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Part 1.  
My Background 

Social & Dark Side vs. Light Side 











 
 

Part 2. 
Open Archival Information 

System (OAIS) and Submission 
Information Package (SIP) 

What are we talking about? 







• SIP is received from 
Producer or 
Administration 

• Digital SIP may be 
delivered: 
• through electronic 

transfer (e.g. FTP) 
• loaded from media to 

the Archive 
• mounted on Archive 

system (i.e. from 
CD-ROM) 

 



Why OAIS? 
 

• Provides common 
vocabulary 

• Clarifies roles in 
archival process 
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Part 3. 

Records Managers Role in ICT 
Projects 

Complete Outsiders? 



ICT Projects Resources Availability  

Money

STANDARDS! 



Standards in different ICT Project 
development phases 

Start 

& 
Development 

MoReq2010 

ISO 15489 

Live & 
Maintenance  

The 
Principles 
(GARP) 

AIIM 



DIGITAL  RECORDS 
CREATION PLANNING 



How do 
digital 
records get 
created? 





What are the imperatives for 
digital records creation?  

1.Law dictated  

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

2.Non-law dictated  

Records are determined to be needed for 
business purposes 



When do information 
professionals get involved in 
records life-cycle? 

…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 
introducing or changing ways they 
produce digital files… RUN! 
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STEP 2: 4 SIP Influencing Strategies
  

1. Nurture 
the 

Relationship 
with 

Producer  

2. Merge 
with 

Producer’s 
Business 

3. Learn 
EVERYTHING 

about 
Producer’s 

environment 
and formats 

4. Work on 
changing the 

legislation 
and 

frameworks 



1. SIP 
Influencing 
Strategy 

 Officially: 

 Work together on a Service 
Level Agreement (SLA) 

 Enter into joint projects 

 Push for change of legislation 

 Unofficially: 

 Be friends 

 Take them to lunch 

 



2. SIP 
Influencing 
Strategy 

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

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



3. SIP 
Influencing 
Strategy 

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

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

 



4. SIP 
Influencing 
Strategy 

 If all else fails… this is your last 
resort strategy: 

 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 
 



Part 6. 
SIP Influencing Internationally 

 
US NARA (Capstone) & Dutch Archive Inspectors  



The role of 
records managers 
in SIP influencing 
in USA 

 “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 agency 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. They 
have no direct enforcement 
powers to approve or withhold 
approval of any USPTO 
automated information 
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? 

 

…having records that 
have sufficient 

can be 
a powerful tool to 
enhance 
transparency 
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NARA Capstone Approach to Email 











What is new in records creation? 





Dutch Archiving Inspection 
Quality Model 



Dutch Archiving Inspection 
Questionnaire  



A final thought… 



Group Work 

1. List all your producers (internal & external) 

2. Check for existence of SLAs 

3. Look back at the strategies 

4. What are the difficulties and how can they be 
addressed? 



RIM Instrument 1 

 Policy 

 Archives, Records and Information Management 

 Information Security 



RIM Instrument 2 

Fileplan & Retention Schedule 



RIM Instrument 3 

Inventory – leading to strategy 



RIM Instrument 4 

Information Management Steering 
Group 



RIM Instrument 5 

Records Coordinators 



RIM Instrument 6 

Training 


