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INTERNATIONAL COUNCIL ON ARCHIVES (ICA)

Products of the Committee On Electronic Records


The ICA Committee on Electronic Records was created in 1993 to undertake study and research, promote the exchange of experience and draft standards and  directives concerning the creation and archival processing of electronic records.  Based on this mandate, the Committee developed three products, all of which were tabled as consultation drafts at the ICA Congress held in Beijing in September 1996.

The first product and the one to which the Committee focussed much of its attention was the consultation draft of the Guide for Managing Electronic Records from an Archival Perspective.  The Guide is designed to help archival institutions position themselves to address the management of electronic  records. Part I examines the technological, organizational and legal trends impacting on the ability of institutions (including archives) to manage these records, presents a discussion of the concepts of "record", "record keeping", "electronic record", and other related terms which were developed for the purposes of the Guide and proposes strategies for the management of electronic records. Part I concludes with some discussion about the implications for archives as they reposition themselves to manage electronic records of archival value.  Part II of the Guide describes the first of a number of the tactics archives can use to implement the strategies described in Part 1.

Part 1 is divided into four chapters.  Chapter One discusses the significant changes that are taking place in information technology and the extent to which this is having an impact on record keeping and records management.  Organizational trends are also examined from a record keeping perspective with special attention being given to the impact of re‑engineering, downsizing and restructuring on the approach taken by modern governments to the keeping of their records.  The evolution taking place in the legislative and policy environment is also examined in terms of their impact on the conception, creation, and maintenance of electronic records.  Overall, the chapter defines the technological, organizational and legal landscape within which most modern archives operate today, and describes how that landscape will influence the strategies and options that archival institutions will need to pursue.

Chapter Two presents the basic concepts that constitute the framework for the strategies presented in the Guide.  For the purposes of the Guide, the Committee developed the following concept of "record":



A record is recorded information produced or received in the initiation, conduct or completion of an institutional or individual activity and that comprises content, context  and structure sufficient to provide evidence of the activity regardless of the form or medium.
The concepts of "record" and "electronic record" are linked to the concept of the "archival function" which was defined by the committee as that group of related activities contributing to, and necessary for accomplishing the goals of identifying, safeguarding and preserving archival records, and ensuring that such records are accessible and understandable.  These concepts are used to explain that traditional practices employed for managing records may not be sufficient to ensure authentic and reliable records and that if such records are to be preserved as archival electronic records, archives will need to position themselves at the conception stage, even before records are created.

Based on the concepts described in the second chapter, Chapter Three proposes strategies for accomplishing the life cycle management of archival electronic records.  While recognizing that the legal mandates, the resources, and the circumstances of archives vary significantly, the Committee made the following general recommendations concerning the strategies that archives should pursue:

1.	The archives should be involved in the entire life cycle	The “life cycle” of records comprises three basic stages; conception, creation, and maintenance (including preservation and use).
 of electronic systems that create and retain archival electronic records to ensure the creation and retention of electronic records that are authentic, reliable and preservable.

2.	The archives should ensure that records creators create and retain records which are authentic, reliable and preservable.

3.	The archives must manage the appraisal process and exercise intellectual control over archival electronic records.

4.	The archives must articulate preservation and access requirements to ensure that archival electronic records remain available, accessible, and understandable.

Chapter 4 examines the strategies raised in the third chapter in terms of their organizational, legal and technological implications for archives.  It explains these implications in order to help archives establish checklists of the things they will need to consider as they move into a position to influence policy, standards, and the design of record keeping systems.  For instance, an archives that strives to position itself at the front end of the records life cycle may need to adjust its enabling legislation or identify new training and education requirements or even job requirements to ensure that it has the staff in place to accomplish the task.

Part II of the Guide, represents a first attempt by Committee members to articulate tactical approaches to the management of archival electronic records based on the concepts and strategies discussed in Part 1.  Section A contains the first in what is intended to be a series of discussion papers exploring issues associated with identifying and managing the various categories of electronic records commonly found in many organizations.  The first paper focuses on records in a database environment.  Section B is intended to elaborate upon the strategies described in Chapter 3 of Part I by presenting methods and tactics that can be employed by an archives to address the management of archival electronic records.  The first contributions focus on preservation and access.

The second product of the Committee was the consultation draft of Electronic Records Programs: Report on the 1994/95 Survey.  The purpose of the survey, which was generously supported by the Centre des Archives contemporaines [Les Archives nationales de France] and the National Archives of Singapore, was to compile a directory of those archival institutions that have established or are planning to establish a program to manage electronic records.  The directory is intended to facilitate information sharing and to highlight problem areas that the Committee should address.  It is also intended to serve as a baseline upon which progress in establishing electronic records programs at the international level can be assessed through time.  As well as a report on the findings of the survey, the product contains detailed tables describing information on the organizational and legal frameworks for electronic records programs, their program structures, and their technical specifications, information holdings, and access provisions.

The third product of the Committee was the consultation draft of Electronic Records: A Literature Review.  Based on an exhaustive review of the international literature on electronic records, Alf Erlandsson of the International Monetary Fund produced for the use of the Committee a substantial document that provided an excellent overview of the evolution that has taken place in the concepts and strategies related to the management of electronic records from an archival perspective.  The Committee concluded that because the literature review could help archivists understand the broad context within which strategies such as those discussed in the Committee's draft Guide have been placed, it should be made available more broadly.  It is hoped that the literature review will provide an important tool for use in education and training programs that focus on electronic records.  The literature review will be updated periodically.

All three products are available in both electronic (WordPerfect 5.2, or ASCII) and hard copy form or by accessing the ICA web site at http:\\www.archives.ca.  These products reflect the collective thinking of the members of the Electronic Records Committee based on four meetings, considerable work between meetings and extensive consultation with colleagues in a variety of 
countries that share a common concern about the management of archival electronic records.  Based on the results of the consultation process, they will be finalized for formal release in the Spring, 1997.

For additional information on the products of the Committee on Electronic Records please contact:

International Council on Archives
Secretariat
60 rue des Francs-Bourgeois
75003 PARIS, France

Tel.:	+33 1 40 27 63 06
Fax:	+33 1 42 72 20 65

The members of the Committee on Electronic Records are:

Peter Anderson,			Scottish Record Office
Niklaus Buetikofer,			Federal Archives of Switzerland
Michèle Conchon, 			National Archives of France
Ivar Fonnes,				National Archives of Norway
Hans Hofman,			National Archives of the Netherlands
Gertrude Long,			International Monetary Fund
Steve Stuckey,			Australian Archives
Ken Thibodeau (Secretary),		U.S. National Archives and Records Administration
Pitt Kuan Wah,			National Archives of Singapore
John McDonald (Chair),		National Archives of Canada
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