Tufts Accessioning Program Esfelsll=is7e]j
For Electronic Records AlEigle:l)
Applications for RENEelaTiAE] e{ekk]
RecordS Management

Veronica Martzahl

T f Dlgltal Collections
and*Archlves
Records Archivist u ts

. UNIVERSITY

August 27, 2011 | Hyatt:Regency
-Chicageo, |


Presenter
Presentation Notes
Hello, my name is Veronica Martzahl and I am Records Archivist with the Tufts University Digital Collections and Archives. Today I will be talking about the Tufts Accessioning Program for Electronic Records, or TAPER for short.


*_%:f"’ *"',; ggs s for Records Management

SAA 2011
August 27, 2011

Introduction

Digital Collections and Archives (DCA)

« Records Management Program
» University Archives

 Fedora Commons Repository |
managed with Educational & P
Scholarly Technology Services i


Presenter
Presentation Notes
A little context - since that is in some ways the theme of this presentation - The DCA is a located within the central administration of Tufts University, reporting up to the Provost Office. We have three components to our program: the University Records Management Program, the University Archives, and the Tufts Digital Library which is built on Fedora and administered in conjunction with Educational and Scholarly Technology Services.
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Presentation Notes
In January 2008, DCA received funding from the National Historical Publications and Records Commission to begin work on the Tufts Accessioning Program from Electronic Records. This grant featured two main components: the creation of what we are currently calling Records Context Records that utilize Encoded Archival Context as their structure standard and the Submission Agreement Builder Tool. Today I will be providing an overview of RCRs and an introduction to the Submission Agreement Tool and how it can support records management
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Encoded Archival Context and Record Context Records

* Encoded Archival Context - Corporate
Bodies, Persons, and Families (EAC-
CPF)

» Structure Standard

* Not a content standard
¢ XML schema
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Presentation Notes
One of the original grant components involved figuring out how we could provide more robust Record Creator information and associate that information with accessions. Luckily for us, early in the grant period, EAC-CPF was introduced and largely due to the efforts of our Project Coordinator at the time, Krista Ferrante, we decided to utilize EAC for how we would structure our records about records creators.  Originally RCR referred to Record Creator Records, but it was later changed to Records Context Records to bring it more in line with EAC and provide more flexibility in implementation.
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Encoded Archival Context and Record Context Records

« Early mock-ups L

available for review in
the Tufts Digital
Library - dl.tufts.edu
» Currently reworking
our content model for
RCRs
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Submission Agreement Builder Tool

» Original focus on the transfer and
accessioning of electronic records

» Generalized to all accessions,

regardless of format
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Presentation Notes
As the acronym TAPER impleases, the original goal was to build a tool for accessioning electronic records. However as the project developed, we realized that it was not sound practice to set up one system for electronic records and a separate system for physical records - and that didn’t even address hybrid collections of physical and electronic collections.  So we built in some more generalized templates so that we could develop a single workflow.
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Submission Agreement Builder Tool

« Creation of Standing Submission Agreements
« Templates for the terms and conditions of all
future transfers
« Creation of Regular Submission Agreements
« Document for each individual transfer, based
on the terms and conditions present in the
Standing Submission Agreement
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Presentation Notes
Another evolution over the course of the project has related to our vocabulary. We found we couldn’t go out to office and introduce the SABT - the latest in submission aggreement building technology - that would allow each office to set up Standing Submission Forms that could be used to submit Regular Submission Forms. They wouldn’t know what we were talking about. So the language needed to be more user friendly. So currently we leave the background tool out of the discussion and refer to the Transfer Agreement Form template and individual transfer agreement forms. However, think about the use of the phrase “regular submission agreement” It implies a controlled, scheduled transfer of records in accordance with retention policies and triggers. The opposite would be “irregular” submissions and frankly we’ve found through implimentation of this tool that most of our accession are pretty irregular, but we’ve been able to generalize the terms and definitions for various fields to make it work.
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First we define out record creator, utilizing the authoritive name from the Record Context Record.
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Setting the terms and conditions of transfer
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And next we define the records producer - the person actually transferring the records who quite possibly is not the same as the creator. This is also an important step for authenticating users and providing restricted access. This process allows producers to only see the transfer agreement forms they are authorized to see.
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Presentation Notes
So let’s do a quick walk through of what goes into setting up the terms and conditions of all transfers. Growth area – building in mechanism to prompt a reminder email to a producer when it is scheduled time to do a transfer.
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Presentation Notes
Field were records management can really be utilized
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Setting the terms and conditions of transfer

Set up the template

e Connection to an electronic
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* Retention alert date
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Field were records management can really be utilized
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Setting the terms and conditions of transfer

Set up the template
 Internal Tracking number
* Recordkeeping System

* Records Description
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Field were records management can really be utilized
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Setting the terms and conditions of transfer

Set up the template

Format

Arrangement and naming
Retention

Description Standards
Collection
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Presentation Notes
Field were records management can really be utilized. This completes the template and we have defined - as broadly or as narrowly as we have chosen - the terms of the transfer.
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We can now document individual transfers using this template as a base. 
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Documenting each transfer

What the producer fills in

« Arrangement and naming
« Transfer notes

e Storage System

e Add inventory

ng system

ease provide any additional information, excluding an inventory, about the history
e person or office that created the records, or any special considerations
e records such as physical condition and arrangement/organization.

revious storage system(s) for the records
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Presentation Notes
Some of these field may be defined in the template already. We do require an inventory, either by attaching a file or by typing in a statement into a text box. After the inventory is attached, if there are no electronic records, the transfer form is done, I receive an email notification and I contact the office to arrange for physical transfer of the materials. If there are digital files to transfer, the producer is prompted to log into a secure dropbox in an electronic records management system that is being rolled out at Tufts where they can upload or drag and drop their files in for transfer. 
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Regular Submission Agreements

YouTube Instructional Video

hitp://voutu.be/iolH27Pcl 4

Or search for Transfer
Agreement Form


http://youtu.be/jolH27Pcl_4�
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Established terms of submission

Defined records series

Strong mandate and compliance
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What we have found during implementation is that this tool really would work most robustly in an environment where you really do have clear records schedules and regular transfer of materials, with a strong mandate behind the transfer, so really we see this tool working very well for government archives. We have been able to successfully implement this tool in a university archives, but more often then not I am filling in a transfer agreement form on behalf of an office after the transfer has already occurred. 


Title Computerized research at Tufts'

Eliot-Pearson Child study center,1975.

Publisher Digital Collections and
Archives, Tufts University

Identifier DGB:MS171.069
Photographer Spencer Grant

TAPER

Applications for
Records Management

\eronica Martzah.:;__l_f"'
Records Archivist
veronica.martzahl@tufts.edu

I ufts Digital Collections
: and Archives

UNTVERSITY




	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19

