preview of "ISO 23081-1:2017". Click here to purchase the full version from the ANSI store.

Second edition
2017-10

Information and documentation —
Records management processes —
Metadata for records —

Part 1:
Principles

Information et documentation — Processus de gestion des
enregistrements — Métadonnées pour les enregistrements —

Partie 1: Principes

Reference number
1SO 23081-1:2017(E)

©1S0 2017


https://webstore.ansi.org/RecordDetail.aspx?sku=ISO%2023081-1:2017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017?source=preview

IS0 23081-1:2017(E)

This is a preview of "ISO 23081-1:2017". Click here to purchase the full version from the ANSI store.

COPYRIGHT PROTECTED DOCUMENT

© IS0 2017, Published in Switzerland

All rights reserved. Unless otherwise specified, no part of this publication may be reproduced or utilized otherwise in any form
or by any means, electronic or mechanical, including photocopying, or posting on the internet or an intranet, without prior
written permission. Permission can be requested from either ISO at the address below or ISO’s member body in the country of
the requester.

ISO copyright office

Ch. de Blandonnet 8 « CP 401
CH-1214 Vernier, Geneva, Switzerland
Tel. +41 22 749 01 11

Fax +41 22 749 09 47
copyright@iso.org

Www.iso.org

ii © IS0 2017 - All rights reserved


https://webstore.ansi.org/RecordDetail.aspx?sku=ISO%2023081-1:2017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017?source=preview

1SO 23081-1:2017(E)

This is a preview of "ISO 23081-1:2017". Click here to purchase the full version from the ANSI store.

Contents Page
FFOTE@WOIM ..........oooooooeoeeeeeeee e85 \%
IIMETOAUICTION.........oooooeee oo vi
1 S0P ... 1
2 NOIIMATIVE TEEETEIICES ...........ooooooeee oo 1
3 Terms AN AefINETIONIS ... s 1
4 Records management metadata

5 Perspectives and purpose of records management metadata

51 Purpose and benefits of records management metadata ...
5.2 Records management metadata that should be applied in an organization.. 4
5.2.1  GOIIETAL o 4
5.2.2  Metadata at the point 0f TeCOTd CAPLUTE. ... 4
5.2.3  Metadata after reCOTd CAPLUTE ... 5
Roles and reSPONSIDIIITIES ... 5
Records management metadata in relation to other metadata areas.............cee 6
7.1 General .6
7.2 MEtadata fOr @-DUSIMIESS ..o 6
7.3 Metadata fOr PreSEIVATION ... e 6
7.4 Metadata for resource description 6
7.5 Metadata for resource discovery.................. w7
7.6  Metadata for rights ManagemMIENT. .... ...t 7
7.7 Metadata for sustainability across system boundaries..........c e 7
Management Of METAMATA ...

8.1 (OT3 1<) -
8.2 Levels of application of metadata
8.3 Points throughout the existence of records when metadata should be created
ATUA APPIIEM e
8.4 Processes of metadata management
B4 T GEIIETAL oot
8.4.2  Defining policies and Methods . ...
8.4.3  Creating and maintaining metadata
8.4.4  Creating and maintaining structures for managing metadata

8.4.5  Determining when and how metadata should be captured.........ccocsnn 9
8.4.6  Documenting and enforcing standard definitions .9
8.4.7  Access to Metadata. ...
8.4.8  StOTING METAUALA ..ot
84,9 DS CIIPEION ..o
8.4.10 Maintenance of metadata
8.5 IMETAAALA SEIUCTUIES ...ooooceveeeesssssse s
8.6 ROLE OF SYSTOINIS ..t
Types of metadata required to support ISO 15489-1
9.1 Introduction to metadata types.......ccs
9.2 Metadata aDOUL TECOTAS ...
9.2.1  Metadata about records at the point of record capture ..., 12
9.2.2  Metadata about records after record Capture.........e e,
9.2.3  Metadata supporting the accessibility of records...
9.2.4  Metadata supporting the security of reCOTdS. ...
9.3 Metadata about the business rules, policies and mandates............co,
9.3.1 Metadata about business rules, policies and mandates at the point of
TECOTA CAPTUTE ...t 15
9.3.2  Metadata about business rules, policies and mandates after record capture...... 16
0.4 AGENIE INIETAGATA. ..o 16

© 1S0 2017 - All rights reserved iii


https://webstore.ansi.org/RecordDetail.aspx?sku=ISO%2023081-1:2017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017?source=preview

IS0 23081-1:2017(E)

This is a preview of "ISO 23081-1:2017". Click here to purchase the full version from the ANSI store.

9.4.1 Agent metadata at point of record capture............
9.4.2  Metadata about agents after record capture.................
9.5 Business process Metadata . ...
9.5.1 Business process metadata at point of record capture ...
9.5.2 Metadata about business processes after record capture
9.6 Metadata about records management PrOCESSES ... mmmriiemimeresessseesseeesseeseesesesseeeeseeeee

9.6.1 Metadata about records management processes at the point of record capture.18
9.6.2  Metadata about records management processes after record capture

BIDIIOGTAPIY ...t

iv © IS0 2017 - All rights reserved


https://webstore.ansi.org/RecordDetail.aspx?sku=ISO%2023081-1:2017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017&source=preview
https://webstore.ansi.org/Standards/ISO/ISO230812017?source=preview

1SO 23081-1:2017(E)

This is a preview of "ISO 23081-1:2017". Click here to purchase the full version from the ANSI store.

Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.

The procedures used to develop this document and those intended for its further maintenance are
described in the ISO/IEC Directives, Part 1. In particular the different approval criteria needed for the
different types of ISO documents should be noted. This document was drafted in accordance with the
editorial rules of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).

Attention is drawn to the possibility that some of the elements of this document may be the subject of
patent rights. ISO shall not be held responsible for identifying any or all such patent rights. Details of
any patent rights identified during the development of the document will be in the Introduction and/or
on the ISO list of patent declarations received (see www.iso.org/patents).

Any trade name used in this document is information given for the convenience of users and does not
constitute an endorsement.

For an explanation on the voluntary nature of standards, the meaning of ISO specific terms and
expressions related to conformity assessment, as well as information about ISO's adherence to the
World Trade Organization (WTO) principles in the Technical Barriers to Trade (TBT) see the following
URL: www.iso.org/iso/foreword.html

This document was prepared by ISO/TC 46, Information and documentation, Subcommittee SC 11,
Archives/records management.

This second edition cancels and replaces the first edition (ISO 23081-1:2006), which has been
technically revised.

Alist of all the parts of ISO 23081 can be found on the ISO website.
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Introduction

ISO 23081 sets a framework for creating, managing and using records management metadata and
explains the principles that govern them.

This document gives guidelines for understanding, implementing and using metadata within the
framework of ISO 15489. It addresses the relevance of records management metadata in business
processes and the different roles and types of metadata that support business and records management
processes. It also sets a framework for managing those metadata.

NOTE In this part of ISO 23081, business and business activity are used as broad terms, not restricted to
commercial activity, but including public administration, non-profit and other activities.

It does not define a mandatory set of records management metadata to be implemented, since these
metadata will differ in detail according to organizational or specific requirements for jurisdiction.
However, it assesses the main existing metadata sets in line with the requirements of ISO 15489.

ISO 23081-2 and ISO 23081-3 are more explanatory and provide practical guidance on implementation
issues and how to assess records management metadata sets against the principles in this document.
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