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1.0
Purpose
The Electronic Records Policy Working Group (ERPWG) was formed under the auspices of the  Interagency Committee on Government Information (ICGI) that is charged with implementing the E-Government Act of 2002 (P.L. 107-347).  This report details activities undertaken by the ERPWG, under its approved work plan, to identify common characteristics of records in the Federal Enterprise Architecture (FEA) Business Reference Model (BRM).  These common characteristics are defined as item level metadata that can be used by all Federal agencies to describe “Government information on the Internet and other electronic records.” (P.L.104-347 Sec. 207 (e) (1) (A)).  
The primary focus of this project is to identify core item level metadata elements that are applicable to Government electronic information, regardless of whether it is generated by agencies for routine use or for posting to the Internet.  The emphasis is on individual electronic records such as web postings, memos, and e-mail.  Agencies can create these metadata, increasingly in an automated format, to manage their records collections on the basis of their lines of business and to provide better access to both their electronic records and their web content.  These activities directly support the ERPWG charge to develop recommendations for policies and procedures ensuring the effective management of “Government information on the Internet and other electronic records.”
The development of structured, consistent, mandated metadata, especially when used in combination with other access information, enhances discovery of, and access to, Government information.  This results in more effective use and reuse of information, more thorough and integrated analysis of information, and better service to citizens.  It also improves the creating agencies’ ability to locate and manage information resources; a primary goal of Federal records management.  Finally, searching standardized metadata, Government-wide, will result in more consistent searches with more consistent search results, enhancing public confidence in the information search results.

Information retrieval, assisted by these metadata, in conjunction with other discovery tools, will be available to the creator, others in the creating agency and other Federal agencies, and to the public.  Associating the item to the larger series or collection of related information further enhances access to Federal information for primary and secondary users.

The secondary purpose of this project is to identify metadata that will support archival processing of Internet-based and other electronic records after they are transferred to NARA.   
2.0
Analysis 
We examined a number of widely accepted, government information oriented, existing metadata schemas, including ISO standards, to identify the minimum common item level metadata.

We also examined work products of other ICGI workgroups to ensure compatibility between this metadata list and the metadata and descriptive intentions of the other workgroups.
This minimum set of metadata elements includes only mandatory elements; additional mandatory and optional elements may be added by NARA as this initiative continues in FY 2005 or by the creating agencies.  One such optional element could be Language
.  This initial phase concentrated on item level metadata that will support and supplement information available at the collection or series level.  These metadata, therefore, exclude information for permanent records, such as the disposition authority, that are collected on Standard Forms (SF) 115 and SF 258 submitted by agencies when they schedule or transfer permanent records to NARA.  These metadata also exclude information on temporary records that is collected on SF 115 and SF 135.  
The common characteristics metadata elements listed here represent a conceptual model rather than exact system design specifications that can be implemented.  

For certain elements agencies must develop controlled vocabularies that capture their business processes.  They also may need to add additional mandatory or optional elements and, when required, controlled vocabularies to describe their information resources in their full context.  All additional elements and vocabularies must be fully accessible and searchable, in conformance with access rights for those resources.  In some instances the common characteristics metadata must be used in conjunction with other agency or Government information resources to support both agency business needs and secondary retrieval.
Finally, these metadata facilitate access to item level information.  They should be used in conjunction with other agency access mechanisms at both the item level and the collective level to maximize search results.  Their utility is dependent upon how agencies implement them in conjunction with existing systems to enhance access to electronic information.
3.0
Results

The identified metadata elements focus on information Federal agencies should capture to manage their Internet-based and other electronic records for their business purposes.  The inclusion of a Line of Business Code metadata element will assist primary and secondary users in identifying, at the individual record level, a Federal agency’s lines of business and its sub-functions as developed in the Federal Enterprise Architecture (FEA) Business Reference Model.  Increasingly, agencies can capture this metadata automatically as a by-product of conducting their business.   

The proposed item level metadata elements are: 

•     Association to Series

· Creator

· Date

· Date Type

· Identifier
· Line of Business Code
· Restrictions/Rights
· Title

· Vital Records Indicator

We have provided agencies the following information for each metadata element to assist agencies in understanding how the metadata elements are to be used:

· Element name 

· Description - Describes the metadata element

· Mandatory or optional – Indicates whether this metadata element must be collected for all records.

· Repeating – Identifies the need for multiple occurrences (e.g., multiple restrictions)

· Purpose - Describes the function of the metadata element

· Notes– Information and guidance about how the data element should be implemented

· Examples  – Example values for the data element
· Crosswalk – Identification of whether this element is available in the examined metadata standards and the name(s) of the corresponding element(s).
Appendix A defines the metadata elements in the above terms.  In addition, it provides a cross-walk for each metadata element between that metadata element and its occurrence in the other schemas examined, including those metadata elements proposed by the Web Content Standards Working Group.

Agencies may expand upon the core metadata elements with additional mandatory or optional elements that are applicable to their business needs.
4.0
Next Steps
4.1
Schedule:
June 9 - 23 – Review by CGIWG and WCSWG
June 9 - 23 – ERPWG electronic review/editing/vetting of common characteristics
July – Presentation to ICGI
4.2
FY 2005 Work: The Common Characteristics item level metadata will support development of generic record templates (i.e., XML schema) to facilitate agency management of information, interoperability, and future ingest of records into the Electronic Records Archives.

Association to Series

	Definition
	The authority control used to associate the item to the series or collection through which the item is managed.

	Mandatory/Optional
	Mandatory

	Repeating
	No

	Purpose
	This element links the item to the file plan, records control schedule, records management application (RMA) or other agency determination that facilitates management of the information as permanent, temporary or non-record.

	Notes
	Agencies can create controlled vocabularies/menus to control their entries for this element.

If an agency concludes that an item does not constitute record material, the field can be completed with “non record.”

	Examples
	[Records Control Schedule] N1-064-03-01, Item 2

[Agency File Plan] Files 203, Appendix 1, 103-External Directives

Non Record


	Mapped to
	DoD 5015.2-STD – Disposition Authority

Dublin Core – 

e-GMS – Disposal

GILS -  Schedule Number

NARA LCDRG – Disposition Authority Number

WCSWG – 


Creator

	Definition
	An entity responsible for providing all or portions of the information/content of the resource.

	Mandatory/Optional
	Mandatory

	Repeating
	Yes

	Purpose
	To enable the user to locate information that was contributed or otherwise prepared by a particular individual or organization.

	Notes
	Using the job title rather than a person’s name enhances a user’s ability to locate information, although personal names may be needed for legal purposes and/or audit trails.  The Creator field is further enhanced when the full organizational hierarchy and full contact information are provided.  Since acronyms may be meaningless to a user it is best to use the full official title or cross-reference an appropriate glossary or explanatory note.  Examples could include a person, organization, or a service that contributed to the resource.



	Examples
	Department of Justice, Federal Bureau of Investigation, Records Management Division.

National Archives and Records Administration, Office of Records Services – Washington, DC, Modern Records Program.

John Carlin, Archivist of the United States


	Mapped to
	DoD 5015.2-STD – Contributor, Creator, Email Sender Name

Dublin Core – Contributor, Creator

e-GMS – Contributor, Creator, 

GILS – Author (Corporate Name)

NARA LCDRG – Contributor

WCSWG – Creator (in most cases, the agency name)


Date

	Definition
	A date associated with an event in the lifecycle of the resource.

	Mandatory/Optional
	Mandatory

	Repeating
	Yes

	Purpose
	To enable a user to find the resource by limiting the search according to a date, such as when the resource was created.

	Notes
	Dates must conform to the Worldwide Web Consortium (W3C) format to allow accurate searching and uniform understanding.   The appropriate Federal format is mm-dd-yyyy, where mm is month, dd is day, and yyyy is the year.  When time of day also is required, the appropriate format is hh:mm:ss where hh is the hour (using the 24 hour clock), mm is minutes, and ss is seconds (where required and available).  In some cases it may be necessary to also cite the time in Greenwich Mean Time (GMT).
The document’s author has discretion in determining which relevant date to place in this field.  The meaning and function of the date will be developed in the Date Type field.  Since this element is repeating, multiple dates of different types may be provided.

	Examples
	Date: 12-02-2002.

Date Type: Press release

Date: 07-03-1997 15:13:29

Date Type: E-mail sent

Date: 05-01-2004

Date Type: Website modification


	Mapped to
	DoD 5015.2-STD – Date

Dublin Core – Date 

e-GMS – Date

GILS -   Date

NARA LCDRG – Date (multiple types)

WCSWG – Publication Date


Date Type
	Definition
	An explanation of the purpose and meaning associated with the date selected as an event in the lifecycle of the resource.

	Mandatory/Optional
	Mandatory

	Repeating
	Yes

	Purpose
	To enable a user to understand the full significance of the date. 

	Notes
	The Creator will indicate the type of date used.  Common types of dates include creation/revision date, publication date, copyright date, date restrictions change/expire, and date sent or received.

Agencies should supplement the suggested date types listed below with other date types commonly used in their lines of business.  Those controlled vocabularies should be available to secondary users of the information.

	Examples
	Date: 12-02-2002.

Date Type: Press release

Date: 07-03-1997 15:13:29

Date Type: E-mail sent

Date: 05-01-2004

Date Type: Website modification


	Mapped to
	DoD 5015.2-STD – Date

Dublin Core – Date 

e-GMS – Date

GILS - Date

NARA LCDRG – Date (multiple types)

WCSWG – Publication Date


Suggested Date Types


Creation Date

Begin Date

End Date

Publication Date


Date Approved
Establish Date

Abolish Date

Date of Birth


Date of Death

Broadcast Date
Rights Expiration Date


Date Patent Granted

Identifier

	Definition
	An unambiguous unique reference to the resource within a given context.

	Mandatory/Optional
	Mandatory

	Repeating
	No

	Purpose
	An identifier allows the user to identify and search for a specific resource.  

	Notes
	Automatically generated identification codes, such as those generated by a records management application, also can be used.  The most effective identifiers are linked to a formal identification system that is unchanging and provides context.

Additional identifiers may be attached to further identify an object within a different records system.

When a title in a series is used as an identifier, be sure to include the date and version number as applicable.

	Examples
	[ISBN] 0-8108-4769-8

[URI] http://www.archives.gov
[Title] Internal Revenue Service, Statistics of Income – Individual Tax Model - 1981


	Mapped to
	DoD 5015.2-STD – Identifier (Mandatory)

Dublin Core – Identifier

e-GMS – Identifier (Mandatory)

GILS – Control Identifier
NARA LCDRG – 

WCSWG - 


Line of Business Code
	Definition
	A three digit number, developed by OMB, to identify the agency business activity for which the item was created.

	Mandatory/Optional
	Mandatory

	Repeating
	Yes

	Purpose
	To help users determine how the author used the item to support the agency’s operations.

	Notes
	The first digit in the code refers to one of four Business Areas, the remaining two digits define the Line of Business within that Business Area.  The codes are available in Appendix B of Federal Enterprise Architecture Program Management Office, OMB, Additional Guidance on the FEA-Related Requirements in OMB Circular A-11 (OMB Circular A-11 and the FEA).

The Creator assigns the Line of Business Code when the resource is created.

	Examples
	104 [Disaster Management]

205 [Federal Financial Assistance]

312 [Public Affairs]


	Mapped to
	DoD 5015.2-STD – 

Dublin Core – 

e-GMS -

GILS – 

NARA LCDRG – 

WCSWG – 


Restrictions/Rights
	Definition
	Language that informs the user that access or reproduction may be restricted to some or all of the resource. 

	Mandatory/Optional
	Mandatory

	Repeating
	Yes

	Purpose
	To alert the user to the presence, reasons for, extent and type(s) of restriction(s) on access to or reproduction of the resource.  It also should alert the user to the individual or agency responsible for the Restriction(s).

	Notes
	Types of restrictions on individual items include Freedom of Information Act exemptions, Intellectual Property Rights, Copyright, Patent Rights and Property Rights.  The specific type of Restriction(s) should be noted.  Pertinent dates associated with initialization or expiration of Restriction(s) also may be included.  The user should select from prescribed lists of enforceable restrictions, classification markings and FOIA exemptions.

	Examples
	This item is classified Secret.

Unrestricted

The author retains copyright until 06-12-2020.


	Mapped to
	DoD 5015.2-STD – Rights, Specific Access Restriction, Security Classification

Dublin Core – Rights

e-GMS – Rights

GILS - 

NARA LCDRG –Access Restriction and Use Restriction elements
WCSWG -


Title

	Definition
	A name given to the resource

	Mandatory/Optional
	Mandatory

	Repeating
	No

	Purpose
	Providing identifying information and an access point to assist a user in locating a resource.  Title is commonly used as a key reference result in lists of search results.

	Notes
	The title should be the formal title.  If the resource does not have a formal title, the creator should establish a meaningful title that is user oriented and brief.

	Examples
	Journal of Agricultural Research, volume 66, number 2
[email subject] FGDC Meeting First Tuesday this June
Application by Thomas McCarthy for Admission to Western Branch Soldier’s Home


	Mapped to
	DoD 5015.2-STD – Title

Dublin Core – Title

e-GMS – Title

GILS - Title

NARA LCDRG – Title

WCSWG – Page Title


Vital Records Indicator

	Definition
	An indicator of whether this resource is designated a vital record.

	Mandatory/Optional
	Mandatory

	Repeating
	No

	Purpose
	To allow users to know whether the item is considered a vital record as defined in 36 CFR 1236.  

	Notes
	This indicator will be a Yes or No.  The date field should be used to indicate the update cycle periodicity for vital records.

Vital records are agency records that are needed to meet operational responsibilities, emergency or disaster conditions or to protect the legal and financial rights of the Government and those affected by Government activities.  

For further guidance on vital records refer to 36 CFR 1236 and Vital Records and Disaster Mitigation and Recovery, NARA, 1996.

	Examples
	Yes

No


	Mapped to
	DoD 5015.2-STD – Vital Record Indicator

Dublin Core – Resource Type

e-GMS – 

GILS - 

NARA LCDRG – 

WCSWG


� The schemas we examined are:





Design Criteria Standard  for Electronic Records Management Software Applications, Version 2 (DoD 5015.2 STD) � HYPERLINK "http://www.dtic.mil/whs/directives/corres/html/50152std.htm" ��http://www.dtic.mil/whs/directives/corres/html/50152std.htm�





	Dublin Core Metedata Elements Set, version 1.1, (ISO 15836-2003 and NISO Z39.85-2001) � HYPERLINK "http://dublincore.org/documents/dces/" ��http://dublincore.org/documents/dces/�





	e-Government Metadata Standard with XML syntax, version 3.0� 


 � HYPERLINK "http://www.govtalk.gov.uk/documents/eGMS%20version%203.pdf" ��http://www.govtalk.gov.uk/documents/eGMS%20version%203.pdf�





Government Information Locator Service (GILS) (FIPS PUB 192-1)    � HYPERLINK "http://www.gils.net/prof_v2.html" ��http://www.gils.net/prof_v2.html�





NARA Lifecycle Data Requirements Guide � HYPERLINK "http://www.archives.gov/electronic_records_archives/about_era/documentation.html#nara" ��http://www.archives.gov/electronic_records_archives/about_era/documentation.html#nara�


	


Preservation Metadata Implementation Strategies (PREMIS) in process effort led by the OCLC/RLG Working Group on Preservation Metadata (PREMIS) � HYPERLINK "http://www.oclc.org/research/projects/pmwg" ��http://www.oclc.org/research/projects/pmwg�


� Language is the only element proposed by the Web Content Standards Working Group that is not developed as an element in this schema.  In the past the English language has predominated in all Government electronic information, whether on the Internet, within a Federal Agency or transferred to NARA.  Within this metadata schema, Language would be an optional element used to indicate when an item is in a language other than English.  
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