Importance of Influencing
Submission Information

Packages

Nermina Bogicevic
ADA 2014 - Summer School on Access to Digital Archives

30 June - 4 July 2014, Split, Croatia



Lecture Content

. My Background

. Open Archival Information System (OAIS) and
Submission Information Package (SIP)

. Records Managers Role in ICT Projects
. Records Creation
. SIP Influencing in 3 Steps

. SIP Influencing Internationally




Part 1.
My Background

Social & Dark Side vs. Light Side
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Senior Archives and Records Assistant
special Tribunal for Lebanon
August 2010 - Present (3 years 11 months)

= Focal point for electronic, manual and audiovisual records management and archival activities
= Processing of accession and disposition functions, by liaising regarding the transfer andfor disposal of
recards
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Part 2.

Open Archival Information
System (OAIS) and Submission
Information Package (SIP)

What are we talking about?



4.1.1.2 Ingest

The functions of the Ingest Functional Entity are illustrated in figure 4-2.
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Figure 4-2: Functions of the Ingest Functional Entity
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~ Why OAIS?

 Provides common
vocabulary

« Clarifies roles in
archival process

Photo by David Campbell https://flic.kr/p/edPHQmM
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Part 3.
Records Managers Role in ICT
Projects

Complete Outsiders?
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What Happens in an Internet Minute?
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What are the imperatives for
digital records creation?

Law dictated

Highly regulated industries dictate that
records must be created and maintained for
specific amount of time

Non-law dictated

Records are determined to be needed for
business purposes




When do information

professionals get involved in
records life-cycle?

O After records creation!
...due to...

- Budgetary, or

- Perceived discipline parameter issues



Part 5.
SIP Influencing in 3 Steps

Three ,easy” steps including four strategies



> STEP 1: If you hear about Producer j
introducing or changing ways they
produce dlgltal flles RUN! B

Photo by Daniel Mitchell https://flic.kr/p/6WYHrx
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> STEP 2: 4 SIP Influencing Strategies

¥




1. SIP
Influencing

Strategy ‘
| O Officially: U

O Work together on a Service
Level Agreement (SLA)

&
O Enter into joint projects
O Push for change of legislation
O Unofficially:
O Be friends

O Take them to lunch




2. SIP
. Influencing
Strategy

O Try to understand the business
and circumstances surrounding
Producer’s business

O Send off a colleague or an
intern to work with Producer for
a couple of weeks/months




3. SIP
Influencing
Strategy

O Become an expert on Producer’s
systems and formats as YOU
have to be able to convince
Producer why a particular
format is better

O Think strategically about
introduction of new systems and
formats as YOU are the only
ones thinking very long term




\ 4. SIP
~ Influencing
Strategy

3 g

O If all else fails... this is your last
resort strategy:

O Try to identify governance
and/or political figures that

could influence new or changed
legislation




STEP 3:Help the Producer come
up with a Digital Strategy
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Part 6.
SIP Influencing Internationally

US NARA (Capstone) & Dutch Archive Inspectors



The role of

records managers .
in SIP influencing

in USA

# NATIONAL ARCHIVES

Research Our Records Veterans Service Records Teachers' Res:

Records Managers

Harne = Records Management > Palicy = BPA Benchmarking Report

Benchmarking Report o
Business Process Analy
for Electronic Recordkee

2.6 .5 Patent a
{ERM-TSG). hitp:,

Organization

U.S. Patent and Trademark Office. The r
i lem

“"Records Management and IT at
USPTO fall under the purview of
the Office of the Chief Information
Officer, Office of Data Architecture
and Services, Data Administration
Division. Under this structure,
the aﬂency Records Officer
and the Electronic Records
Team Leader serve as
consultants to the business
units and the IT offices
regarding the development of
new electronic systems.

Their Director, however,
is able to enforce some level of
compliance through the Technical
Review Board upon which she sits
and which governs the IT life
cycle.”



Why is it important

. to get involved
before records
creation?

 Transparency!

...having records that
have sufficient
content, structure
and context can be
a powerful tool to
enhance
transparency

Photo by David Campbell https://flic.kr/p/edPHQmM
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Do You Really Need
Microsoft Office?

Average daily interactive use by employee

Application Daily time spent Time spent (%)
(Minutes)

Outlook 33

PowerPoint

Word

Excel

Total




NARA Capstone Approach to Email
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Home " Community * Blogs " Expert Blogs

Why NARA has no option but to preserve significant
e-mail accounts

Community Topic(s): Keywords: Capstone

By James Lappin, at Thinking Records

Current Rating: 1 8. 8.8 8 ¢ (1 ratings)
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Defined Capstone Accounts

» 48 staff members were Permanent
: 2 = = top decision-makers
identified as “Capstone
— Agency Head & Deputy
— “C” Level Officials

— Directors of major programs

— Presidential Library Directors

Non-record




What does Capstone mean for electronic records management approaches?
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The quote in the picture Is from Marty’s blogpost on Capstone



Without e-mail accounts there will be a black hole in the records
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What is new in records creation?
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Dutch Archiving Inspection
Quality Model




Dutch Archiving Inspection
Questionnaire
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A final thought...

14 Responses to Don’t Blame SharePoint

YT  Marc saus:
g Marc says:
June 23, 2014 at10:01 am

...The most successful SharePoint implementations (org
ter_hmr_al skills, business domain knowledge, and the EC¥
others possess..."

http://christianpwalker.wordpress.com/2014/06/23/dont-blame-sharepoint/




Group Work

List all your producers (internal & external)
. Check for existence of SLAs
. Look back at the strategies

What are the difficulties and how can they be
addressed?

BwoN e



RIM Instrument 1

O Policy
O Archives, Records and Information Management

O Information Security



RIM Instrument 2

OFileplan & Retention Schedule



RIM Instrument 3

OInventory - leading to strategy



RIM Instrument 4

OInformation Management Steering
Group



RIM Instrument 5

ORecords Coordinators



RIM Instrument 6

OTraining



