v.0


Selection and Appraisal of Records Guidance
By the
Federal Geographic Data Committee
User / Historical Data Working Group

Table of Contents

*Background of the UHDWG

*Objectives of the UHDWG

*Overview of this Guidance Document

*Part of Data Life Cycle Model [tie into FGDC Lifecycle Working Group http://www.fgdc.gov/policyandplanning/A16Draft/DataLifecycleStages/GeospatialDataLifecycleStage7
Common Elements of an Appraisal Process
*Inventory of Data


Step one: a general inventory of the material (see MHS Carol at http://www.mnhs.org/preserve/records/legislativerecords/carol/inventory.htm)

*Organizational Mission Alignment / Relevance



Do the records have “mission relevance”



Include agency Collection Policy (if available) [We should also work to create a generic template from EROS policy--**Someone take this as an action ]



Include agency strategic plan


*Is there a Statutory Authority/legal mandate under which the agency must collect the data (include link to authority or directly incorporate text of authority)


*Current Scientific or Historical Value


*Future Research Value Determination


*Uniqueness


*Secondary Uses


*Spatial Extent


*Temporal Range


*Framework Layer [emphasize the importance of these for Federal agencies?]
(Boundaries, Elevation, Imagery/Observations, Cadastral, Transportation)

*Dynamic versus Static [Interdependencies across entities? Project data? Content dependencies? EPA has to have X data from another agency…how do we represent the symbiotic relationship/responsibility]

*Physical Condition / Preservation Concerns / Feasibility

*Technology Obsolescence / Refresh Lifecycle / Software Migration/Emigration

*Volume

*Provenance

*Metadata Availability, Quality, Completeness, Usability

*Distribution Limitations / Restrictions / Legal Rights / Licenses
*Cost-Benefit Analysis / Total Cost of Ownership

*Authenticity, Reliability, Integrity, Usability [from ISO Records Management standard]
*Trustworthiness [potential tools that might lead to certification of an entity/archive?]
*Non-Replicability (Can the data be easily replicated, recreated or re-measured?)

*Compression


*Collection at Risk?

Tools to Establish Selection and Appraisal Process


*Develop “Team”

*Institutionalize



Stakeholder buy-in

*Emphasis upon documentation

*Flowchart / Decision Tree Tool

&Sources / References [geopreservation.org website sources]
*Appendix

*Background of the UHDWG

*Objectives of the UHDWG

*Overview of this Guidance Document

*Part of Data Life Cycle Model [tie into FGDC Lifecycle Working Group http://www.fgdc.gov/policyandplanning/A16Draft/DataLifecycleStages/GeospatialDataLifecycleStage7
[image: image1.jpg]Data Lifecycle Stages.

Inventory/’ 5 fiie Use/ =





Common Elements


Inventory of Data


Collection Policy [high level, EROS has one, can it be genericized?]

Collection Policy

The X entity was created to identify, collect, preserve, and make available X. The collection policy is based on the concept of maintaining imagery collections that serve X communities in addition to the general public. Once collections are formally accepted by the X, the records become the responsibility and property of the X. Collections accepted by the X may ultimately be transferred to other entities such as the National Archives and Records Administration (NARA), when deemed appropriate by the X.

Collecting Scope, Priorities, and Limitations
The X focuses on collections that best support X activities for the Nation.

X acquisition priorities include publicly available:

1. X
2. X
3. X
Additionally, X collections meeting the following criteria may be acquired by the X.  Those that :

· X
· can be accepted within X funding limitations and processing capabilities. Cooperative funding agreements are welcome.

· are of important informational or intrinsic value, or are in danger of loss or destruction.

Limitations:

• No classified imagery collections are accepted.

• X
Appraisals and Dispositions

Appraisals are a standard part of X work processes and are conducted on every collection considered or offered. Collections to be disposed of may be transferred to NARA, donated to another acceptable organization, or destroyed.

Organizational Mission Alignment / Relevance

How do the records fit within the scope of our Collection Policy?

How does the anticipated current and future utility of the data fit within the X mission?

How significant, different or unique are the records to the X science data user community, i.e. what significant and unique contributions does the collection contain that upgrade our current archive holdings?

How would the contribution of the collection fill gaps or complement the current archive holdings?

What are the consequences to USGS or the U.S. Government if the collection is not obtained or maintained?

Statutory Authority

Current Scientific or Historical Value
a. Is there another organization within the scientific community that might benefit from or have an interest in these records?

b. What were the original scientific uses for these records?


Future Research Value Determination
a. What may be future scientific uses of these records?

Uniqueness
How significant, different or unique are the records to the remote sensing, cartographic, and Earth science data user community, i.e. what significant and unique contributions does the collection contain that upgrade our current archive holdings?

Secondary Uses


Spatial Extent
What is the spatial area covered by the collection, e.g. Minnehaha County, State of Minnesota, North 35-45 degrees Latitude by West 75-105 Longitude, conterminous U.S., the continent of Africa?

Temporal Range
What is the temporal range(s) the collection spans, e.g. 1939-1973, calendar year 1999, March-July of years 1988 through 2004?

Framework Layer [emphasize the importance of these for Federal agencies?]

(Boundaries, Elevation, Imagery/Observations, Cadastral, Transportation)


Dynamic versus Static [Interdependencies across entities? Project data? Content dependencies? EPA has to have X data from another agency…how do we represent the symbiotic relationship/responsibility]


Physical Condition / Preservation Concerns / Feasibility

What media are the records stored on, e.g. polyester film, acetate film, nitrate film, 8mm tapes, 9-track tapes, CDs, DVDs?

What order, level of processing and/or format, especially noting proprietary ones, are the records currently in? 

Describe how the order or format has changed over time including any processing histories available. Note what the best preservation level would be and if that differs from what is most useful to researchers.

Detail what physical condition and overall quality the records are in.

Technology Obsolescence / Refresh Lifecycle / Software Migration/Emigration

Volume
Describe the size of the collection in terms of volume, boxes, pallets, tapes, canisters, etc.

Provenance

Who created the records and for what purpose, noting whom else in the past has owned this collection and who is considered the current owner, i.e. detail the lineage and provenance of the collection?
Metadata Availability, Quality, Completeness, Usability
Detail the amount, quality, level and availability of metadata describing this collection.

What additional information is available e.g. libraries of documentation, guides, Data Information Files, fact sheets, Frequently Asked Questions, instrument documentation, Design Reviews, lessons learned, hardware documentation, engineering models, computer models, platform documentation, algorithm documentation, URLs, Principle Investigator contact, Algorithm Theoretical Basis Documents?
Distribution Limitations / Restrictions / Legal Rights / Licenses
What are the physical, intellectual, or legal barriers in making the records accessible?

Do the data involve any legal rights of the Government or individuals or will the data be needed to defend the agency or the Government against charges of data fraud or misrepresentation?

Has the collection been made available to other users, including NARA, through agency schedules or data sharing agreements? Detail all the locations where the collection exists.

How is this collection to be distributed or accessed?

Who are the anticipated users groups and what are their expected demands for the collection?
Cost-Benefit Analysis / Total Cost of Ownership
What Program or funding source has been identified to sponsor any costs associated with acquiring, preserving, and making the records accessible?

Identify any cost sharing opportunities for capital investment and/or recurring expenses.

Estimate the expense to reproduce the collection by us or someone else and how the scientific, operational or secondary value of the collection exceeds the costs to preserve and make the records accessible.

What are the approximate costs of identifying, appraising, accessioning and processing the collection to make it accessible?

Identify the resources necessary for any preservation functions required.

What are the approximate annual costs of housing the original records? Is there a significant cost savings by reducing their bulk by sampling?

Identify any unique equipment required to read or process the records.

Estimate the cost to deaccession/purge/dispose the collection.
Authenticity, Reliability, Integrity, Usability [from ISO Records Management standard]
How can the records Authenticity be judged, i.e. how are the records considered to be authentic? (ISO 15489-1:2001(E)) Reference lineage and provenance history.

How can the records Reliability be assessed? (ISO 15489-1:2001(E))

How can the records Integrity be determined. (ISO 15489-1:2001(E))

How are the records Usability conducive to our anticipated exploitation of the information value in the records? (ISO 15489-1:2001(E)) Note any exclusive use periods and/or sunset dates when the collection would become Public Domain.

Authenticity

An authentic record is one that can be proven

a. to be what it purports to be,

b. to have been created or sent by the person [system] purported to have created or sent it, and

c. to have been created or sent at the time purported.

To ensure the authenticity of records, organizations should implement and document policies and procedures which control creation, receipt, transmission, maintenance and disposition of records to ensure that records creators are authorized and identified and that records are protected against unauthorized addition, deletion, alteration, use and concealment.

Reliability

A reliable record is one whose contents can be trusted as a full and accurate representation of the transactions, activities or facts to which they attest and can be depended upon in the course of subsequent transactions or activities. Records should be created at the time of the transaction or incident to which they relate, or soon afterwards, by individuals who have direct knowledge of the facts or by instruments routinely used within the business to conduct the transaction.
Integrity

The integrity of a record refers to its being complete and unaltered. It is necessary that a record be protected against unauthorized alteration. Records management policies and procedures should specify what additions or annotations may be made to a record after it is created, under what circumstances additions or annotations may be authorized, and who is authorized to make them. Any authorized annotation, addition or deletion to a record should be explicitly indicated and traceable.

Usability

A usable record is one that can be located, retrieved, presented and interpreted. It should be capable of subsequent presentation as directly connected to the business activity or transaction that produced it. The contextual linkages of records should carry the information needed for an understanding of the transactions that created and used them. It should be possible to identify a record within the context of broader business activities and functions. The links between records that document a sequence of activities should be maintained.
Trustworthiness [potential tools that might lead to certification of an entity/archive?]

Non-Replicability (Can the data be easily replicated, recreated or re-measured?)

Compression
Describe in detail any compression techniques utilized on the records.

Collection at Risk?
Detail what physical condition and overall quality the records are in.
Develop Selection and Appraisal Process


Develop “Team”

Institutionalize



Stakeholder buy-in

Emphasis upon documentation

Flowchart / Decision Tree Tool
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USGS Geology Division: Records Decision Chart

This chart is designed to help you decide if a record is or is not a Federal Record. A Federal Record cannot be
deleted, discarded or destroyed unless it is done according to an approved records control schedule. Certain records,
i.e., transmittal memos and meeting announcements, have very short life spans and can be destroyed once you have
no further use for them. If you have any questions regarding your records, please consult your office’s Records
Management Specialist or use the contacts listed in Appendix 4 of the Geology Discipline Research Records User’s
Guide 432-1-S5. (Note: this chart is meant as a guide only and may not discuss every record in your office.)
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