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Abstract

This study examines in detail the archival funcsi@md practices that determine the
sedimentation of records that have been generatedoffices. Archival
sedimentation, as it is understood in the Italiantext, is the process by which
records interrelate to create aggregations thatirdeat the activities performed by
records creators. A fundamental role in this sediateon process is played by
classification, which provides the rules that govédrese relationships, guaranteeing
a meaningful context to records, as well as intélial control over them.

Despite the importance of classification for manggrecords, literature on
this specific topic is scarce. Thus, this reseamtamines the concept of
classification, and provides clarification to digfuish it from other concepts that are
indistinctly used, such as filing and arrangem@&he records classification scheme,
an essential tool traditionally used to classifyl dike records, is examined in the
current digital environment, as new technologicdlsons for establishing records
relationships have emerged. Traditional hierard¢hieeords classification schemes,
their constitutive elements, divisional criteriadanethodologies for construction are
analyzed, as are other tools currently used to Igyngassification tasks, multiply
records relationships and increase access pointgtiteval. Findings show that the
hierarchical structural relationships are still @&gary to manage digital records, as
are associative relations. Both types of relatignsine used in records classification
schemes, although at different levels of the scheme

Surprisingly, the construction of records classaifion schemes is almost
unexplored within the archival discipline, whichoposes general, scattered and
dissimilar structures and few methodologies forirttedaboration. This research
presents a compendium of principles and methodcdbgsteps to be followed,
highlighting the issue (still unresolved) of idéwitng classification elements such as
functions, activities and transactions. Findingevstthat the analytical process that
needs to be followed to identify these elementsased on both the functional and
sequential analyses of the work processes/acsvitiat generate records. However,
the work process analysis for records is curremtiyconsistently applied due to the
high level expertise and interdisciplinary workatjuires.



Finally, another neglected topic within the archivderature, that of
procedures for classification and filing, is als@lyzed, as users need guidance on

how these operations should be properly executed.
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1. INTRODUCTION

1.1 Overview

This dissertation emerges from a real need toieffity manage both the analogue
and digital records produced at the institution rehtlhis author works, in what is
known as a hybrid records management environment.

In 2008, a project for designing and implementingeaords management
system that respected archival principles and jpestvas initiated by this author at
her work institution. The project was a case stafiynterPARES 3,and followed
the guidelines and recommendations elaborated t&yAARES 2 for the creation,
maintenance and preservation of reliable recordsrdoordkeeping systems,
including records metadata specifications. The -sas#y consisted of three main
phases: 1) The creation of a records classificataeme for the whole institution,
integrated with a records retention and disposla¢duele; 2) The identification and
adoption of a records management software packageh involved the elaboration
of functional requirements, both archival and tedbgical. The functional
requirements were based on international standam$ specifications (ISO
15489:2001, InterPARES 2, MoReq2), and also teehrdocuments produced by

the Italian national entity for information techogly in the public administration.

! InterPARES (International Research on Permanertigkiic Records in Electronic Systems) is
a project aimed at developing knowledge for theyttarm preservation of authentic digital records. |
is directed by Luciana Duranti and is based aSitieool of Library, Archival and Information
Studies at The University of British Columbia, imiMouver, Canada. The project has been
developed through several stages:

InterPARES 1 (1998-2001) established the meanadsessing and maintaining the authenticity
of electronic records once they become inactiveandelected for permanent preservation. This
first phase was based on the findings of a previessarch project titledhe Preservation of the
Integrity of Electronic Recordsindertaken by researchers at the University agfsBrColumbia from
1994 to 1997, in collaboration with the United 8taDepartment of Defense. This research project
aimed at establishing standards for creating rigliakectronic records and maintaining their
authenticity during their active and semi-actife.liOne of its products was DoD Standard 5015.2 for
recordkeeping systems;

InterPARES 2 (2002-2007) aimed at developing cots;gginciples, criteria and methods to
ensure the creation and maintenance of accuratesfiatle records and the long-term preservation
of authentic records in the context of artistidgestific and government activities that are conddct
using experiential, interactive and dynamic comptegehnology;

InterPARES 3 (2007-2012) translated the theoryraathods of digital preservation developed by
InterPARES 1 and 2 into concrete action plans @mliés of records to be kept over the long term by
archives endowed with limited resources.

The current project phase, called InterPARES T({2313-2018) aims at generating theoretical
and methodological frameworks to develop localiamal and international policies, standards and
legislation, in order to ensure evidence of goodegeance on digital records entrusted to the
Internet. [This information comes from the InterPBRwebsite athttp://www.interpares.org
(Accessed on 31/01/2017)].




Once the system requirements were identified, akebasurvey, evaluation and
selection of software were undertaken. Finally, sSgh& consisted of software
customization, which involved the following stepgsalysis; System development;
Release and testing; Final test; and Staff traihing

Several setbacks were encountered with this prajedtprocess, especially in
relation to software customization and developmédparticular analysis and
emphasis were also necessary for the design andenmeptation of the
organization’s first records classification scheméjich was elaborated by an
external consultant archivist. The need for guitkedi was then recognized, in order
to consistently lead the process of managing awmlatiny the scheme; in particular,
the identification of new headings to be incorpedatto the scheme (when
appropriate); where to incorporate them; how to @mahem; etc. There was also a
need to provide procedures to the organizationaff sbn how to use the
classification scheme and how to properly file rdso Considering that the working
environment of the organization is characterized thg decentralization of
recordkeeping tasks, common methods for clasgificatand filing were
fundamental in order to retain overall control bé tbusiness records production.
Records sedimentation, and especially classifinadiad filing, turned out to be the

main focus of attention, and similarly the mainitopf this research.

1.2Research scope

This thesis mostly focuses on what is known inylted records sedimentation, which
should be understood as the process of recordsmatation, in which archival
functions and operations (classification/filing asmaangement) are implemented in
order to obtain homogeneous aggregations of in&tee records that serve the
informational and legal needs of records creatassng the conduct of their
business.

Among the diverse archival traditions around theleyodifferences exist in
conceiving what classification and filing are f8ome give more weight to retrieval;
others consider retrieval “as a collateral bendbt,the extent that it does not
contradict the primary purpose of records clasgiifon, which is ‘to place individual

records into the aggregates to which they beloageth on the creator’'s mandate and

2See the final report of the case-study: Maria M2deavaca - Roberto Nahutudy 01 — Design
and Implementation of a Records Management Systé@GC&ROM: Final Report2012.
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functions.” With the introduction of electronic records managemseveral schools
of thought have limited or reduced the scope assiga classification/filing, or even
questioned the need for it. This can be perceiged eollision between traditional
archival theory and practices (advocating for tkse of hierarchical classification
schemes which determine stable records relatiogshgmd more recent technical
and technological solutions that aim to establiskitipie records relationships, as
well as to ease the users’ work, i.e. through nstaccategorization, faceted
classification, poly-hierarchies, the use of “bigcket” categories, etc. Obviously,
the appearance of these new solutions responds abjactive need for simplifying
classification work and processes. Decentralizedremments in which records
producers also classify records are taking theeptdigreviously centralized systems
in which dedicated staff (i.e., file clerks) workegclusively on records registration
and filing. In this perspective, staff currentlyatiag with recordkeeping tasks need
proper training to acquire confidence with archisahcepts and practices, including
skills for accurate and consistent classificatiod &ling. In the end, classification is
not an easy task; it requires that users makdeuotahl choices and decisions on the
category in which the records belong. If many dasscategories are presented, the
choice may become difficult. Therefore, a pre-dafinclassification structure
combined with proper staff training is fundament@r successful records
organization in decentralized environments. ldgadlytomation can simplify the
work of users. Nowadays, however, most classificain electronic systems is done
manually, as development of machine-driven classifbn or auto-classification
software with partial or non-user involvement if st its early stages.

All these aspects and particularities will, to a&i& extent, be analyzed in this
thesis. The study will start by providing an ovewiof the concept and purpose of
classification and filing, as it is understood iiffetent archival traditions, such as
the ltalian, Spanish and Anglo-Saxon ones. It maikable to note that the same
terms may have different connotations, as theyyafgpldifferent archival contexts
with their specific regulations and needs. Subseilyiethe main tool that has been
traditionally used to guide records classificatitimat is the records classification

scheme, will be analyzed, and topics to which tfehigal discipline has not paid

® Fiorella FoscariniFunction-based Records Classification Systems. jatoEatory Study of
Records Management Practices in Central BafktD Thesis, The University of the British
Columbia, Vancouver, 2009, p. 3. The internal mtatomes from Duranti et aPreservation of the
Integrity of Electronic Record®ordrecht: Kluwer Academic Publishers, 2003, 3. 4
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special attention, such as the concept and prexiplf hierarchy, structure and
relationships, will be further examined. In additidypes of records classification
schemes (organic, functional, hybrid, subject-based their constitutive elements
will be investigated through the theories of Theed&chellenberg, Rafaelle De
Felice and Michel Roberge.

Although the records classification scheme is atereid a fundamental tool
for organizing records, the archival discipline hast dedicated much effort to
analyzing how this type of scheme should be coostdy A standardized
methodology for elaborating a classification schdrmae not yet been defined, and
the few methodologies available do not always ee#l fundamental aspects, such
as the identification of categories, or how theyeirelate to build the archive
structure. This study will analyze the methodolggwposed in the 1960s by
Zygmunt Dobrowolski, who addressed the construatibhierarchical classification
structures and coding systems as well as the asses®f their structural quality.
However, Dobrowolski did not give adequate emphsasithe identification of the
objects (classes/categories) that define and daeterthe structure. Dobrowolski’s
methodology was developed for libraries of spengliscientific institutions, and in
the 1980s became the inspirational source of thssiflcation theories of two
archivists, Michel Roberge and Raffaelle De Felkich will be also studied.

Other references on the design of records claativic schemes will be
considered in this research, such as 1) ISO 15#®@9first international standard
devoted to records management. This standard geBsgeneral methodological
recommendations for identifying the business aiitisithat will be the basis for
elaborating a records classification scheme; 2) BhosinessActivity Structure
Classification System (BASCS), developed by the National ArchivésCanada,
which proposes the use of business processes sntdyglentify functions, sub-
functions and activities for elaborating a recoudassification system; 3) The
DIRKS methodology Designing andlmplementing RecordK eeping Systems),
developed by the National Archives of Australia (A)A which provides further
explanations and examples in its recommend ed apbrdo identifying the
organization’s functions, activities and transawsiotheir review and testing. This
methodology is complemented by the Australian Saech&090-2003, Work Process
Analysis for Recordkeeping, subsequently issuedamsiSO standard (ISO/TR

11



26122:2008), which offers detailed advice on howuainess process analysis for
recordkeeping purposes is done.

More references may be found in the Spanish lileeatwhere several
proposals for standardizing the way in which clissiion categories are identified
and formalized have been developed. One of thespopals uses the General
Budget of the Spanish public sector institutiondhioh follows a functional
classification of expenditures and supports thentileation of higher levels
(functions and sub-functions) in the classificatemheme. In addition, the analysis
of work processes and administrative proceduresn figeneral to specific, in
combination with sequential analysis determines itentification of the other
categories (activities, administrative procedudegsument type, records series).

All these different methodological approaches agel on functional analysis
as the functional approach in elaborating classiibmn schemes is, at present, the
one that has raised broader consensus within tti@vat discipline. Sherry Xie
makes interesting remarks on the current situaifdanctional analysis, writing that
it “[...] appears to be an underdeveloped concept, both its theoretical
underpinnings and its methodological implicatiohXie adds that this is due to the
abstract concept of function, for which direct aggtion is difficult to find. The
common guidance that functions can be derived ftom legal and regulatory
documentation of the records-creating organizaigotineffective in indicating the
complexity of the analysis required to reach thesped goal® In fact, the
analytical process for designing functional recoctisssification schemes requires
the intensive interdisciplinary work of several f@ssionals. As pointed out by the
Business Process Analysis (BPA) Benchmarking Rémortducted by NARA in
2005, the work process analysis that needs to beedaout to identify functions,
processes and transactions is labour intensiveasitly, particularly when complex
processes need to be formalized, or business pexesnd related records need to
undergo major automation. In addition, obstacles lsa encountered during this

type of analysis, the main one being getting tlgatrinformation. These projects

;‘Li Xie, Entry: Functional analysisin Encyclopedia of Archival Scienc2015, p. 221.
Ibidem
®The NARA Business Process Analysis (BPA) BenchnmgriReport contains the outcomes of a
2005 project aimed at investigating business paaalysis and systems development to support
electronic recordkeeping. One of the benchmarkgdrozations was the National Archives of
Australia, where it was analyzed the methodolo@ppsed by the Australian Standard: Work
Process Analysis for Recordkeeping, AS 5090-200t¢chviater became ISO/TR 26122:2008.

12



cannot be supported by documentation alone; asalystormation and records
management teams) have to rely on their deductogic,! analytical and
interpersonal skills (that is, non-explicit knowtg] plus the information gathered
during staff interviews to understand the realittdshe workplace. In addition, a
high level of expertise is required to fully undarsl and apply the standard for
work process analysis (ISO/TR 26122:2008). As asequence, records managers
would need to acquire new skill sets that incluswerviewing and related
communication skills, deductive logic, and analywiseffectively manage a work
process analysis project. This type of analysisukhbe made with the support of
legal, IT, and information systems design offiggsen the interdependency of their
functions with records management. In summary, @pgres and methodologies for
constructing records classification schemes areeweldped. Thus, the quality and
applicability of the classification schemes that aurrently being produced depend
on the analytical skills and experience of the mishresponsible for constructing
them, as proper training is not provided to ar@ig/records managers.

This introductory overview raises many questionsvibich answers are still
pending. This dissertation aims to gain insight iséveral issues that classification
and filing present in daily archival practice, edply when records
managers/archivists face both the implementaticm reéfcords classification scheme,
and the elaboration of procedures for classificatiand filing in hybrid
environments. Accordingly, the questions that tesearch has advanced during the
course of work are as follows:

Question 1: What is the state of knowledge with respect eodbnstruction of

records classification schemes?
This key question comprises two specific reseatastions that have
also been considered in this dissertation:

Sub-question 1: What is the analytical process that needs tolbevwed to
identify, define and name functions, activities@cords
categories when designing a records classificaoteme?

Sub-question 2: Is a hierarchical structure still necessary &ssify and file
records?

Question 2: What is the state of knowledge with respect tepdures guiding users

in their daily filing work?

13



1.3 Theoretical framework
The thesis examines writings that focus on recolassification at the creation stage
in different archival geographical contexts, sushltaly, Spain and Anglo-Saxon
countries. The fact that in the Spanish context¢h@ and concept of classification
has a broad meaning and applies to both activeirmative records (that is, to
records management and historical archives), méeisreferences to the archival
description perspective also appear in the dissantgparticularly when the concept
and definitions of classification and classificatischemes are analyzed in the
Spanish literature. These references are intenalgaavide an insightful view of
what classification means or how it is appliedhis tspecific geographical area. In
particular, Chapter 3 (Section 2) provides comparisf the definition and goals of
classification in the three archival traditions,i@hclarifies conceptual differences
between them.

This thesis also takes into consideration authoftsose classification
perspective focuses on appraisal. This choice @eXplained by the interest in

having an overview of the entire classification phmena.

1.4 Methodology

The thesis employed a deductive approach or reagomihich involved reaching
conclusions from propositions of the existing avehitheory, tested by comparing
them with observations derived from the researshewn experiences at the
ICCROM Archives, and from visits to records andhares departments of four
other institutions. The research methodology waetan a wide review of Italian,
Spanish and Anglo-Saxon archival literature, ag aekome French and Portuguese
writings, relative to the specific topic of class#tion. This review provided the
basis for intensive exploration of the topic ofeir@st, and allowed identification of
significant theorists and research groups. Writisgsh as archival dictionaries,
vocabularies and encyclopedias were examined firabyder to compare concepts
and definitions of records classification. Findingsowed a close relationship
between classification and other archival functjiewsh as appraisal, and archival
description and arrangement, to which this thelsis makes reference. Other types
of writings, such as scholarly literature (monodrspjournals articles, theses and

dissertations), standards and guidelines were tiseal to analyze the types and
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elements of records classification schemes, antiadetogies for their design. At

this point, the literature review was expandednidude other disciplines that had
also explored this topic in their respective ternds, such as library and information
science and business process management. Théuligeraview, in this case mostly
records management manuals, also allowed ideriditaf common provisions for

elaborating records classification schemes andefjogs for classification and

filing.

However, bibliography on the specific topic of ddisation is scattered and
not as abundant as might be desired. To fill gapspecific themes, the review of
literature from different countries had advantagé#en literature on a specific
topic was not treated in much depth in one couobmnytext, writings from the other
contexts could partially fill the gap.

The literature analysis was complemented by sewenglirical aspects, which
were intended to illustrate some of the points madbe research, rather than being
a primary source of data. Thus, an important aspeat the progressive
implementation of the records classification scheahehe institution where this
author works. This daily activity was vital to agaén the purpose, the techniques
and processes of the classification function. Atke, parallel implementation of an
electronic records management system offered opptds for analyzing the
functional requirements relevant to the sedimemabf records within a records
system. Another methodological aspect involvedtivigi records and archives
management departments of institutions based in eRtimt had implemented
records management systems. The aim of the visitst understand their records
sedimentation modalities, their positive experisp@nd any issues encountered in
the daily process of managing records. Visits wararacterized by unstructured
interviews, in which participants’ observations yaded over any interview
protocol; therefore, the interview findings areemmtated in this dissertation as
examples of topics related to classification.
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1.5 Glossary of terms

During the course of the research, evidence emegjethe slightly different
meanings that the same archival terms had, depgrafinthe archival context in
which they were used. Therefore, this glossary toates the definitions that the
author gives to these terms in the thesis, so @ahabmmon and comprehensible
language is proposed before reading the work. Theseaitions are the result of
consulting and comparing dictionaries, glossarias$ monographs available in the
different archival contexts on which this study Hasused, that is, the Italian,
Spanish and Anglo-Saxon onle§he terms are logically (not alphabetically)

arranged to better explain terms that are assadctateonsecutive parts of a process.

Organization: An activity that comprises classification, filingnd arrangement,
when applied to the archival context. Its main a@nto provide a logical structure
and order to records. The concept of organizatiay aiso include other activities

such as records storing.

Sedimentation: The process of records accumulation in which recaghregations
may follow informal and/or empirical practices, can be guided by predefined
organizational tools, such as a records classificdiling scheme and a retention

schedule.

Classification: Archival function that consists of assigning refsoto categories or

classes according to several criteria (such astifurs; activities or operations
generating the records) for the purpose of (1) autaeing a meaningful context to
records and (2) achieving physical or intellectw@ntrol over them. The

classification function allows linking of a recofdnd file) to the administrative
activity to which it relates, and is materializeardugh a records classification
scheme that provides a logical structure of caiegon which files (aggregations of
records) are created or associated.

"The consulted references come from: GovernmentitisB Columbia,Recorded Information
Management Glossaryosé Ramon Cruz Mund@&iccionario de ArchivisticaMadrid, Alianza
Editorial, 2011; Monica Grosdli,archivio in formaziongein Archivistica: Teoria, metodi, pratiche
Linda Giuva - Maria Guercio (Ed.), Roma, Carocdi@@, 2014; Antonia Heredia Herretagnguaje
y vocabulatio archivisticos: algo mas que un dioaino, Sevilla, Junta de Andalucia, 2011;
InterPARES 3 Project Terminology Database; RicliRedrce-Mose#\ Glossary of Archival and
Records Terminology;hicago, Society of American Archivists, 2005.
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Filing: Archival function that is subsequent to classtima and consists of placing
or connecting records to files for the purpose @ating homogeneous archival
series that reflect the relationships among recart$ the way in which records

creators have operated.

Arrangement: Archival operation that consists of putting eletsefsuch as records
and files) into a sequential order or relation,cadog to several criteria: alphabetic,
chronological, numeric or a combination of sometluése (i.e., alphanumeric).

Arrangement is complementary to classification doés not suppose hierarchy.

Classification scheme(also classification plan): A diagram or chart casgd of
abstract partitions, categories or classes, whiols o logically organize the records
created and maintained by an institution. Clas#iiien schemes often categorize the
creator’s records by hierarchical classes (fromeganto specific), which are
uniquely identified by a coding system. Generaltyassification schemes are
integrated with file plans, which indicate the tgp#f files to be created within the

abstract scheme of classes.

File plan: A diagram or chart that identifies the recordseseand, in most cases,
gives indications on the types of files to be adatby business, activity, natural or
legal person), their naming and arrangement.

When both the classification scheme and file plem iategrated with the
records retention schedule, file transfer instarddi file retention and disposition
instructions, and other specific instructions tipabvide guidance for effective

management of records, including vital records aaleed to the scheme.

File: The aggregation of all the records that parti@patthe same business affair or
relate to the same event, person, place, projecitlter subject. They provide

evidence of a transaction, case, subject or othusinbss matter. The records
composing a file are treated as a unit, arrangedlogical sequence, and classified
and scheduled together. The file is the logicaltgntsed to organize and manage

records (the archival unit).
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Competence: The main function(s), sphere of action(s) or scibgrea(s) assigned
to an organization. They are ascribed to one (aejnaffice(s), as a structure made
of human and material resources is needed to ralizeriand formalize the

functions/activities that the organization needpédorm.

Function: The purpose or task assigned to an organizatidmchwis carried out
through activities/processes. Function is consil@tean abstract level, with a non-
specific structure (office or individual) identifidor its fulfilment.

Activity: A series of actions aimed at accomplishing thections assigned to an
organization. Activities are performed through agass (a sequence of actions or
transactions), which may be regulated by procedures

Action: The state or process of doing or acting to acc@m@n activity, a function.

Action is a broader term than transaction, as &eien is considered the act of

carrying out or conducting business, negotiatians, exchanges with others.
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2. THE CONCEPT OF ARCHIVAL SEDIMENTATION: ITS
MEANING AND USE IN THE ITALIAN CONTEXT

2.1 Introduction

As the title of this thesis indicates, the aim bistresearch work is to analyze
policies and provide indications or guidelines ttoe sedimentation of records in the
current hybrid environment. To better understarel aim of this dissertation, the
concept of sedimentation needs to be clarifiedt issa term exclusively used in the
Italian archival field that, in addition, has an l@guous acceptation or meaning
when applied to the archival context. This is mostlie to the fact that the term
comes from other scientific disciplines and hasnbieeorporated into the Italian
archival language as a metaphor of a process ichattie archive is formed in a
natural and spontaneous manner.

Therefore, this chapter intends to give answehédfollowing questions: What
does archival sedimentation mean? Why and whenthéiderm sedimentation start
to be used in the Italian archival field? The ckagptiso provides reflections on the
spontaneity and/or intentionality of the sedimentatprocess. The ambiguity
presented by archive attributes, such as natumdntaneous and organic, is
analyzed, along with the changes of the archivdingentation connotations in the

last decades.

2.2 Use of the term sedimentation

The term sedimentation was incorporated into takah archival scientific language
in the second half of the 20th century. At thatejnthe lItalian archivist Filippo
Valenti published his reflections on the nature atrdcture of archives. Archival
theory and practice was progressively developimgl, theorists were reflecting on
the differences, singularities and specificitiesaothives in comparison with two
similar cultural disciplines: libraries and museurttsvas also a way to defend the

autonomy of this fairly young discipline.

8 The research carried out for this dissertatiothenconcept of sedimentation was published by
the author in the Archival Science Journal. Thelketwith few updates and modifications, is
reproduced in this thesis: Maria Mata Caravate, concept of archival "sedimentation”:; its meagnin
and use in the Italian context, «Archival Science», Springer, 2015.
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To describe the nature of archives, Valenti tooto iconsideration some
affinities that may be observed between archives aagchaeology. In fact, Valenti
compares archives to archaeological remains, iclwindings emerge as they were
stratified through time, in an organic and natusaly, without any external or
artificial classification or categorization schertes happens in museums). This
comparison fostered the vision of the archive as spontaneous sediment of
somebody’s practical activity.

Even so, Valenti recognizes that the archive ent#yambivalent and
heterogeneous and, for this reason, he identifies poles of attraction when
addressing the archive concemrchive-thesaurusand archive-sediment The
archive-thesauruss an archive of selected records. It is the tesiuan intentional
and systematic selection due to practical and tiperd goals (including the desire
of a certain elite to transmit to posterity a parar image of themselves). Instead,
the archive-sedimentis the spontaneous sediment of records generagednb
activity.

Valenti affirms that these two opposite concepts @ntinuously interacting
and alternatively prevalent in certain periods ofhaal history. Thearchive-
thesaurusis preponderant in the medieval period, mostly thu¢he insignificant
documentary production of a society almost frebwkaucratic structures, in which
sovereigns were especially interested in retairegain records that could prove
their territorial, jurisdictional and property righ Thearchive-sedimerappears with
the emergence of municipalities and city-statesdrtain parts of Europe over the
course of the 13th century. More complex institoidib structures started to be
created, which increased the amount of recordsuysexti The need came about to
maintain memory of administrative and accountingords generated by daily
bureaucratic routine. Bothrchive-thesaurusindarchive-sedimentoexist from the
13th to the 18th centuries. With the fall of #uecien régimghowever, the nobility
began to lose secular privileges. Along with thisnd, the archives of selected
records &rchive-thesaurys that had favoured the interest of nobles and had
promoted the image they wished to convey, gradui@llyout of use. From the
second half of the 19th century, tlechive-sedimentstarted to prevail. The

principle of respect des fondeeplaced prior methods of grouping and artifigiall
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arranging records (mostly by subject), which hadnbstimulated by the demand of
the positivist historiography.

These reflections on the archive nature by Valawoured the introduction of
the term sedimentation in the Italian archival glikee. The archive was then

conceived as a natural and spontaneous sedimentdtiecords.

2.3 Etymological origin of the term sedimentation

Sedimentation is not originally an archival ternineTword sedimentation is mostly
used in the scientific fields of geology and phgsitn geology, sedimentation is
defined as the accumulation or deposition of sedinwe gravel on the Earth's
surface. In physics, it describes a process inhvparticles in suspension are settled
out of a fluid and accumulated against a barrieresponse to the forces acting on
them (i.e. gravity). The so-callesedimentation by gravitfor settling is a method
that naturally removes suspended solids from & fliiis based on the spontaneous
sedimentation process, which exploits the forcgra¥ity*°

The concept of sedimentation, as a spontaneousegson which (due to
certain forces) sediments are naturally depositedstratified, is a metaphor that fits
very well with Valenti's concept of archive. In ligg the terms sediment and
residue were previously used to define the arckmity, as it may be observed in
the following citations:

Friedrich Kich (beginning of the 1900s) defines tidwen archive as: “[...] all
written residues, destined for long-lasting conaton, organically produced during
the management of business or private activitiggrbauthority, corporation, family

or person.*”

° Filippo Valenti,Riflessione sulla natura e struttura degli archi&P81), inScritti e lezioni di
archivistica, diplomatica e storia istituzionalPaniela Grana (Ed.), Citta del Castello, Ministper
i beni e le attivita culturali, Ufficio centrale pebeni archivistici, Rassegna degli Archivi dagt,
Saggio 57, 2000, p. 90-95.

9 The following dictionaries and encyclopedias hbgen consulted: Edigeo (EdDizionario
enciclopedico delle arti, scienze, tecniche, lettditosofia, storia, geografia, diritto, economia,
2001; Enciclopedia Italiana G. Treccani; Encyclapadritannica; Oxford Reference; Real
Academia Espafiol®&iccionario de la lengua espafiola

1 All quoted material has been translated into Egiy the article's author, except for those
citations from English-speaking authors (Jenkingod Eastwood). The original texts of quotations
are included in the notes.

12«Ejn Archiv ist die Gesamtheit der im Geschaftsgader im Privatverkehr organisch
erwachsenen, zur dauernden Aufbewahrung bestimsatarftlichen Oberreste einer Behorde,
Kdrperschaft, Familie oder einzelnen Person.” Regubby J . PapritZArchivwissenschaffaed.,
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Robert-Henri Bautier (1961), when highlighting thantithesis between
collections (of museums, libraries or amateurs) arahives, writes: “records are
deposited [...] in the archive as the sediments efgeological layers are formed,
progressively, constantly?

Claudio Pavone (1964) remarks that “the archives frstly born as
manifestations and sediments of life activitiesterafand only after, they are
considered sources for the history of those sartitass.”*

Filippo Valenti (1981) theorized in depth on botincepts. He affirmed that
the archive is the documentary residue of the iiets/of a records creator. But
Valenti moved further, comparing archives with @eblogy and privileging a
vision of the archive as spontaneous sediment, evliecords were naturally
stratified based on their necessary archival bond.

Even while defending the spontaneity of the archWalenti recognized that
this archive conception was not totally exact. @hebiguity and ambivalence of the
nature of archives entails that certain levelsatintary decisions are present when
constituting archives. Therefore, the idea of sapebus sediment may also include
voluntary expressions. For example, the fact thataschival fonds has been
preserved up until today, in a given order, indisathe intentional will of the
producer to constitute a certain type of memoryhionself™> As mentioned before,
the archive-sedimentand archive-thesaurusmay continuously interact and

interrelate.

Marburg, 1983, vol. 1, p. 57. Quotation from: Hliodolini, Archivistica: Principi e problemi,
Milano, Franco Angeli, 1998, p. 178.

134 es documents se déposent au contraire dansdeives exactement comme se forment les
sédiments des couches géologiques, progressiveocasistamment.” R.-H. Bautieltes archivesen
L’histoire etsesméthodesParis, 1961 (“Encyclopédie de la Pléiade”, vol., ) 1120lvi, p. 185.

14«Glj archivi prima nascono come manifestazione@imento di attivita vive, poi, soltanto poi,
vengono assunti come fonti per la storia di quetisse attivita.” Claudio Pavorfchivi fatti e
archivi in fieri, 1964, reprint 2004, p. 69.

15 valenti writes: “[...] giacché il fatto stesso cte determinato complesso archivistico ci sia
stato pur parzialmente conservato, e secondo @nrdigiato ordine, sta ad indicare almeno
all'origine, da parte di chi I'ha prodotto, unaildedata volonta di costituirsi un certo tipo di
memoria.” Filippo ValentiRiflessione sulla natura e struttura degli archd®81, reprint 2000, p.
89.
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2.4 Concept of archival sedimentation

The concept of sedimentation is deeply linked te tdoncept of archive. Two
processes are needed for the constitution of ahivarcrecords production and
records sedimentation. The concept of sedimentatiozly involve records
depositing, accumulation, stratification, and evsetting aside, ordering and
organization.

If the initial use of the term sedimentation is lgmad, it is possible to observe
special emphasis in its connotation of spontandityoughout the 20th century,
many definitions of the term archive contain theapt of spontaneous, natural and
organic sedimentation, for example:

- The Dutch Manual (1898) affirms that “the archigean organic whole'”

as was also highlighted in the archive definitioreg by Friedrich Kich.

- Giovanni Vittani (1914) defines the archive as ‘@umal product that is
being constituted with the life development of #dreities that form it, and
which reflects their continuous sequence of evénts.

- Giorgio Cencetti (1939) declares that to build #rehival doctrine, it is
fundamental to qualify the archive through “the essary bond that links
the records from their birth or [...] the organicnéisat characterizes that
Institute as opposed to others of its typge.The necessity and
determinateness of the archival bond is manifestedugh the mutual
relations that link the records, allowing conceptaf the file folders and
series as aorpora “just as the reciprocal relations among the serie
determine the often-noted organic character ofiaesh™

- Jenkinson (1948) defines archives as “documentsnagiated by a natural
process in the course of the conduct of affairargf kind, public or private,

at any date, and preserved thereafter for referendbeir own custody, by

18 “Een archief is een organisch geheel.” S. MulldrA. Feith - R. FruinHandleiding voor het
Ordenen en Beschrijven van Archiey&B898. Quotation from: Elio LodolinArchivistica: Principi e
problemi,cit., 1998, p. 177.

7«..] un prodotto naturale che si vien costituermn lo svolgersi della vita degli enti che lo
formano, che ne riflette le continue vicende.” Giogi Vittani,Collezioni e musei degli Archivi
“Annuario de R. Archivio di Stato in Milano per Hiao 1914” (n. 4), p. 79. lyp. 179.

1841 ] la necessita del vincolo che fin dal lorastere lega le carte d'archivio, [...] I'organicita
che caraterizza quell'istituto di fronte agli attangeneri.” Giorgio Cencettil, fondamento teorico
della dottrina archivistica1939), Reprint irScritti archivistici Roma, Il Centro di Ricerca Editore,
Fonti e Studi di Storia, legislazione e tecnicaldaghivi moderni, 1970, p. 38.

1941...] cosi come le reciproche relazioni fra leiseleterminano le tante volte notata fisionomia
organica dell'archivio.” Ivi, p. 39.
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the persons responsible for the affairs in questiontheir successors.”
Jenkinson (1949) indicates four characteristicthefarchive: impartiality,
authenticity, naturalness and interrelationship.rétation to naturalness,
Jenkinson says that “Archives are not documenteaed artificially, like
the objects in a museum... but accumulating ndyural offices for the
practical purposes of Administratioff." These four features are exclusive
characteristics of the archival documents and ataaewn for the other
type of sources.

Bautier (1961) describes the archival fonds as fthele of pieces of any
type that any administrative body, physical or dwal person, has
automatically and organically gathered togetherdason of their functions
and activities.”

Eastwood (1994) indicates five characteristics tt@tstitute the organic
theory of archives: the four identified by Jenkinsdimpartiality,
authenticity, naturalness, interrelationship), plusqueness. In relation to
naturalness and interrelationship, Eastwood sgacifiat “both concern the
manner in which the documents in archives accumulat]. They are
natural, in the sense that they are not colleateddme purpose outside the
administrative needs generating them, and not @gether according to
some scheme to serve other than those needs, aheargbjects in a
museum or the documents in a library collecti&n.”

Lodolini (1998) writes that “[...] the archive caever be identified with a
collection [...], since a unanimously recognized elagristic of the archive
is its organic and spontaneous formati#n:The archive, furthermore, is

spontaneously born, as documentary sedimentationa ofpractical,

2 Hillary JenkinsonThe English archivist: a new professjdrondon: H. K. Lewis, 1948, p. 237.
Quotation from: Elio LodoliniArchivistica: Principi e problemi1998, p. 180.

2L public Record OfficeGuide to the Public Records, Part I: Introductohygndon, 1949, p.
135n. lvi, p. 181.

#2Un fonds d’archives est... 'ensemble des piécetodée nature que tout corps administratif,
toute personne physique ou morale, a automatiquieeb@nganiquement réuni en raison méme de
ses fonctions ou de son activité.” Bautier, Rolb&ti, Manuel d’archivistique; théorie et pratique
des archives publiques en Franddinistére des affaires culturelles. Direction deshives de France
- Association des archivistes francais, 1970, p222lvi, p. 184.

% Terry EastwoodWhat is archival theory and why is it importani®94, p. 127-128.

24 41...] 'archivio non pud essere mai identificatorcana raccolta [...], in quanto caratteristica
unanimemente riconosciuta all’archivio & quelldaleftganicita e della spontaneita di formazione.”
Quotation from: Elio LodoliniArchivistica: Principi e problemigit., 1998, p. 185.
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administrative, juridical activity. Therefore, & constituted by a whole of
records, reciprocally linked by an original bondeahat is necessary and
determined, which is why each record conditions tthers and is
conditioned by the others>”

- The standard ISAD-G: General International Standamtival Description
(2000) defines fonds as “the whole of the recordgardless of form or
medium, organically created and/or accumulated wsedl by a particular
person, family, or corporate body in the coursehait creator's activities
and functions.®

These definitions illustrate how archives are coremk as natural, spontaneous and
organic sedimentation/accumulation of records, ahdw these archive
characteristics are used to delimit boundaries waiitier disciplines.

These three terms present similarities in theirmrags, and also express some
ambiguities when applied to the archival contexte Tdefinitions that descriptive
dictionaries provide of these terms are as folléws:

Natural: 1) Existing in or derived from nature; not made caused by
humankind; 2) Growing spontaneously, without beiegded by human hand; 3)
Characterized by spontaneity and freedom fromieiglity; not conditioned.

This archive characteristic conveys a strong amtyigthe archive is produced
and caused by humankind; therefore, it is not BEartificiality, as records are
created and managed by persons. So, what is tise giren to the termatural in
the archival field? Eastwood explains that archiesnatural in the sense that they
are accumulated and put together for the sole gerpd serving the administrative
needs generating them. Therefore, the naturalrersged from this need, which (in
theory) drives an unforeseen sedimentation of de=cor

Spontaneousl) Coming or resulting from a natural impulse tendency;

without effort or premeditation; natural and undoaised; unplanned; 2) Arising

% “L’«archivio», poi, nasce spontaneamente, qualinsentazione documentaria di un’attivita
pratica, amministrativa, giuridica. Esso e codtityercio da un complesso di documenti, legati fra
loro reciprocamente da un vincolo originario, nsegi® e determinato, per cui ciascun documento
condiziona gli altri ed e dagli altri condiziondtbvi, p. 21.

% International Council on ArchiveSAD(G): General International Standard Archival
Description 2000, p. 10.

2 The following dictionaries have been consultedfa® Dictionary of EnglishCambridge
English Dictionary Online; Collins English DictionaOnline; Enciclopedia Italiana di Scienze,
Lettere ed Arti, Istituto Giovanni Treccani.
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from internal forces or causes; independent of reateagencies; self-acting; 3)
Growing naturally; 4) Produced by natural process.

The spontaneity declared by Valenti refers to amplaimed and non-
premeditated archive, which is produced by necgesSihe records are stratified
based on their necessary archival bond, which setmprevail over human
intervention (and herein resides the ambiguityhefterm).

Organic: 1) Relating to or derived from living organisms) Baving an
organization similar in its complexity to that alihg things (Philosophy); 3)
Characterized by the systematic arrangement of;parganized; 4) Denoting or
characterized by a harmonious relationship betwbenelements of a whole; 5)
Characterized by gradual or natural development

As with the other two terms, this also containaarbiguity: the archive is not
a living organism, but a human and therefore aréifiproduct. In the archival field,
the term organic is used in its wider sense of igaan organization similar to that
of a living thing, which is biologically composed bierarchical and complex
relationships. It refers to the arrangement ofghds of a whole (the archive), and
the necessary relationships that interconnectdberds.

Throughout the last century, these three charatiesiwere used as attributes
of the sedimentation process; however, the conmetaaspects of archival
sedimentation have been modified over the courdeanaf. The changes induced by
computing and telecommunications technologies siheeend of the 20th century
have led in recent times to review the conceptiiticaally used to make distinction
among archives, libraries and museums. Stefandi Wates that this traditional
difference  based on “opposed concepts, such as /ddodomy,
spontaneous/intentional, necessary/voluntarys called into question by the
dynamics of contemporary culture and mentality, d@he challenges posed by
technological changes. Vitali speaks about the approach to the modalities of
production and selection of contemporary archivdsch determines sedimentation

processes and selection/retention dialectics whtre role of subjective and

281 ] concetti opposti quali vincolo/autonomia,cspaneitd/intenzionalita,

necessarieta/volontarieta.” Stefano Vitak, convergenze parallele. Archivi e bibliotechelneg
istituti culturali, in Convegno di Studi: Il futuro della memoria. Archpér la storia contemporanea
e nuove tecnologi€rorino, 1998), Roma, Ministero per i beni e lgvét culturali, Ufficio centrale
per i beni archivistici, Rassegna degli Archivitato, LIX, 1999, p. 37.
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intentional choices at different levels of awarexi€ss evident.

In the last decades, the term sedimentation hasiradgconnotations that are
closer to the concept of organization. The fragiihd preservation challenges of
digital records have meant that certain archivalcfions and processes must be
moved forward to the records creation phase. Recggdimentation is now planned
in advance and guided by archival tools, such aspthtocol registe¥, the records
classification/filing scheme, and the retentionesiiiie. The sedimentation process is

at that point governed and voluntary, no longemnsgaeous or not exclusively so.

2.5 Definition of archival sedimentation

As previously mentioned, the term sedimentationasoriginally an archival term.
It was incorporated into the Italian archival s¢iem language in the second half of
the 20th century, at the time of Valenti's theonytbe nature of archives. The term
sedimentation is common in the ltalian archivalerbture: in articles and
monographs on archival science, one finds expnmessguch as sedimentation
criteria, sedimentation process, sedimentationgjrsedimentation effects, ways of
sedimenting or sedimentation modalities. Even whik diffuse use, it is not easy to
find definitions of archival sedimentation or inpdle studies on the topic. The only
recent definition available is the one given by &taBologna, who recovers the
concept of sedimentation used in geology and physiansposing it to the archival
field:

The reflexive act of 'sedimenting’ means both d#jpgsand decanting, while
when the term 'sedimentation’ is used, it referth o the concept of
‘accumulation’ and to the more refined one oflisgttand 'separation’. When
we speak of records sedimentation, we mean boitgpilp records one upon
the other (accumulation) in an apparently randommag and the clarification
and separation process which is internally develapeelation of the records’
own ‘'weight'. On one hand, it indicates an almasforeseen mechanical
action (accumulation) [...]; the other refers to atipaning and sorting

procedure that entails the distinction betweenviegaand 'lighter' records,

2 vitali writes: “Se volgiamo I'attenzione ai prosedi sedimentazione e alla dialettica
conservazione/selezione negli archivi della contemaipeita [...], il ruolo delle scelte soggettive e
intenzionali, a livelli diversi di consapevolezzaconferma anche in questo caso evidente e, tajvol
esplicito.” Ivi, p. 41.

% The so called ‘protocollo’ is a register wheredming and outgoing records are progressively
registered. For Italian legislation, the protoadister is a legal tool that provides certaintyt tha
records exist and are authentic. Its legal charéetguaranteed by the certainty that comes fragn th
progressive and non-modifiable recording of basscadiptive records elements: progressive number,
chronological details (date receipt or sending date registration time), name of the sender or
recipient, and records subject.
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[...] that is, the records that attest to more sigaiit activities from those that
attest to less relevant ongs.

If one reflects on the concept of archival sedirmgah, one may affirm that
sedimentations not an archival function. It is not one of fm@mary responsibilities
explicitly assigned to an archivist when processaghives, since whoever
sediments records is, at a first stage, the reaeisor. Sedimentation is a process,
which is linked to two archival functions: classdtion and filing. At the same time,
it can be connected to the appraisal function anthe records selection process, as
these activities can affect the original corpusedimentary records.

Any process entails a sequence of operations thmafa a result or product.
The first operation that foresees the archivalreediation process is the positioning
of the records produced in a physical or logicacgp The positioning/deposition of
a certain quantity of records determines accunmanatand also stratification (this
last operation may involve dividing and sorting oetords into layers, classes or
categories). In this way, as previously mentiorssdiimentation is linked to several
archival functions and operations, such as clasdin/filing (which may be guided
by a records classification/filing scheme), arrangat (of records and files), and
selection (which may foresee a records retentidredwle). The final result or
product of the sedimentation process is the catistit of an archival fonds. Figure
1 illustrates the sequence of indispensablenessendability that is implied in the

constitution of an archival fonds:

3L« atto riflessivo di ‘sedimentarsi’ significa sidepositarsi, sia decantarsi e quando si usa il
termine ‘sedimentazione’ si fa riferimento tanta@ahcetto di ‘accumulo’, quanto a quello piu
raffinato di ‘decantazione’ e di ‘separazione’. |Beg di sedimentazione di documenti significa quind
parlare sia del loro ammassarsi I'uno sull’altroof@amulo) apparentemente a caso, sia del processo di
chiarificazione e di separazione che si svilupplaral interno in rapporto al ‘peso’ di ognuno dido
Da un lato si indica un’azione meccanica e quashp#a preparata (accumulo) [...]; dall'altro si
indica un procedimento di suddivisione e smistameht porta alla distinzione tra documenti piu
‘pesanti’ e piu ‘leggeri’ [...] ossia le carte chéestano attivita ritenute piu significative da deahe
ne attestano di meno rilevanti.” Marco Bologha,sedimentazione storica della documentazione
archivistica,in Archivistica: Teoria, metodi, pratich&inda Giuva — Maria Guercio (Ed.), Roma,
Carocci editore, 2014, p. 212-213.
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Records creator

Functions assignment /

Activities implementation

Records production

Sedimentation

Constitution of a fonds

Figure 1: Sequence of operations that aim to tinst¢ation of a fonds

A records creator has assigned functions that aeied out through
administrative activities. These activities needb® documented to sustain the
records creator's daily activity and to ensure rfi@tunemory? The need for
supporting business actions and for maintainingleawce of and information about
activities and transactions determines the indisgleleness and inevitability of
records production and sedimentation. Nonethekb&srecords creator must also
demonstrate the will to produce and sediment recthdt, as said, derive from the
practical and functional need of performing dailgtities. Therefore, a need
determines the records creator’s will in acting.

At this point, the main issue resides in how tolifypghe concept of archival
sedimentation: isedimentatiora spontaneous process (as it occurs in natuis)aor
process governed by the records creator’s willZrdeatation is a process whose
result (the constitution of an archival fonds) mcessary (a concept that may be
comparable to spontaneous and natural). Even s@ psocess, the operations
needed to obtain the result are subjective duehéoiritervention of the records

creator, who applies different levels of organizasil and selection criteria to the

%2 paola Carucci — Maria Guercidlanuale di ArchivisticaRoma, Carocci editore, 2008, p.
201.
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operations of positioning/deposition, accumulatmal stratification.

After these reflections, one might defiachival sedimentatioas the process
of records accumulation in which records aggregatimay follow informal and/or
empirical practices, or can be guided by predefioeghnizational tools, such as a
records classification/filing scheme and retentsmiedule. In this last case, the
constitution of homogeneous aggregations is gowkehyepreset logical criteria that
reflect the plurality of the records creator’s ftinns and the diverse nature of the
records produced.

2.6 Accumulation, sedimentation and organization

These three concepts present similarities but lads@ different connotations. The
term accumulationis defined by Cruz Mundet as “the natural prodessvhich the
records, produced as a result of the activitiesa gfhysical or legal person, are
aggregated over time creating a documentary fofidghe concept of accumulation
is very close to sedimentation; both mean the dépgsand gathering of records in
a single place to provide a continuous record dividag. However, the term
accumulation may include connotations such as diea iof piling, amassing and
agglomerating records without criteria and ordehjiclv do not appropriately fit
together with the meanings conveyed by the conakepédimentation. In the Italian
context, archivalsedimentation has connotations of structured anuttional
aggregation of records.

When sedimentation is provided with a logical dimoe or classification
scheme, it acquires connotations that are closeorg@mnization. Cruz Mundet

defines the termrganizationas:

The archival process and its result, applied tord$ or a fonds section
(subfonds), which consists of: 1) giving it a lagistructure that reproduces
the process by which the producer created the decéwllowing the principles
of provenance and original order (classificationd aarrangement); 2)
describing the records and their aggregationswa that can be retrievable
for use (description); 3) positioning them in sactvay that their conservation
and location (storing) can be guarant&ed.

% “proceso natural por el que los documentos, piddsacomo resultado de las actividades de
una persona, fisica o juridica, son agregados lcoengpo dando lugar al fondo documental.” José
Ramén Cruz MundeBiccionario de Archivisticagit., 2011, p. 69.

34“proceso archivistico y su resultado, aplicado #oudo o a una seccion de fondo
(subfondo), que consiste: 1) en dotarle de unaasta I6gica que reproduzca el proceso
mediante el cual los documentos han sido creadosugaroductor, siguiendo los principios de
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As for Cruz Mundet’s definition, the term organipat includes functions and
operations that are clearly linked to the sedime@nigrocess, such as classification,
filing and arrangement. However, organization isvider concept that includes
activities not directly connected to sedimentatismch as archival description and

storing operations.

2.7 Conclusions

The term sedimentation was introduced in the malgachival literature for its
connotation of spontaneous accumulation of recdnddhis way, a connatural aspect
of the archive was highlighted in comparison toeotkelated disciplines, such as
libraries and museums.

Valenti, who theorized on the archive’s spontanematsire and distinguished
betweenarchive-thesaurusind archive-sedimentalso mentioned the ambivalence
of the archive entity, and affirmed that “none bé ttwo possible aspects of the
archive may ever be absefit.In brief, spontaneity and intentionality, even if
opposed, coexist and interact, and most of the tinsedifficult to find a boundary
between them.

But the archive concept is changing and evolvingrdd Bologna, who has
written an essay on the history of archival seditagon, affirms that “the first error
to be avoided is to think that the archives arenadly and spontaneously formed.”
He indicates that records sedimentation is theltrefua voluntary act and “an
intentional choice [...], deeply linked to the bistal context in which it occurs”

In fact, voluntary and intentional choices charazee the sedimentation of
records in the digital era. New approaches to dc@roduction, organization and

selection are applied in electronic records managersystems. Archival functions,

procedencia y de orden original (clasificacion gesracién); 2) en describir los documentos y
sus agrupaciones de modo que sean recuperablesupasa (descripcion) y 3) en ubicarlos de
modo que se garantice su conservacion y localing@dtalacion).” Ivi, p. 268.

% 4[...] nessuno dei due possibili aspetti dellls@ikéo pud mai essere del tutto assente [...].”
Filippo Valenti,Riflessione sulla natura e struttura degli archi/881, reprint 2000, p. 95.

% “I primo errore da evitare nello studio degli hi & quello di credere che essi si formino
spontaneamente e che siano naturali.” Marco Boldgnaedimentazione storica della
documentazione archivisticait., 2014, p. 212.

37 Bologna writes: “[...] si deve ritenere che nudisspontaneo vi sia nell'archivio e nei
documenti che lo compongono e che il processordidaione dell'archivio e di sedimentazione dei
suoi documenti non sia un fatto semplice e inva@oat ma rappresenti lI'esito di una scelta
intenzionale [...], profondamente legata al comtesbrico in cui avviene.lbidem
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such as appraisal, description and preservatiomgkemented early in the records
management process, even at the design stage.

In the Italian context, here analyzed, the sediatet process is tightly
associated with organizational archival principlesocesses and tools, such as
registration, classification/filing schemes, appasi retention and disposal
schedules. The archive is conceived as a structsystém, in which records are
organized in a functional and logical manner theftects the creator's way of
working.

Therefore, the termsatural and spontaneoustraditionally used to define
archive properties and to claim autonomy for arghiscience, seem now to be
idealized metaphors that do not entirely reflea thay in which archives are
formed. The qualification of archival sedimentatias a spontaneous, natural and
organic process is less effective than it was engst.

Having in mind these considerations, it is possibleonclude that, even if the
archive is born to respond to administrative nggdsch may involve spontaneous
actions), the processes of records production aaddnentation are governed by
logical and voluntary decisions. This circumstam@s become more evident in
recent decades with the rise in use of digitalietdgy for producing and managing

records.
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3. THE CONCEPT OF CLASSIFICATION AND FILING

3.1 Introduction

Once established that the activities of classificaand filing have a fundamental
role in records sedimentation, an analysis of tlmmcept and purpose of
classification and filing was also necessary andinguded in this chapter.

Additionally, this chapter provides a detailed stud the elements, structure and
types of records classification/filing schemes addpn the archival field, together
with an analysis of several methodological appreador the elaboration of these
schemes.

Starting with an analysis of the general concemiadsification, literature tells
us that classifying, categorizing, and orderingiarate human faculties that allow
us to know and become aware of our surroundings Khowledge that human
beings are able to acquire is based on a procedsstiriction or identification of
significant differences (and similarities) betweentities. In this way, ideas and
objects are recognized, differentiated, and undedst This critical knowledge of
humans helps to control and dominate reality, gi\aartainty and security to human
lives.

Dobrowolski writes that without classification, weuld not live among the
vast variety of objects and phenomena that surrousid By grouping objects
according to their external appearance, purposdlasifunctions, sequence in time
or space, or based on any other link that allovesr tassignment to a determined
class, we replace the plurality of concepts witkirgle, more general concept. And
we subordinate the latter to a more general onerégting a whole, “the class of
classes® Classification facilitates knowledge of the worladJowing humans to
limit the study of our surroundings to the propestof classes and their reciprocal
relations, without having to analyze the individuglements composing these
classes. Thanks to this, we can know the worldautfadding to our memory non-
essential details and vice versa: the knowledgehawee of classes allows us to

recognize the properties of the elements belonigirigem.

38 Zygmunt DobrowolslfiEtude sur la construction des systems de classditaParis, Gauthier-
Villars, Warszawa, PWN Editions Scientifiques de Pologne, 1964, p. 36. Dulmiski’s theory is
analyzed later in this chapter.
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Classification, then, is a method of knowledge antbrmation® It is
considered a thinking skill and vice versa. In asag entitled “Thinking is
classifying” (“Pensare é classificare”), RiccardmliRassociate professor of library
science at the Universita Ca' Foscari (Venice)tesrithat “The human drive to
group, sort, list, catalogue and classify is prdpaiongenital... Metaphysics and
epistemology, encyclopaedias and library filingtegss, cosmogonies and universal
languages, have always solved in infinite waysetegnal dilemma of how to order
the world, or at least how to believe they ditl.”

This premise has also been outlined by severalrigisoof the archival
discipline. The publication edited by the Iltalianatdnal Working Group on
University Records Classification Schemes, titlédcélzini del principe Carlo,”
outlines that classification is a known neurologitanction, which is part of our
cognitive activity?* Classifying exercises our critical skills, and rédfere our
criteria-based judgment including interpretatiomalgsis, evaluation, inference,
explanation, and self-regulation skills. Continuinghis line, De Felice writes that:
“classifying means implementing a mental process wuan innate human ability
that is critical knowledge of the world around hitinerefore faculty of judgment ...
This intellectual power accompanies man duringlifesin his choices, his actions,
which are based on right or wrong assessméhts.”

Bonfiglio-Dosio further refers to the psychologiadpects of classification,
affirming that the operation of classification isfam of control over reality;

classifying means to have certainty of finding stmmg important to us in the

39 Javier Barbadillo AlonscApuntes de clasificacion archivisticel,egajos. Cuadernos de
Investigacion Archivistica y Gestion Documentals¢iivo Municipal de Priego de Cérdoba, n. 10,
2007, p. 9.

0" a pulsione umana a raggruppare, ordinare, etencatalogare e classificare & probabilmente
congenita... Metafisica e epistemologia, enciclipedsistemi di classificazione bibliotecari,
cosmogonie e lingue universali, da sempre hanettagis infiniti modi diversi I'eterno dilemma su
come ordinare il mondo, o almeno su come credeagetio fatto." Riccardo RidRensare &
classificare,2001. (Training course on “La classificazione”,t8isa bibliotecario di ateneo
dell'Universita Ca' Foscari, Venezia). This refeeoomes from Giorgetta Bonfiglio-Dosio,
Strumenti di gestione dell'archivio corrente intesone sistema/enezia, 2014 (ppt presentation).

14 a classificazione delle cose fa parte della rattivita cognitiva. [...] Si tratta di una nota
funzione neurologica...” Gruppo di lavoro nazionaletgolari delle universita (Ed.),calzini del
Principe Carlo: Titulus 97, | titolari per gli arali delle universita italiane in vigore dal 1° geain
2007, Padova, CLEUP, 2007, p. 30.

421[...] classificare significa attuare un processataée dovuto a una facolta innata nell’'uomo
che é conoscenza critica della realta che lo cidtapquindi facolta di giudizio... Questa facolta
intellettiva accompagna I'uomo durante la sua néle proprie scelte, nelle sue azioni, basati su
valutazioni giuste o errate." Raffaele De Felicarchivio contemporaneo. Titolario e classificaa®
sistematica di competenza nei moderni archivi adire privati,La Nuova Italia Scientifica, Roma,
1988, p. 27.
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position where we placed it, or in the positionttwa assigned to it. She also states
that classification is an operation across alldieiplines? thus classification is a
transverse function that involves many disciplirefsknowledge, including the
archival field.

Therefore, as in other disciplines, archival sceenuses the classification
process as a means to recognize, differentiate umadgrstand the objects of its
domain, which are records and their relationshigsa consequence, this cognitive
activity is considered one of the main archival dilons to be performed by
archivists when managing records and archives.embly following a series of

criteria and common principles that this researdhtsy to investigate.

3.2 Definition of classification

In general terms, the verb to classify is definedta arrange (a group of people or
things) in classes or categories according to shquoalities or characteristic$''1n
the archival field, the definition of classificatio may vary, as specific
characteristics, goals or aims are highlighted ddjpgy on archival traditions. They
may distinguish between classification and filingmay not consider distinction, or
may confuse both activities. For this reason, tbecept of classification, as
understood in the Italian, Spanish and Anglo-Satxaditions;> will be analyzed in

this section.

3.2.1 ltaly

In ltalian literature, classification is considerad essential strategic activity for
records management, and even more necessary itroalecenvironments. The
following descriptions of classification are repatthere to provide a comprehensive
notion of the meaning of classification in theiltal archival field:

Classification is the organization into groupinddogical nature of all records
produced by a records creator (received, sent beraise acquired).
Groupings are made according to a hierarchicallyaoized structure of
entries (categories, classes, subclasses) thansystally represent functions

“3«Aspetti psicologici della classificazione: L'oaione della classificazione & una forma di
dominio sulla realta, qualunque essa sia (natanaifitiale, fisica/incorporea, etc.); Classificare
significa costituire, trovare certezze (ruolo deleie di telefilm); Classificare significa esseieuri
di ritrovare qualcosa cui teniamo nel posto inlowabbiamo collocato, nel posto che gli abbiamo
assegnato; La classificazione € operazione traaeeastutte le discipline.” Giorgetta Bonfiglio
Dosio, Piano di classificazione (titolariQ)Treviso, 2 maggio 2013. (ppt presentation).
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and subjects conferred to the records creator bjtutional provisions and
regulations, as it happens in the case of a legasop®® Classification
establishes the reciprocal order in which records arganized when
administrative activities are performed; it defind® relationship between
records in the creation phase, connecting thenheotasks entrusted to the
records creator, its administrative structure gretsic working method$’
Classification [...] is used to link records and dileo the administrative
activity or to the business which they relaterdt is not just to make records
available and properly manageable, but also (lin&ke explicit their use
value within the administrative system that receier produces) or uses
them, and (2) to accumulate records in homogenseugss, composed by
records’ groups that refer to the same type o¥egtiThe primary objective is
to build a records management system that botladdj)rately reflects, in the
manner and order in which records are aggregatsd tive records creator has
operated, and (2) represents the administrativgyréaat generated €

The following several considerations emerge froeséhdefinitions:
The main purpose of classification is to organizecords in such a way
that they interrelate with the business processesathich they refer, and
thus to contextualize them

Classification allows gathering all the recordsvaint to the implementation of the

records creator’s activities for the purpose obinfation and decision-making. This

guarantees the rational and profitable use of tishivae. Therefore, classification

** From: Oxford Dictionary of English.
® In particular, archival literature from United &s, Canada and Australia has been consulted.
“6"Classificazione: organizzazione di tutti i docuniémtmati da un soggetto produttore (ricevuti,

spediti o diversamente acquisiti) in raggruppameintiatura logica, secondo una struttura di voci
gerarchicamente organizzata (categorie, classodassi) che rappresentano in modo sistematico le
funzioni e le materie attribuite al soggetto praokg, nel caso di una persona giuridica, da
provvedimenti istitutivi e regolamentari.” PaolarGeci — Maria GuerciolMianuale di Archivistica

cit., 2008, p. 209.

4741...] stabilisce in quale ordine reciproco i documtiesi organizzano nello svolgimento
dell'attivita amministrativa; definisce cioé il naprto tra i documenti nella fase di creazione
dell'archivio, in relazione ai compiti affidati &nte, alla struttura amministrativa e alle coneret
modalita operative.” Maria GuerciBrincipio e metodologia per la classificazione dhivio,in
L’archivio: Teoria, funzione, gestione e legislamoAngelo Giorgio Ghezzi (Ed.), Milano; 1.S.U
Universita Cattolica, 2005, p. 23.

8« a classificazione [...] & usata per collegare itdmento e il fascicolo all'attivita
amministrativa o all’affare cui essi si riferisconicsuo ruolo non e solo quello di rendere |l
documento reperibile e correttamente gestibileamzhe di rendere esplicito il suo valore d’'uso
all'interno del sistema amministrativo che lo ade®¢p lo produce) o lo usa, e di accumulare
documenti in serie omogenee, composte da grugalimentazione che facciano riferimento al
medesimo tipo di attivita. L'obiettivo primario @struire un sistema documentale che rifletta
fedelmente, nel modo e nella sequenza con cui aggegati i documenti, come I'ente produttore ha
operato, e che sia dunque rappresentazione delta sanministrativa che lo ha generato.” Monica
Grossi,L’archivio in formazionecit., 2014, p. 45-46.
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aims to stratify and aggregate (sediment) recotisiware the juridical evidence of
business actions. It makes explicit the archivaidexisting between records. In this
sense, the documentary system acquires its steuetust forms the archival fonds
through classificatiof¥.

A part of this primary function, classification atoplishes other important
purposes, such as (1) retrieving records from theeerecords production that refer
to a specific activity or administrative procesg) (preparing records selection
operations for the purpose of permanent preservatiadisposal; or (3) facilitating

the description, control and access to records.

Classification determines the relationships amonecords in the creation

phase
The term classificatiorapplies exclusively to active records, which argidally
organized through a records classification scheiifds aspect is highlighted
because, in the Spanish archival field, the notiohglassification and records
classification scheme are applied to both recordmagement and historical
archives. Essentially, this is due to a differamtrtinological use of similar archival
processing practices, as will be seen later.

In the Italian archival context, a records classifion scheme is not conceived
to be an instrument which is appliadoosteriorj that is, in historical archives, as it
can dismember the original order of fonds. Stikplg present in Italian memory is
the dismembering of the fonds of the State ArchivkeMilan that occurred during
the 19th century. These fonds were reorganiaeposteriori applying a records
classification scheme by subject.

For Penzo Doria, a records classification schensenwmaeffect retroactively.
He believes that it is necessary to separate thssifcation phase from any
subsequent rearrangememiofdino) and inventorying phases. If an archive is
sedimented inappropriately and with inadequatestoiblshould remain this way,
even after archival rearrangement. What can bailsefo draw up a summary table
with cross-references between the old and newifiz®n, but nothing more can

be done?Reclassifying records or files represents a subatdristorical fake, and it

9 Paola Carucci — Maria Guercidanuale di Archivisticagit., 2008, p. 209.
%0 4| titolario, quindi, non ha alcuna efficacia reattiva. Se un archivio si & sedimentato in malo
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has no organizational utility; thereby, the archivand is disintegrated, that is, the
archive itself. Even archives lacking classificaticlements should not be
reclassified to forcibly bring them back to a fiictus order!

This view is reiterated by the Italian archival eisture. A records
classification scheme organizes the records pratibgean entity since the date on
which the scheme was formally adopted. It cannetien any circumstance, be used
as a means of re-classification/re-arrangement @fir@ady produced archive, which
should be preserved in its original structure arghoization?

Distinction between classification and filing is nde; they are presented as

two sequential operations
Classification guides records sedimentation in ety and consistent manner; and
filing (fascicolaziong aggregates all the records produced by the satnaty or
administrative process into archival units (such fies; fascicoli in Italian).
Therefore, classes and files are separate butrefdted entities of the same
structure. Classes represent the functions andtsediattributed to a records creator
through regulation. They form an abstract struciarvhich, generally at the last
classification level, files are created. Records neferably placed into files or are
logically linked to them. As Penzo Doria writes: |&Ssification alone is not
effective, because each record must be filed,ishiatought to the archival unit of its
lowest class (the last divisional level used).”

modo e con strumenti inadeguati, cosi deve riman@asi deve essere ricostituito da un lavoro di
riordino archivistico. Quello che invece puo esseteressante redigere, soprattutto per la storia
istituzionale di un ente produttore, € la tavoteottica della vecchia e della nuova classificazjone
con le rispettive e puntuali voci di rinvio, ma laudli piu. Bisogna dunque tenere separati i momenti
della classificazione con quelli dell’'ordinamentdedl'inventariazione.” Gianni Penzo Doriaa

linea dell'arco. Criteri per la redazione dei titoi di classificazionein Labirinti di Carta: L'archivio
comunale: organizzazione e gestione della docura@nta a 100 anni dalla circolare Astengitti

del convegno nazionale, Modena, 28-30 gennaio 1@8Bblicazioni degli Archivi di Stato, Saggi

67, Ministero per i Beni e le Attivita Culturali,ii2zione Generale per gli Archivi, 2001, p. 10.

*L “Riclassificare il pregresso, documento per docuime fascicolo per fascicolo, oltre a
rappresentare un sostanziale falso storico, n@stévalcuna utilita organizzativa... cosi facendo si
disintegra il vincolo, cioé I'archivio stesso. Redf un archivio privo di qualsiasi elemento di
classificazione non va riclassificato per ricondddrzosamente ad un ordine fittizididem.

2| titolario serve a organizzare i documenti pottiidalla data in cui viene formalmente
adottato dal Comune; non puo in nessun caso estkzeato come strumento di riordino
dell'archivio gia prodotto, che deve essere corsermella sua struttura e organizzazione origidiaria
Giorgetta Bonfiglio-Dosio — Valeria Pavoriépiano di classificazione (titolario) per i docuemti dei
comunj in Quaderni dei laboratori archivistici —,JAndreina Rigon (Ed.), Padova, Regione del
Veneto e Comune di Padova, 2007, p. 20.

%34 a classificazione da sola non risulta efficaoeiché ogni documento deve essere fascicolato,
cioé ricondotto all’'unita archivistica della proprilasse estrema (I'ultimo grado divisionale
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Classification is conceived as a system, whichhes tehicle of connection
between records, activities and working proce¥séhe tools used to classify and
file records are respectively a classification seheand a filing plan, generally

integrated in the same application.

Records are mostly classified following a hierarchi structure
This means that records are aggregated into clas$gsh in turn are divided into
more subclasses. At the last classification leredtprds that have equal or similar
values in relation to shared attributes or elemarediled together.

According to the ltalian literature, an importargpact that a hierarchical
structure guarantees is the ability to organizeomdx on the basis of stable
relationships, which (if necessary) can be reconstd for practical/legal reasons at
a later time? Additionally, stable relationships are a fundaraéeiement that can
testify at any time which records were used toycaut a specific administrative
process and in what order they were produced arigsmtjby the person responsible

for the process®

3.2.2 Spain
In the Spanish literature, classification is coasadl a fundamental archival function
which logically and physically organizes recordsanthival series. Definitions of

classification in the Spanish context are as foflow

Classification is the action and effect of hieracally grouping by aggregates
or classes the records of a fonds, from the braameshe more specific,
according to the principles of provenance and naborder; to reach this goal,
records’ types are identified, records relationskdpe made clear and a logical
structure called classification scheme, which ptfle these relations
hierarchically, is applied to organize records’eégp

utilizzato).” Gianni Penzo Dorid,a linea dell'arco. Criteri per la redazione defdiari di
classificazionecit., 2007, p. 19.

** Mariagrazia Cuozzd?rogettare per governare: il ruolo della classifiiane nelle politiche
archivistiche del passato e del preseiR&D Thesis, University of Rome La Sapienza, 2013.

%> Maria Guercio (Ed.).a gestione elettronica dei documenti e la tenwglidarchivi: Principi
generali e requisiti archivisti¢in.d., p. 30.

%% Elio Lodolini, Prefazionejn | calzini del Principe Carlo: Titulus 97, | titolaper gli archivi
delle universita italiane in vigore dal 1° genn&@07, Gruppo di lavoro nazionale sui titolari delle
universita (Ed.), cit., 2007, p. 34.

7«Accion y efecto de agrupar jerarquicamente losutioentos de un fondo mediante agregados o

clases, desde los mas amplios a los mas especifie@suerdo con los principios de procedencia y
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[To classify is] to establish classification critethat allow us to reconstruct
the structure of a fonds. This operation is manitiég; not placing records with
similar characteristics together on one shelf, Whioould be a systematic
arrangement; but it consists of establishing retestinips in which records with
similar characteristics belong to a group or clda$e fact that classification is
a superficially ruled operation has often provokedfusion between the terms
classification and arrangement, even in the pradassliterature?®

To classify is the most important operation of #hastegrating records
management. [ ... ] The purpose of classificat®toigenerate files, so that all
records relating to the same matter are filed tugetMoreover, the sum of
files of the same nature constitutes a "recordesérwhich manifests as an
individual physical category and, as such, is doeth in the records
classification schem®.

Several considerations emerge from these defimitiorhe following may be
considered the most relevant:
Classification is conceived as an archival functiomhich is indissolubly
linked to the concepts of fonds, provenance andyoral order
In Spain, the archival theory and practice esthbiigat classification systems are
elaboratedh posteriorj once records have been already generated. Thfiickgion
of records classes or categories was traditionafiplied to historical archives,
which were characterized by an indiscriminate aadatron and lack of
systematization. By the 1990s, however, the atiantjiven by archivists to
administrative archives and the introduction ofcelenic records management

systems made it possible for classification to bwicgated in the records

orden original; para lo cual se identifican lo®smlocumentales, se evidencian las relaciones que
existen entre ellos y se organizan en una estautihgica, llamada cuadro de clasificacion, que
refleja jerarquicamente dichas relaciones.” Josad®aCruz MundetDiccionario de Archivistica,
cit.,, 2011, p. 111-112.

*84[,..] establecer criterios de clasificacién que pesmitan reconstruir la estructura del fondo.
Esta operacién no es manual, no se trata de cqlotas en un mismo estante los documentos de
caracteristicas similares, lo que seria una ord@mae tipo sistematico, sino que consiste en
establecer relaciones de pertenencia a un grufase de caracteristicas similares. El hecho ddague
clasificacién sea una operacion reglada de mamngexrficial ha provocado que sea frecuente la
confusion de los términos clasificacion y ordenaciacluso en la literatura profesional.” César
Martin GavilanPrincipios generales de organizacién de fondos misticos. Clasificacion y
ordenacion de documentos. Cuadros de clasifica@69, p. 4-5.

*9«Clasificar es la operacion de mayor relevanci@akntas integran la gestion documental. [...]
La finalidad de la clasificacion es la generaciéredpedientes, de manera que se archiven juntos
todos los documentos relativos a un mismo asumtoofPa parte, la suma de expedientes de la
misma naturaleza constituye la “serie documentplg tiene su plasmacion como categoria fisica
singular, y como tal aparece recogida en el cuddrdasificacion de los documentos.” Universidad
Publica de Navarrdjormas y procedimientos para la clasificacion dewtnentosin Buenas
préacticas en gestion de documentos y archivos: @ilasheinormas y procedimientos archivisticos de
la Universidad Publica de Navarrdoaquim Llans6 Sanjuan (director); Lucia Coskafiaquedano,
Olivia Garcia Irigaray, Itziar Zabalza Aldave, Pdama, Universidad Publica de Navarra, 2006, p. 1.
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management phase. Classification was then prasetpasitioned in the workflow
before the creation of records, more specificallytree point in which records
functions and activities were recognized, and tbeimistrative processes were
designed?

In other words, in the Spanish archival contexassification is an archival
function used during the life cycle of records émganizing both active records and
an already constituted fonds. Classification ndy emeans to provide a structure to
records which are being created, but it is alsta@se of records processing which
aims to analyze the information contained in arhiged fonds and to conceptually
structure it in an objective and stable systemlagses and categories that reflect the
administrative functions and competencies of tloelpcer entity*

Records classification requires several procedsas which several results
are obtained. Classification may be applied to xstiag fonds, the documentary
content of an Archiv&, a collection, or a whole of active records. Théfedént
classification schemes are, respectively: the ifleason scheme of a fonds (or
fonds structure, as it is sometimes called indtgli the classification scheme of the
fonds and collections of an Archive, the classtima scheme of a collection, and a
records classification scherfie.

The connection between a records classificatioersehand the classification
scheme of a fonds is illustrated in the followingsdription of the structure of a

classification scheme, the elements of which®re:

¢ Antonia Heredia Herrerdenguaje y vocabulatio archivisticos: algo mas guoaliccionariq
cit., 2011.

®1“E| concepto técnico, como en el resto de disegsidocumentales, elsificacion,que es la
fase del tratamiento documental que tiene por olgkanalisis de la informacién contenida en un
fondo de archivo y su estructuracién conceptualresistema objetivo y estable de clases y
categorias de las familias comptenciales y fund@snadministrativas.” Angel Montejo Uridla
clasificacién de fondos archivisticos administravin Métodos de Informaciéd, (1997), n. 17-18,
p. 51.

%2 Heredia Herrera makes difference between “Archiie? first letter in upper case): institution,
and “archive” (the first letter in lower case): ilbof records.

834 a clasificacion de los documentos exige varioscpsos y varios resultados. Segun se parta
del fondo, del contenido documental del Archivoude coleccién o del conjunto de los documentos
tendremos diferentes cuadros de clasificacion (oudd clasificacion de fondo, cuadro de
clasificacion de fondos y colecctiones de un Arohsuadro de clasificacion de una coleccion,
cuadro de clasificacion de documentos).” Antoniagd& Herreral.enguaje y vocabulario
archivisticos: algo mas que un diccionarait., 2011, p. 66.

% Universidad Publica de Navarfdormas y procedimientos para la clasificacién deutoentos,
cit., 2006, p. 2-3.
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1. Conceptual categories, which relates to the gerienations developed by
an entity. They facilitate the coherent grouping ather subordinated
categories. The conceptual categories generallgsoond to the so-called
"classes" and "sub-classes" of a records classditascheme. They are
located at higher levels, and are equivalent to "Hextions" and "sub-
sections” of a fonds. Usually these categories aibocontain records or
files.

2. Files (in Spanish, calle@&xpedientes which relate to specific activities
developed by an entity. These categories genecaliyespond to the so
called "divisions" of a records classification seiee They are equivalent to
the "series" and "subseries" of a fonds. Normalgse categories cannot
exist if they do not contain records or files.

In the Italian context, as previously mentionea, term and notion of classification
scheme exclusively applies to active records. Es@nPaola Carucci distinguishes
between two Italian terms when naming classificatischemes:quadro di
classificazioneandtitolario. When describing the Peroniani Archives, she roesti
the rearrangement carried out on all fonds of thehies of Milan through a
classification scheme by subjecfu@dro de classificazione per matgrigpplied a
posteriori, and writes:

Instead, the records classification scheme (timjaralthough it is also a
classification scheme (quadro di classificazione), provided for the

organization of all Court records and is intendeml determine the

sedimentation criteria of the records that willdseduced after the adoption of
the records classification scheme (titolaffo)

Thus, Carucci seems to considgwadro di classificazioneas the classification
scheme of a fonds, anitolario as a records classification scheme. Nowadays,
however, both terms are used indistinctly in anlwesicely records management

environment.

% The entire paragraph referred to the citatiorsifolows: «ll riordinamento eseguito
nell'Archivio milanese tocca tutti i fondi in essonfluiti determinando la scomposizione dei fondi
originari [...]. In sostanza, definito un quadro thssificazione per materia, se ne € attuata
l'applicazione a posteriori [...]. Nella stessa pedtipa, il quadro di classificazione doveva essere
applicato anche alla documentazione futura [.. fitdlario invece, pur essendo ugualmente un
quadro di classificazione, € previsto per I'orgaazzone dell'archivio di ogni singola magistrataca
e destinato a determinare i criteri di sedimentazidelle carte che verranno prodotte a partire
dall'adozione del titolario. Il titolario pud esegrer materia, per funzione, per competenza; molto
spesso un buon titolario combina questi criterewlR CarucciGli archivi peroniani,«Archivi per la
storia», Xl (1994), n. 2.
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The term classification includes the concept ofirfidy
Classification is not conceived without filing (Wdut placing or connecting records
in files). In fact, there is no word to correcthanslate the term filing into Spanish;
generally the generic concept afchivar (archiving in English, omarchiviare in
Italian) is used.

As reminded by Ramirez Deleficlassification is a process which allows the
grouping of records into categories. The higheelewf these categories, up to the
level of series, allow the conceptual constructbm records classification scheme.
The lower levels, files and records, make the diaation process materialize when
they are combined with the higher levels. If thevdo levels are not linked to the
higher ones, the construction of a records clasdibn scheme is pointless, because
files cannot be integrated into the series andselm$o which they belong. Similarly,
if higher levels are not linked to the lower onbg classification process cannot be
performed in a practical way because the recorassiflcation scheme becomes a

mere decorative instrument.

Distinction between classification and arrangemeist made, considering

both complementary activities
Classification is seen as an intellectual functidmch aims to give or reconstruct
the internal structure of a whole of records, idgimyg its classification levels. It is
represented by a classification scheme, which @&aehted following several
methods, such as functional, organizational, stifjased, or a hybrid system. On
the other hand, arrangemerdrdenacion is considered a mechanical operation
which consists of linking elements of a group ogragate according to an order unit
established in advance. Arrangement criteria gobadletic, chronological, numeric
or mixed, and provide a sequential order or retatio the aggregated elements.
Classification supposes hierarchy, not so arrangemérrangement is a
complementary operation of classification. Therefarlassification is applied to a
whole of records (it provides the structure); agement is applied to the elements

of the classification structure, such as files amcbrds within files, which means

% José Antonio Ramirez Deledvigtodologia para el disefio y formulacién de sistea
clasificacién y ordenacién archivisticlstituto Federal de Acceso a la Informacién y €coton de
Datos (IFAI), México, Coleccién Cuadernos Metodaddg, Cuaderno 3, 2011, p. 24.
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that is applied within an aggregation of recorasady defined’

It is interesting to remark that classification aaadangement are concepts
differently used in the Italian archival contexts Areviously mentioned, the term
classification is only used when dealing with agetrecords. Instead, when referring
to the archival processing of a fonds, the tesmlinamento (also known as
riordinamentoor riordino) is used. The concept ofdinamentomay refer to either
(1) the internal structure or organization of adepwhich is represented through the
archival description of its parts and relationships (2) the operation by which a
fonds recuperates its own structure. Generallys tperation is done through a
process of study and critical analysis of the rdsand the institutional history of
the records creator. This process of reconstitutiregoriginal order of records by
following the history of the entity that generatbéém is known ametodo storic®
In any case, the termrdinamentomay also apply to active records. In literature,
several arrangement criteria are proposed: chrgreah alphabetic, numeric, record
type, function, competence, subject, etc. As it may observed, the term
ordinamentohas a broader sense and it is understood as amtiopewhich
comprises both classification criteria (organimdtional, competence, subject) and
arrangement criteria (alphabetic, chronologicalnatic or mixed). As De Felice
once declared: “Classification is [...] confused wikie arrangement operation (for
which various methods are adopted, from alphabaticchronological, from

geographic to numerical), depending on the prontirezords research needs.”

Classification is mostly hierarchical
The organization of records into categories isespnted in a classification scheme

which establishes hierarchical part-to-whole relaghips, proceeding from the

67 Antonia Heredia Herrerdenguaje y vocabulario archivisticos: algo mas guediccionariq
cit., 2011, p. 66.

%] metodo storico consiste nel riordinare I'arciuivicostituendo l'organizzazione originaria
nella quale si riflette il rapporto tra funzionidte dall'ente e documenti prodotti, i quali risulb
collegati tra loro da un vincolo di necessita, wailacarchivistico, costituitosi fin dall'epoca inidu
documenti venivano posti in essere. Comporta stdelie competenze e dell'organizzazione degli
uffici di un ente, dell'iter burocratico che seqnio le pratiche, delle disposizioni normative che
regolavano le materie che rientravano nelle conmzeteell'ente, dell'ordinamento politico
istituzionale nel quale operava I'ente.” Paola €eirlLe fonti archivistiche: ordinamento e
conservazioneRoma, Carocci editore, 1998, p 219.

%94 a classificazione viene pertanto confusa copé@zione di ordinamento (per la quale si
adottano metodi vari, dall'alfabetico al cronolamicdlal geografico al numerico), a seconda delle
preminenti esigenze di ricerca degli atti.” RaféaBle Felicel.'archivio contemporaneo. Titolario e
classificazione sistematica di competenza nei nma@echivi correnti e privatigcit., 1988, p. 15.
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broadest to the more specific. The same type ditioglship is found in the
hierarchical model proposed for fonds and its darett parts by the ISAD-G
standard. In fact, records classification schemesuaed in combination with other
archival control tools, such as inventories. Thedlects the close relationships
between classification and description. In the $parcontext, it is said that
classification is the first instrument of descrptiof an archive, which provides an
overview of the different types of records (serieg)oups (sections) and their
hierarchical relationships. It is the tool that lvallow the systematic planning of
other records processing activities, from dispositi{retention schedule) to the

elaboration of description tools (inventory).

3.2.3 Anglo-Saxon countries

In the Anglo-Saxon archival community, distincti@among classification, filing,
arrangement and indexing has traditionally beereanc During the last century,
records management “was considered to mean thagstoretrieval, and protection
of business papers, basically filin§.This evolved to include not only filing but the
creation, control, use and disposition of recoregblications of the time mostly
refer to records management and filing, and racehsider classification. These are
some examples of definitions of classification &hdg that may help to understand

the use and sense given by Anglo-Saxon countriteete terms:

Classification means the arrangement of recorderdity to a plan designed
to make them available for current use. The plansystems of arrangement
are many and varied [...] they may be grouped into tlasses: registry
systems and filing systemis.

To classify is to organize contents according tp ikems and relationships.
[...] A classification may be designed according be tway information is
accumulated or according to the way it is requesteduse. It may be a
sequential, random, significant, or chronologicaitering system. It may be
alphabetic by location, subject, or name. In gdnénare are only two basic
classification patterns: alphabetic and numeric.] [Classification, then,
identifies, groups, standardizes, and codiffes.

Classification: The process of identifying records information in
accordance with a predetermined filing or secusfgtem. This includes

0 Jeffrey R. Stewart — Judith A. Scharle — JudittHiekey — Gilbert KahnFiling Systems and
Records Managemerntinited States of America, McGraw-Hill Inc., 1981,%

" Theodore Roosevelt Schellenbevndern Archives: Principles and Techniqu@$56),
Reprint: Chicago, The Society of American Archigjs2003, p. 53.

2 Irene Place — Estelle L. Pophafiling and Records Managemeftew Jersey, Prentice-Hall
Inc., 1966, p. 16.
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determination of the function and/or subject ofeaard and selection of the
appropriate classification for filing [..73.

Filing: The storage of daté.

Filing is the process of classifying, arranginggd atoring records so that
they can be obtained quickly when needed

To file: To store documents in an organized coitector safekeeping and
future reference. [...] Filing system: Policies anqgedures directing how
files should be stored and indexed in order to ensheir retrieval, use, and
disposition. Notes: Sometimes called a recordkegpystem. Filing systems
often include a records inventory, a retention dales and a file plari®

The following several considerations may emergmftbese definitions:
Filing is perceived as a broad activity that inclad classification and
arrangement
In the United States, filing is used to includessléication, and predominantly refers
to the physical arrangement of files. Furthermoeeords arrangement frequently
follows alphabetic, numeric or chronological sequeg; or when classification
criteria are applied, it is usually based on subacon geographical locatich.
These arrangement and classification methods detiatestrong influence on
archives administration that librarians and manpsarurators have had in the
United States along a large portion of the pasturgr? Principles and techniques of
library classification and cataloging influenceck thdministration of archives in a
context of lack of strong traditions in methodicatordkeeping, absence of a fully

developed registry system, relatively late esthbtisnt of a national archival

3 Government of British Columbi&ecorded Information Management Glossary, cit.

" Irene Place — Estelle L.PophaRiljng and Records Managemeutt., 1966, p. 273.

> Jeffrey R. Stewart — Judith A. Scharle — Juditifckey — Gilbert KahnFiling Systems and
Records Managemertit., 1981, p. 202.

® Richard Pearce-Mosea,Glossary of Archival and Records Terminologj, 2005.

" Stuart OrrFunctions-Based Classification of Records: Is inEtional?,Master’s thesis,
Northumbria University, 2005.

8The influence of library methods of classificatimay be also found in the Australian archival
field. When Schellenberg refers to the Australifing system, he writes that “File units have certa
characteristics of books. They generally contdid@tumentation of a particular subject accordimg t
the rule of “one subject, one file.” File units d@ndled as books while they are in current use. Th
documents within them usually exist in unique cdpy] Collectively the units have an affinity, or
relationship, only because they are produced efiher particular office or in consequence of a
particular activity or in relation to a particularoad subject. The significance of file units colieely
may be judged either by the importance of the effftat produced them, or by the importance of the
activity. The significance of the individual filsits may sometimes be judged by their titles, as
books would be judged by their titles.” Schellerpér.R.,Modern Archives: Principles and
Techniqueg1956), Reprint: Chicago, The Society of Amerié¢anhivists, 2003, p. 76.
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agency, and institutional autonomy and proceduradrdity.”” There was also lack of
uniformity in archival terminology. The term clafsation was used with reference
to filing systems, and frequently no distinctionsnaade between classification and
arrangement’ By the early 1940s, “the term arrangement replatesl term
classification to denote the work that archivisisried out to organize records.”
Therefore, the use of the term filing prevailed rowdassification, as
precedence was given to the physicality and arraegé of records in order to
easily retrieve them. In this context, little atien was given to establishing a
conceptual structure that privileged the identifma of relationships between

records and business processes, what is undemssoddssification.

Classification is seen as synonymous of indexing

In the Anglo-Saxon archival context, arrangementhiogs have privileged systems
in which records could be simultaneously filed andexed to facilitate retrieval.
Particularly in the United States, filing systemiich did not use records registers,
usually arranged records on self-indexing systemasks to very evolved (for the
time) filing equipment (drawer files, shelf filegsible index files, vertical card files,
and other motorized units). Filing and retrievabteyns were tightly integrated.
Filing and records management manuals publisheagatiioe last century describe
several of these systems, including prefabricatdxest file systems (i.e., packages
of printed headings for use on folders’ tabs), vehasanufacturers claimed to be
adaptable and applicable to most executive ddtamany cases, there was no need
to produce indexes to retrieve records as foldezsevarranged alphabetically by
name, that is, by the key word in the file subj&ct.

But, the physical arrangement of files is one thiagd the conceptual
structure in which those records should be placedanother. According to
Schellenberg, filing systems provide only the meaotel structure for records to be

grouped. “[...] they are of little assistance in detming the subject headings under

“Frank B. EvansModern Methods of Arrangement of Archives in théddhStates«The
American Archivist»29 (1966), n. 2, p. 242.

8vi, p. 252.

81 Ciaran TraceEntry: Archival Arrangemenin Encyclopedia of Archival Sciendeuciana
Duranti and Patricia C. Franks (Ed.), United State&merica, Rowman & Littlefield, 2015, p. 23.

8 |rene Place — Estelle L.PophaRiljng and Records Managemeustt., 1966, p. 84.

8 Theodore Roosevelt Schellenberg, TNkodern Archives: Principles and Techniqué956),
Reprint; 2003, cit., p. 71.
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which particular papers of files would be most aptlaced.® This, instead, is the
process of classification.

Despite Schellenberg’s considerations, most ofithe classification has been
confused with arrangement and filing. Place writ€Bhere are many ways to
classify (index) material”, and mentions two cléisation criteria, numeric and
alphabetic (which in reality are arrangement adadéf The alphabetic
‘classification’ may apply to subject and functibredassifications. In the case of
subject classification, Place affirms that subjilels may be classified either by
dictionary arrangement into a straight alphabetibject file, or by encyclopedic
subject file arrangemefftThe straight alphabetic subject file arranges sahbijects
(or their subdivisions) in alphabetic order, withotreating groups of related
subjects. The encyclopedic subject file providegomaubject classifications and
then sub-categories. “All records directly relatitlga major subject are brought
together under one primary subject and its appatgrsecondary and possibly its
tertiary subdivision® Subject classification may therefore be represeate (1) a
list of headings, which are not grouped in cladagsalphabetically organized, and
(2) a flat (sequential) or hierarchical structunewhich headings are grouped into
classes and sub-classes, which in turn are arrangdphabetical order. It is evident
that the prominence of the alphabetic arrangensedtue to the appeal of an index-
like system that makes it easy to retrieve records.

Paradigm shift

These classification and filing concepts have psgively changed. From the
prevalence of subject-based classification andaddptic arrangementsew systems
with a function-based approach were gradually thiced and implemented by the
end of the 1980s and during the 1990s.

8 |vi, p. 91.

% Irene Place — Estelle L.Pophafiling and Records Managemeagtt., 1966, p. 16.

% In relation to encyclopedic subject filing, Orrote in 2005: “The Association of Records
Managers and Administrators (ARMA) recently issaedraft on ‘filing systems’ [...] This refers to
classification as ‘encyclopedic subject filing’ 1ft). Functions-based classification is seen apa ty
of subject classification and is described in a wef relates back to early writers: ‘A structured-
functional filing system is based upon organizaiastructure, functions performed by each
organizational unit, and the processes relateddb &nction (p.20).” Stuart OrEunctions-Based
Classification of Records: Is it Functional6it., 2005, p. 51.

8 Irene Place — Estelle L.PophaRiljng and Records Managemeustt., 1966, p. 82.
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The introduction of new concepts and new approadmesnformation
management (i.e. management accountability, adoesgormation and protection
of personal information), the focus on new waysn@rove records management
(for sound internal decision-making and optimal eexél service), and the
investigation of new options for designing classifion systems, determined that
classification structures be reviewed at the gawemtal level. Forward-looking
initiatives were produced in Canada. In 1987, theviAce of British Columbia
developed the block numeric system, which was knbwthe dual denomination of
ARCS (Administrative Records Classification Systgraad ORCS (Operational
Records Classification Systems). This system wapiried by proper archival
principles and was formulated by SLAIS (School obrbary, Archival, and
Information Studies) at the University of Britisloldmbia, Vancouver, in which
Luciana Duranti had been teaching archival sciesimee 1987 The ARCS/ORCS
model distinguishes between records related to camadministrative functions,
and records produced in the fulfillment of specditivities assigned to offices. At
the beginning of the 1990s, the Province of Novati&cstarted a similar initiative
with the elaboration of a classification systentegmated with the conservation plan,
it also was structured in two parts: STAR (StandardAdministrative Records) and
STOR (Standard for Operational Records). At the ehthe 1990s, a successive
step in this evolution towards function-based swystewas marked by BASCS
(Business Activity Structure Classification Systerdeveloped by the National
Archives of Canada. Another interesting governniewg! initiative was developed
in Australia during the 1990s: it elaborated firghnand recommendations in the
form of a design methodology for constructing fumatbased records classification
systems. This was the so-called DIRKS (Designingd almplementing
Recordkeeping Systems) methodol8gy,which ultimately influenced the
development of ISO standard 15489.

8 Maria Guerciola classificazione nell'organizzazione dei sistdmtumentari digitalicit.,
2016.

89“DIRKS: A Strategic Approach to Managing Businésformation, also known as the DIRKS
Manual, is a methodology developed in Australiadesigning records management systems. The
DIRKS methodology was developed and tested throuigthe 1990s as part of a project undertaken
by Australian recordkeeping authorities and praéesss to re-conceptualize records and
recordkeeping.” Stephen Macintosh — Lynne RBHRKS: Putting ISO 15489 to WorkThe
Information Management Journal», March/April 20p750. DIRKS was replaced in 2007 at the
Australian Commonwealth level, but continues tarbese at state level in New South Wales as a
non-tool to assist the public sector in complyinithwhe State Records Authority of New South
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These methodologies, which will be analyzed la@m®e currently being
subjected to a revision process. In the case ofKISIRthe manual outlining the
process for creating records management systemsenasved from the National
Archives of Australia website, which (up to 2016jated that the DIRKS
methodology was not recommended for use by agersime 2007 and was
superseded by other advice on the National Archiwelssite. The current National
Archives of Australia webpaffeprovides general indications on how to manage
agency records. Records management is presentethvalving a series of
interrelated processes: 1. Create, capture andribes®@. Secure and store; 3.
Preserve; 4. Keep, destroy or transfer. Classifinais not considered a primary
function for records management. Prominence isngteerecords capture, which is
defined as: “applying metadata as the records aptuced. This fixes the records
within their business context and establishes memagt control over them.
Metadata provides information about who created eaqutured the record, when,
and for what business purpose, as well as infoonabout the content, appearance,
structure and technical characteristics of thensktd-urthermore, it enables records
to be retrieved, accessed and managed over timessifitation now has an
extremely subsidiary function and has been relegatehe description phase, once
records have been captured into the system (in ofodte cases, in an automated
way): “Metadata can also be used in conjunctiorhwat classification scheme,
controlled vocabulary or thesaurus, these toolp b&lff choose terms for indexing,
titing and retrieving records.” Therefore, clagsation schemes are supportive tools
aimed at providing metadata on the business theradas documenting. Their scope
is just to facilitate retrieval through the indegiof headings. The aggregation of
records and their arrangement is dependent ondéheoay computer searches. These
new guidelines reflect the new approach to digittdrmation governance, which is
being proposed and implemented by the National ixeshof Australia (NAA) for
the Government records. DIRKS is substituted by Ehgital Continuity 2020
Policy, whose aim is to improve information inteeogbility, entirely digital work
processes, and information management capabiétiesprofessionalism. With the

Digital Continuity Policy, all information shouldebmanaged based on format and

Wales State Records Act 1998.
% Available online at: http://www.naa.gov.au/recordanagement/agency/index.aspx. (Accessed
on 31/01/2017).
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metadata standards for information governance atetaperability by December
31, 2020, as reported on the NAA website.

In the case of the Canadian initiatives, they averemtly experiencing
difficulties with the implementation of cutting-eelgresponses to the changing
landscape of electronic records management. Icdke of ARCS and ORCS, Dan
Gillean, an archivist and records manager, wasethgk2011 with responsibility for
the digital archives of the British Columbia govwment. He explains how the
implementation of the ARCS/ORCS model and the gawent standard Document
and Records Management System (EDRMS) called TRIdtal Records and
Information Management) will barely achieve compmmtive coverage in the
government offices without increased funding andffisty support from
government. TRIM is a programme that manages thaptie life cycle of a
ministry’s records — from creation to retention arse, and to destruction or archival
preservation. In addition, various government eficare employing other
recordkeeping systems (Local Area Networks driwdgrosoft SharePoint, etc.),
and little pressure or incentive is made to stasidarthese competing platforms
across government. This diversity of systems, lonat and platforms without
proper classification and scheduling decreases ghed records management
practices at the creator level. According to Dalle@n, records management is
viewed “as a low priority at the executive lev&ldnd the profession perceived “as
merely a clerical necessit{?”As a consequence, understaffing and subsequent
backlogs determine the lack of a broad records gemant follow-up and
development. He believes that “what is required nsva shift in organizational
culture within the upper levels of government wgis the importance of RIM
[Records and Information Management] functiofis.”

Maria Guercio reaffirms Gillean’s opinion. She tksnthat the records
management difficulties of the Anglo-Saxon coumstrage related to their limited
experience and the absence of long-term histoticalitions. Projects of great
ambition, such as the functional classificationtsys of the Canadian government

(BASCS), have revealed a complex application, amefrefore have had to be

IDan Gillean,The Consequences of Ignoring Records Manageme®érgonal Reflection on
My Time with the Government of British ColumHtiajversity of British Columbia, AIEF
Scholarship Application, 2011, p. 9.

2|vi, p. 15.

% bidem.
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reviewed due to insufficient awareness and commmtnod the upper levels of
institutional management, and to the absence a$léiye support. The lack of
specific legislation providing stability and authpr on records management
principles and good practices has not favoured dbmesolidation and further
development of the excellent discussions conductehlis field in the mid-nineties.
In relation to British Columbia’s refined classditon system (ARCS/ORCS), which
has been running successfully for over twenty ybatsas failed to impose itself on
the rest of the country, it is now in danger ofnigeconsidered too complex and
expensive in the face of the constant reductiopesfonnel administrations and the
imprudent use of technological tools such as SlmanéRhat are unsuitable for
records management. The cuts in investment, thdequate organizational and
technological choices, including the incorporati@i the British Columbia
Provincial Archives with the Royal BC Museum, adlves the unawareness of the
leaders of the organizations operating in the praaviof British Columbia of the
strategic role that adequate records managemeyd pilathe transparency and the
quality of administrative action, has entailed gregressive loss of recognition of
the strategic value once attributed to this exemplaodel system for records
management in North Ameriéa.

Maria Guercio also remarks that the notion of dfeesgion has not been
clearly or consistently connected to the concepfsilng and archival sedimentation
in Anglo-Saxon countries, except in the analysewiooted by Italian scholars or by
those archivists trained at the archival schoobigd.uciana Duranti in Vancouvét.

It can be affirmed that, among the Anglo-Saxon toes, Canada is the one in
which European historical archival traditions haspecially permeated, including
in the French speaking province of Quebec. Evehaifing a different juridical
system from the rest of Canada, its archival traatt mostly follow the French or
even the Italian way, as seen in Roberge’s recoaissification methodology that
will be discussed later.

®Maria Guerciola classificazione nell'organizzazione dei sistdmtumentari digitalicit.,
2016, p. 8-9.
%vi, p. 8.
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3.2.4 Proposal of definitions

The previous analysis of different archival traatits leads us to the conclusion that
the distinctions between classification, filing aratrangement are unclear.

Furthermore, the original meanings of the terms maye evolved, according to the

context in which they have been used or appliets #@mminological issue manifests

uncertainty in delimiting the actions or operatidhat these activities entail, and

denotes the immature state of classification thaoiy practice.

As it is considered necessary to have a uniqueirtetagical reference to
allow readers to understand the meaning givendsetlerms in this research work, a
proposal of definitions is made, which is also méga in the glossary. Starting from
the broader concept of organization, the more fipdanctions of classification and

related archival processing activities will be defi.

Organization

This word derives from the Old French, in whichganize’ referred to internal body

organs, and meant giving an organic structure toetoing. Organization is a term

which has two acceptations: 1) An institution orpmyate body; 2) A system of

arrangement or order, or a structure for classifymngs, so that they can be found
or used easily.

The term organization is rarely defined in the arahfield, as it is a broad and
generic term used in many fields of knowledge.Ha Bpanish archival context,
debate on the distinction between organizatiorsstfi@ation and arrangement has
occurred and, as a result of it, organization deustood as the archival function that
comprises the consecutive activities of classificatand arrangemefit. Some
authors also include the activities of descriptiand storing as part of the
organization process of a fondis.

In the context of this thesis, which focuses on lyaag the records
sedimentation process, the following definitiomgigen to the term organization:

Organization, when applied to the archival conteid, an activity that

comprises classification, filing and arrangemerd.rhain aim is to provide a logical

% Definition from: https://www.vocabulary.com/dictiary/organization. (Accessed on
31/01/2017).

" Antonia Heredia Herrerdenguaje y vocabulario archivisticos: algo mas gnediccionariq
cit., 2011, p. 147.

% José Ramon Cruz Mund®iccionario de Archivisticacit., 2011, p. 268.
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structure and order to records. The concept of oigation may also include other

activities such as records storing.

Classification
Classification has different meanings, as describédde SAA (Society of American
Archivists) Glossary:

1) The organization of materials into categoriesoading to a scheme that
identifies, distinguishes, and relates the categp) The process of assigning
materials a code or heading indicating a categomytiich it belongs; 3) The
process of assigning restrictions to materials,iting access to specific
individuals, especially for purposes of national cuséy; security
classification®?

The first acceptation is the one which is of inséro this thesis. As it may be
observed, the definition uses the word organizatodescribe classification. It also
occurs in other definitions; for example, the onmeppsed by the InterPARES
dictionary (IP3), which defines classification &$he systematic organization of
records in groups or categories according to methptbcedures, or conventions
represented in a plan or schenf&;or the definition previously reported when
analyzing the lItalian archival context: “Classitioa is the organization of all
documents produced by a records creator (recesesd,or otherwise acquired) into
groupings of logical nature [...1*

Organization is a broad and ambiguous term thas doé contribute to clarify
the activities/operations that are part of clasation, or the scope of this
fundamental archival function. Furthermore, if argation is understood, as
defined above, as comprising the activity of classiion, we are using the same
term (classification) in its definition and this e not help to understand its
meaning. Therefore, the following definition of s&ification is proposed in this
thesis:

Classification is an archival function that consistf assigning records to
categories or classes according to several critdgach as functions, activities or

operations generating the records) for the purpokgl) guaranteeing a meaningful

%Richard Pearce-Moses, Glossary of Archival and Records Terminologjy, 2005, p. 72.

1%nterPARES 3 Projectnternational Terminology Database.

%Maria Guercio (Ed.).a gestione elettronica dei documenti e la tenwglidarchivi: Principi
generali e requisiti archivisti¢in.d., p. 23.
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context to records and (2) achieving physical deliectual control over them. The
classification function allows linking of a recofdnd file) to the administrative
activity to which it relates, and is materializedrdaugh a records classification
scheme that provides a logical structure of categgoim which files (aggregations of
records) are created or associated.

Filing
Distinction between classification and filing isufad in the English and Italian
contexts, but in the Spanish archival field, classiion comprises filing, thus a
specific term for the act of filing is not availabl

In the Anglo-Saxon environment, filing may haveeaybroad meaning, such
as the one previously reported: “Filing is the msx of classifying, arranging, and
storing records so that they can be obtained quiekien needed;” or may hold a
more restricted sense, such as in the followingndieins: “To store documents in
an organized collection for safekeeping and futeference;**® or “The action of
placing documents in a predetermined location afiagrto a scheme of controf®

In the Italian context, filing is understood as antivity following to
classification: “[...] Classification is closely liekl to the subsequent placement of a
record to an archival complex aggregation, the imathunit, which gathers all the
records related to a specific, single instance ticlv a particular activity is
composed (what is known as filingy”’ It should be mentioned that in Italy, up to
the second half of the past century, classificatitso encompassed the act of filing,
as in the Spanish context. By the late 1990s anlg 2800s, several projects or
working groups promoted by the Italian public beddevoted in-depth analysis to
develop guidelines for electronic records manageémecluding the proposal of
records classification models based on the funatianalysis of working processes.
These studies highlighted the importance of devetpprecords classification

192 jeffrey R. Stewart — Judith A. Scharle — JuditiHickey — Gilbert KahnFiling Systems and
Records Managementit., 1981, p. 202.

193Richard Pearce-Moses,Glossary of Archival and Records Terminologjy, 2005, p. 163.

1%|nternational Organization for Standardizatit®Q 16175-1:2010: Information and
Documentation — Principles and Functional Requiratador Records in Electronic Office
Environments, Part 1: Overview and Statement afiéiples Geneva, 2010.

1057 ] L'attivita di classificazione @ strettamententeessa alla successiva riconduzione del
documento a un’aggregazione archivistica complé'ssata archivistica, che raccoglie tutti i
documenti relativi ad una specifica, singola istadizcui si compone una determinata attivita
(fascicolazione).” Monica Grosdi,archivio in formazionecit., 2014, p. 48.
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schemes which included principles for the creatbriiles, their arrangement and
eventual procedures for the control of the adnmaiste processes. Analysis was
carried out on how a records classification sché€ama its classes) had to be
structured or articulated, and how to create arghrze archival units (files and
registers) in which records were aggregated tottateshomogeneous series. These
studies outlined the need of pre-defining filingp@edures, including how to name
archival units. The focus on the activity of filingd to further distinguish
classification and filing, and to speak about fliplans as complementary to
classification schemes. In fact, the classificattmheme is presented as a general
plan of classes, which are basically articulatea imierarchical manner in order to
identify the archival unit§? These archival units are pre-established by teefan,
which is a recently defined additional tool. Thie fplan also identifies procedures
for creating and arranging archival units.

Considering this background information, the conagdiling that is used in
this thesis is the following:

Filing is an archival function that is subsequentdassification and consists
of placing in or connecting records to files foethurpose of creating homogeneous
archival series that reflect both the relationshigsong records and the way in
which records creators have operated.

Arrangement

As with filing, arrangement is also a term that niewe broad or more restricted
meanings. The 1990 RAMP Study “Conceptual problgmsed by electronic

records” reports that arrangement is "the procégsithing archives and records into
order in accordance with accepted archival primesplparticularly those of

provenance and original order [..}J’An expansion of this definition states that
arrangement is a process which usually also ineludacking, labelling, and

shelving of archives, records and manuscriptst idsntended to achieve physical or

administrative control and basic identificationtioé holdings®

1%Elena Aga Rossi - Maria Guercioa metodologia per la definizione di piani di clégsizione
in ambiente digitaleScuola superiore della pubblica amministraziétmmna, 2005, p. 15.

197K atharine GavrelConceptual problems posed by electronic record@AMP studyPGl-
90/WS/12, Paris, UNESCO, 1990, p. 31.

1% pavid B.II. GraceyArchives and Manuscripts: Arrangement and DesasiptChicago:
Society of American Archivists, 1977.
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In this broader sense, arrangement may be condidesgnonym of the Italian
term ordinamento However, for the purpose of clarifying and deting the
operations that this archival term involves, pafacly in the records creation phase,
the following definition of arrangement is giventhis thesis:

Arrangement is the archival operation that consistputting elements (such
as records and files) into a sequential order ofaten, according to several
criteria: alphabetic, chronological, numeric or @mbination of some of these (i.e.,
alphanumeric). Arrangement is complementary to classification asmes not
suppose hierarchy.

This is also the meaning that Spanish archival rthgoves to the term. For
Heredia Herrera, arrangement lines up elementsnits of a whole, according to an
order unit. It is not a system but a linear seqaemecessary to locate and retrieve

records'®®

3.3. Purpose of classification and filing

As in other areas of knowledge, classificationnsrastrument which aims to group
and arrange things (in this case records), basedcammon characteristics.
Classification can refer to two types of operatidi)sThe division of a set of records
by grouping its elements into several classes bsets determined by one or more
criteria; 2) The allocation of a record to one béde groups or classés.The
objective is serving the informational and legatde of those who make use of the
records for current processés. Therefore, classification/filing supports
recordkeeping as it helps to achieve several peg@sich as:

Make the archival bondexplicit
Classification determines the relationships amawprds, which are correlated to
the competencies, administrative structure and abipgr modes of an entity?. It

199 Antonia Heredia Herrera,enguaje y vocabulatio archivisticos: algo méas guediccionariq
cit.,, 2011, p. 146.

10 javier Barbadillo AlonsdApuntes de clasificacién archivistiagit., 2007, p. 9.

1 Maria GuercioPrinciples, Methods, and Instruments for the CremtiPreservation, and Use
of Archival Records in the Digital Environmerihe American Archivist», 64 (Fall/Winter 200p),
238-269.

12 paola Carucci - Maria Guerciblanuale di Archivisticacit., 2008, p. 209.
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links each individual record to the activity origiing it and to the other records

resulting from it, providing a continuous recordonfjanizational activity*®

Create stable relationships

The relationships among records and the functicactivity conducted are built in a
stable manner through classificatiéhTherefore, the allocation of records to a file
has to be permanently preserved by the records gearent system as a key
element to attest at any time (in the active, saciive and historical phases) which
records were used to carry out a specific admatise process and in which order
records were produced or acquired by those redplentir the proces$: In other
words, classification satisfies the need, over tinfer maintaining stable

relationships between records and the activitieghith they participate.

Contextualize records
Stable relationships provide valuable contextudormation about records$?
Archivists, records creators, and historians are interested in the information
contained in a single record or provided by a wiufldata. Their interests lie in the
history (and sequence) of a process, an activity, ams a result, in the
contextualization of the information in the perimdwhich it was produced. Not to
classify means to decontextualize.

Context is also a necessary part of understanéiogrds, and it is particularly
important when dealing with digital recortd$Classification is a fundamental tool in
the electronic environment as “it provides essémtfarmation about the contexts of
records creation and use, information that woulitentise be unattainablé” In
this way, classification contributes to establighamd maintaining records reliability
and authenticity.

113 National Archives of Australid)IRKS Manua(2003), Revised 2007; and Fiorella Foscarini,
Function-based records classification systeaqifs, 2009.

14 Gruppo di lavoro nazionale sui titolari delle umisita (Ed.)) calzini del Principe Carlo:
Titulus 97, | titolari per gli archivi delle univsita italiane in vigore dal 1° gennaio 2003t., 2007,
p. 33; and Fiorella Foscariritunction-based records classification systeaits, 2009, p. 54.

115 Monica Grossil"archivio in formazionecit., 2014, p. 48.

16 stuart Orr Functions-Based Classification of Records: Is inEtional?,cit., 2005, p. 68.

7 Gruppo di lavoro nazionale sui titolari delle ueisita (Ed.)} calzini del Principe Carlo:
Titulus 97, | titolari per gli archivi delle univsita italiane in vigore dal 1° gennaio 2003t., 2007,
p. 35.

18 stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 68.

19 Fiorella FoscariniFunction-based records classification systeaiis, 2009, p. 54.
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Context keeps records evidence. Classificatiors adm¢ only aim to organize
and facilitate the retrieval of information contathin records, it also preserves the
records evidence value by the enhancement of tmexioin which they are

created?

Guide the sedimentation/accumulation of records
Classification allows stratifying and aggregatingcards in ordered series and
subseries and, therefore, meets the objective ®fi¢ing records with a functional
and stable organization over time, so that it otfiéhe concrete and daily activities
of the records creatét: It creates order in understanding what an orgépizaloes

and how it does #?

Provide a logical structure
Classification provides a logical structure thatuactional to the records creator’s
daily work, providing information on administrativkecisions taken at any stage of
the processes and supporting decisions t&kefhis responds to the need for
understanding and handling a large number of regondhich are produced by

complex structures, such as public administrations.

Guide the creation of files and series
Filing generates files, so that all records reldtethe same matter are filed together.
Moreover, the sum of files of the same nature c¢tutes the archival serié¥.The
series (a subset of records of the same originfadame type) constitute the basic
element of archival classification. The identifioat of series is the main objective

of a classification/filing schem'é:

120 5abine MasSchémas de classification et repérage des docuradnimistratifs électroniques
dans un contexte de gestion décentralisée desunessoinformationnelles)niversité di Montréal,
PhD Thesis, 2007.

2L paola Carucci, Maria GuerciManuale di Archivisticacit., 2008.

122 National Archives of Australid)IRKS Manual2003), Revised 2007.

123 30sé Ramén Cruz Mundétrchivistica: Gestién de documentos y administraalé archivos
Madrid, Alianza Editorial, 2012.

124 Universidad Publica de Navartdormas y procedimientos para la clasificacion de
documentosn Buenas practicas en gestion de documentos y arshiranual de normas y
procedimientos archivisticos de la Universidad Rebte NavarraJoaquim Llansé Sanjuan
(director); Lucia Costanilla Baguedano, Olivia Garicigaray, Itziar Zabalza Aldave, Pamplona,
Universidad Publica de Navarra, 2006, p. 1-13.

125 Javier Barbadillo AlonscApuntes de clasificacién archivisticgt., 2007, p. 16-17.

59



Identify records that are part of an aggregation, ®a fonds

Classification identifies all records which fall thin the archival fond&? Setting
aside documents (through informal or pre-establishassification/filing) causes the
documents to become part of an archive and to besidered records. The
InterPARES Project defines a record as “A documegde or received in the course
of a practical activity as an instrument or a bgeurct of such activity, and set aside
for action or reference?” Setting aside a document is seen as a requirefoent
identifying or recognizing it as a record (instedda document, which is defined by
InterPARES as “An indivisible unit of informatiorestituted by a message affixed
to a medium (recorded) in a stable syntactic marmhelocument has fixed form and

stable content®®

Fulfil a legal and administrative function

De Felice writes that classification is misintetpreas the operation that assembles
a record with its precedents or allows creatiom dle to which a code is assigned
for retrieval. This perception is missing one efisémspect: the evaluation of the
position that the file must take to fulfil a legald administrative function connected
with the competencies of officéX.

Thus, classification provides executive controtexfords, ensuring that they are
available to protect the fiscal, legal, operationaldit and other liabilities of

government for required periods of tifie.

Enable retrieval of records in their context
Classification helps users identify and locate #ent groups related records
together, thus assists the retrieval of all recoedsting to the same activity, giving

contextual information for understanding (and ipteting) facts*

126 Maria GuercioLa classificazione nell’'organizzazione dei sisteimiumentari digitali:
criticita e nuove prospettiveit., 2016.

127 |1nterPARES 3 Projectnternational Terminology Database.

2% bidem.

129 Raffaele De Felicd, archivio contemporaneo. Titolario e classificaz®sistematica di
competenza nei moderni archivi correnti e privaii,, 1988, p. 15.

130 Government of British Columbi@perational Records Classification System: Archiaved
RecordgSchedule 881148ARCS01/430-40, 2003.

131 stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005; Autorita
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Cruz Mundet affirms that classification facilitatéhe conceptual location of
records, providing (through a logical structure)fisient information to guide
searches correctly, without ambiguities; that ésies and archival units are assigned
one conceptual location and not another, so thatrogation of the structure always
finds a complete answer, following a logical andque path, without creating
ambiguity or disjunction. [This peremptory statemnerould be debatable, as
classification is not always a straight-forwardiatt]. Cruz Mundet also asserts
that the series headings constitute the most tel@lthority record for retrieval. In
this sense, records classification schemes allaviraloof the language for titling
and indexing records, enabling the identificatidrrazords over timé&? Thus, the
classification scheme may also function as an imdegystem (that is, as a set of
words that are tasked with synthesizing and reptaggrecords content/subjects for
later retrieval). As Carucci - Guercio write, cldfisation may also establish an

appropriate basis for the development of efficesdrch tool$®

Provide control over records creation
Classification helps to identify records that shibbé created in order to satisfy the
evidential requirements of the organization. lbatentributes to the recognition of
high priority records that should be captured beeaudor their business

significance™™

Enable the integrated management of hybrid recordsystems

Classification codes enable the logical connecbetween both paper and digital

files that relate to the execution of the same adbtrative procedure and activity.

per I'Informatica nella Pubblica AmministrazionelB®), Linee guida alla realizzazione dei sistemi
di protocollo informatico e gestione dei flussi dowentali nelle pubbliche amministrazioni (GEDOC
2), 2000; Elena Aga Rossi - Maria Guerdia, metodologia per la definizione di piani di
classificazione in ambiente digitaleit., 2005; National Archives of AustraliB]RKS Manual

(2003), Revised 2007; Fiorella Foscariinction-based records classification systeaiis, 2009.

132 José Ramoén Cruz Munde¥rchivistica: Gestién de documentos y administraaié archivos
cit., 2012, p. 207.

133 paola Carucci, Maria Guerciblanuale di Archivisticacit., 2008, p. 211.

134 National Archives of Australid)IRKS Manual2003), Revised 2007; Stuart OFynctions-
Based Classification of Records: Is it Functionaif?,, 2005.

135 Autorita per I'Informatica nella Pubblica Amminiazione (AIPA) Linee guida alla
realizzazione dei sistemi di protocollo informategestione dei flussi documentali nelle pubbliche
amministrazioni (GEDOC 22000, p. 86; Elena Aga Rossi - Maria Guert@smetodologia per la
definizione di piani di classificazione in ambiedigitale, cit., 2005, p. 16.
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Identify responsibilities for managing administrative processes
In most cases, each last level of a records clessdn scheme is attributed to a
structure of the organization; in this way, resploiies for managing processes are

more easily assignéeéf.

Govern access privileges
Classification helps to determine security protaciji.e. confidential records) and to
assign different access levels or users’ permissionead, write, validate, sign, etc.

records according to their classification catedgéry.

Facilitate records appraisal and disposal
Classification favours the application of retentijpariods to archival series at the
creation phase. Indications on dispositions maglitextly linked to the last level of
the records classification scheme. In this manadlassification is integrated with
retention plans. “If records are classified to eefl organization and function, they
can be disposed of in relation to organization dndction. The method of
classification provides the basis for preservingl@stroying records selectively after

they have served the purpose of current busiré&ss.”

Facilitate description
Classification is tightly linked to description. Influences the operations of
description and the systematic presentation ofrthesults, thus determining
documentary groups and types, as well as desaiptis. It normalizes the naming
of records aggregations and the assignment of namn#se archival unit§® The
records classification scheme is considered tis¢ ifistrument of description of an
archive. It allows for systematic planning of ax@liprocessing, from disposal (as

136 |bidem Paola Carucci, Maria Guerciblanuale di Archivisticacit., 2008, p. 210.

137 Elena Aga Rossi - Maria Guercica metodologia per la definizione di piani di clésszione
in ambiente digitalecit., 2005; National Archives of AustraliBJRKS Manual2003), Revised
2007; José Ramon Cruz Mundatchivistica: Gestion de documentos y administraaé archivos
cit., 2012.

138 Theodore Roosevelt Schellenbevtndern Archives: Principles and Techniqué$56),
Reprint; 2003, cit., p. 52.

139 Javier Barbadillo AlonsdApuntes de clasificacién archivisticgt., 2007, p. 9.
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previously mentioned) to the elaboration of degmip tools (such as,

inventories)*

Improve transparency and accountability
Classification establishes and documents the ogiships between a business
activity and the evidence (expressed by recordshbw that it has been performed
efficiently, openly and with accountability. It esices the capacity of the

organization to share information and knowletfge.

Enable the reconstruction of the historical evolutn of a fonds
The records classification scheme also allows r&icocting the evolution of the
archival fonds across time, as a snapshot of tereint articulations that the fonds

underwent#?

From this long list of purposes, it should be engired that, above all, classification
aims to provide the structural basis for linkindated records into aggregations
which in turn will constitute the archive. Theredprthe primary scope of
classification systems is to allow related recomlde grouped together within a
logical and functional structure that serves thimrmational and legal needs of
records creators during the conduct of businessofds are, in this way,

contextualized and easily retrieved. Consequerdlyiormal and pre-established
structure supporting the organization of recordgragations is without any doubt

necessary.

3.4 Systems, structures and relationships
To understand what is intended by system and steicand why a structure is
needed to organize records, the reflections ofopbpher Alexander Spirkiti on

the system of categories in philosophical thougatparticularly enlightening.

140 National Archives of Australid)IRKS Manual2003), Revised 2007; Elena Aga Rossi -
Maria Guerciol a metodologia per la definizione di piani di clégszione in ambiente digitaleit.,
2005.

! hidem

142 Maria Guerciola classificazione nell’'organizzazione dei sisteimiumentari digitali:
criticita e nuove prospettivejt., 2016, p. 4.

143 Alexandre Spirkin was a Russian philosopher andtsipgist. Among his principal works are
the study of the subject matter, structure andtfans of philosophy. Citations in this thesis sewgti
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Spirkin (1984) clarifies the concepts of system atdicture, and their
interconnections. He defines system as “an intBrnatganised whole where
element§* are so intimately connected that they operate r&s ia relation to
external conditions and other systems.” Structsirghie type of connection between
the elements of a wholé®” Any system consists of a structure with certain
properties. Therefore, structure is the law(s) thetermine a system's composition
and functioning, its properties and stability. 8mirgives the example of the solar
system, which “structure implies not only the piositof its elements in space but
also their movement in time, their sequence anthrhythe law of mutation of a
process.™®

If we extrapolate this notion of structure to threhaval field, it is possible to
infer that any archive (or system) has a structuwrevhich a set of rules govern the
connections and interactions between its elemamisoi(ds), its functioning and
stability. Classification is, therefore, the ardlifunction that provides the rules and
methods for interrelating records, in such a wat thhen aggregations of current
records are constituted they respond to the funatioeeds of the records’ creators.

According to Spirkin, systems are divided into thbasic types of wholeness:
1) Unorganized and summative whole

This is the simplest type of wholeness. It is chemazed by an unsystematic
conglomeration of objects, including also a mectangrouping of heterogeneous
things. No recognizable law connects the partsclwiproperties coincide with the
sum of the properties of its component parts. Tioeee objects and their properties
are characterized by a summative character; and wbgects leave the whole to
which they are part, they usually undergo no gati¢ change. This type of whole

may be compared with the one generated when reaogimization exclusively

come from his publication on dialectic materiali€884), in which he analyses the evolution of
complexity in the natural world. The dialectic nté&ésm is a philosophy of science and nature,
based on the writings of Karl Marx and Friedrichgils, and developed largely in Russia and the
Soviet Union.

1443pirkin defines element as “the minimal unit penigtg a definite function in the whole.”
whole is a unity composed of parts. Parts are ¢bjeat in itself but in relation to what they al@p
of. Consequently, “a free atom is distinctly diffat from an atom that forms part of a molecule or a
crystal; [...] The organism is a whole and disfunetaf one of its organs leads to disbalance of the
whole.” Alexander Spirkin [Daglish, R. (Translatppialectical Materialism,London Central
Books Ltd.]1984.

15|bidem.

1% |bidem.
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relies on metadata categorization at the item leMelltiple records relations are
obtained by applying very simple and generic rijyeisen available). The result is a

summative whole, in which its constitutive parts aot closely integrated.

2) Organized whole
This is a more complex type of whole. AccordingSjarkin, this whole has varying
degrees of organization, depending on the charsitsr of its parts and their
connections. The parts of an organized whole ara nelatively stable and law-
governed interrelationship. The properties of tHel are not just the mechanical
sum of the properties of its parts. For exampleatéw possesses the property of
being able to extinguish fire, but the parts of ethit is composed, taken separately,
possess quite different properties: hydrogen iglfitflammable and oxygen
maintains or boosts combustiori’”” This is the type of whole that mostly
characterizes archives, which are composed of dscowith law-governed
relationships. The archive can be broken down itstparts to sort out the nature of
their relationships. The different parts or objegtxords) can be understood only

when analyzed in their relation with the whole.

3) Organic whole
This is the highest and most complex type of whdlbe organic whole is
characterized by the self-development and selfadymtion of its parts. Reporting
Spirkin’s words:

The parts of an organism if separated from the a/looganism, not only lose
some of their properties but cannot even exisha diven quality that they
have within the whole. [...] The parts of a whole nieye varying degrees of
relative independence. In a whole, there may bés pahose excision will

damage or even destroy the whole, but there may l@sparts whose loss
causes no organic damage.

As expressed in Chapter 2, an archive is an orgdnfzn some cases, also
unorganized) man-made whole, rather than an ordaalt:developed) system. As a
complex whole, the archive structure is definedthg organization of records
relationships and is essential to its functibime question is what type of structure is
more suitable for an organized archive? The stracthat traditionally has been

47 bidem.
1481hidem.
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used in archives is trhierarchical records classification scheme, still consdea
fundamental tool to establish the rules governimg tiype of connections betwe
the parts (one-tomany relationships). However, other types of strreg anc
relationsips are available to connect records, such aarioe flat relations, po-

hierarchies, faceted classification, netwoifeaturing manye-many links, or a
lattice (hierarchy free) featuring connections hkedw components that &
neighbours in spa. One of the purposes of this reseaishto analyze the
application of these different structures to thehasal field, starting by th

traditionalhierarchical classification scher

Figure 2represers several types of structures, from which it is pble to
observe the relationships between their constitakements*

B

Flat

it 1

Mono-hierarch Poly-hierarchy

149 Figurescome fromShari ThurowWebsite Taxonomy Guidelines And Tips: How Be:
Organize Your Siteén Marketing Land (Analytics & Conversion), 8 M2915.
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Network Faceted

Figure 2: Types of structures that can be adotedlate records

3.5 Records classification scheme

3.5.1. Definition
A records classification scheme, also known asardeplan, is a system of abstract
partitions (categories), derived from the analysfsan entity’s functions, and
generally articulated in a hierarchical manner ideo to identify, according to a
logical scheme that goes from the general to thecpdar, the archival unit, that is
the base unit of records aggregation within thaiaec*°

Traditionally, the purpose of the records clasaifen scheme was meant to be
records organization and retrieval, but it has beza strategic element for e-
government as it has the added value of suppodihgr tools needed to manage
records. Through the records classification scheime, possible to systematically
plan archival processing, from records transfempraigal and disposal, to the
development of description tools and retention daless. The fact that classification
entails definition of the records series namesesiaind coding, make the records

classification scheme the first description toohdbnds'>* Furthermore, the records

%0 paola Carucci.e fonti archivistiche: ordinamento e conservaziaie, 1998, p. 229.
151 Antonia Heredia Herrerdenguaje y vocabulatio archivisticos: algo mas goediccionarig
cit., 2011, p. 81.
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classification scheme allows a joint view of thechawe and the hierarchical

relationships between the records aggregation®rtiey and its activities?

3.5.2 Structure and relationships: Hierarchy
Commonly, archival theory maintains that recordassification schemes are
hierarchical structures, in which the relationshigtween records are created in a
stable manner. Furthermore, the assignment of decimr an aggregation excludes
any possibility of belonging to another. Howevénniay be accepted that the same
record is classified several times according tonthetiplicity of functions identified
on it. In traditional settings, this option impligee duplication of records, while only
information on the connections between the samerdesnd its copies (established
through links) is duplicated in the digital enviroant. Thus, the proliferation of
copies of the same record is managed more easdywéih minor organizational
implications in the digital field. Yet, it is recomended to restrain the number of
copies filed into the system in order to avoid ¢to&ding the system management
and research functionaliti&s.

As hierarchical structures are preferred to ango#tructural associations in
the archival field?* the purpose of this section is to analyze whyedHhwasrarchical
structures are applied to records classificatiomgd & this type of structural

relationship is still effective to manage digitatords.

3.5.2.1 Information classification techniques

The archival literature review indicates that thiegples of hierarchy or other types
of relationships have not been as well developed &brary science. The available
literature on information classification technique®stly comes from the library
discipline. And even if these techniques are nacHjgally shaped for archival
purposes, as they are mostly subject-based clesiin methods which focus on
establishing access points to documents, theirysisaimay help to understand the
types of relationships that can be established gneoncepts of knowledge and how

152 césar Martin GavilarPrincipios generales de organizacion de fondos islicos.
Clasificacion y ordenacion de documentos. Cuadmsldsificacion2009, p. 8.

133 Autorita per I'Informatica nella Pubblica Amminiazione (AIPA) Linee guida alla
realizzazione dei sistemi di protocollo informategestione dei flussi documentali nelle pubbliche
amministrazioni (GEDOC 2000, p. 83.

154 Hierarchical models are applied to both currenbrds and the arrangement of fonds and its
constituent parts, as proposed in ISAD-G standararchival description.
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these associations may behave. One of these oaganizechniques, used in many

other disciplines, is represented by taxonomy.

3.5.2.1.1Taxonomy
Taxonomy may be defined as the practice and sciehizkentification, description,
naming and classification of things or conceptsaditronally, taxonomy has been
associated to experimental sciences (biology, céieynietc.). In fact, taxonomies
have their beginning with Carl Linnaeus, who depelba hierarchical classification
system for life forms in the 18th century which tise basis for the modern
zoological and botanical classification and namgygtem for speci€$: In this
context, taxonomy applies a mono-hierarchical kdte for establishing
classification systems (based on property inhezégnthat is, each group or class
can only occupy one place in the hierarchical $tmec

In the early 1990s, the concept of taxonomy wasrparated into other areas
of knowledge such as psychology, social sciencesim@iormation technology, to
designate almost all systems of access to infoamatseeking to establish
concordances between the terminology used by bs#isuand systems. In the
context of knowledge organization systems, taxonasnynostly considered as a
kind of controlled vocabulary or even a specifipayof thesaurus or classification
scheme. There are also opinions that consider targras a broader category that
includes specific modalities such as thesaurihis ¢ase, taxonomy is defined as the
overall process of organization or classificatibcantents>

There are several examples of definitions availddaéh in the library and
archival field. ANSI/NISO Z39.19-2005 defines tawomy as “A controlled
vocabulary consisting of preferred terms all of evhare connected in a hierarchy or
polyhierarchy™’ (in the latter case, each term in a taxonomy i®ne or more
parent/child relationships). The glossary of AtoM $oftware application for

archival description and access) defines taxonomy'A grouping of controlled-

35| ars Marius GarsholMetadata? Thesauri? Taxonomies? Topic Maps! Makiwse of it al
«Journal of Information Science», vol. 30, n. 4020p. 378-391.

136 Miquel CentellesTaxonomias para la categorizacién y la organizaaiéna informacién en
sitios web«Hipertext.net», n. 3, 2005.

157 National Information Standards Organization (NIS@YSI-NISQZ39.19-2005 (R2010):
Guidelines for the Construction, Format, and Manmageat of Monolingual Controlled Vocabularies,
Baltimore, 2010, p. 18.
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vocabulary terms used to generate value lists acélsa points:® Pearce-Moses, in
his glossary of archival and records terminologgfirees taxonomy as “A structure
used for classifying materials into a hierarchycafegories and subcategorié&s.lh
this latter sense, a records classification schisragaxonomy.

As it may be observed, the definition of taxonomyriore specific or broader
depending on the purpose assigned to it by theerdift fields of knowledge
(organization/classification; indexing; retrievakarching; navigation or browsing;
etc.). These various and different scopes deterthi@estructural model with which
the elements of a taxonomy may interrelate. Asiptesly mentioned, a taxonomy is
often (but not necessarily) organized hierarchycaRelationships are typically:
parent/broader term, child/narrower term, or ofteoth. In a broader sense,
taxonomy also applies to relationship schemes dtiean parent-child hierarchies,
such as network structures, which organize coniet@t both hierarchical and
associative categories, and are known as netwedntamy. A taxonomy might also
simply be organization of kinds of things into gosyor an alphabetical list of items
with only top-level categories, also known as & dlaunlayered taxonomy. Another
type is the facet taxonomy, which allows an itemb® assigned to multiple
taxonomies, enabling the classification to be arden multiple ways, rather than in
a single, predetermined order (as in a strict hiéng.

Other information organization techniques partidylaleveloped in library
science, which also use hierarchical structuress #resauri and faceted

classification.

3.5.2.1.2Thesauri

Thesauri are controlled-vocabulary tools to organknowledge for subsequent
retrieval. A controlled-vocabulary is defined as ‘@rganized arrangement of words
and phrases used to index content and/or to retreewtent through browsing or
searching.™ Controlled vocabularies are necessary to allowalogers consistently

use the same term to refer to the same persone,pteicthing... [and] to gather

138 Artefactual Glossary of AtoM.

139 Richard Pearce-Moses,Glossary of Archival and Records Terminologjy, 2005, p. 380.

180 patricia Harpringlntroduction to Controlled Vocabularies: Terminolofpr Art, Architecture,
and other Cultural WorkgOnline Edition) Los AngelesGetty Research Institute, 2010.
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together variant terms and synonyms for concepdistanink concepts in a logical
order or sort them into categorie§.”

Therefore, thesauri, which usually are consideeted the most complex of
controlled vocabularies, indicate preferred termariant terms and term
relationships (which are also known as semanti@ticeiships; that is, the
associations existing between the meanings of woplisases or sentences).
According to the standards for thesatfrithe semantic relationships that can be
established between terms are as follows: EquicatenAssociative; and
Hierarchical.

The equivalence relationships link synonymous @rlgesynonymous terms,
which express equivalent or nearly equivalent cpteceSynonymy occurs when a
concept can be represented by multiple terms hathey same or similar
meanings?

The associative relationships cover associatioasdre neither equivalent nor
hierarchical, yet the terms are semantically orceptually associated. They lead
from one term to other terms that are related tcassociated with it (but not
hierarchically linked)®*

The hierarchical relationships, which are the foolthis study, show levels of
superordination and subordination, in which theesaplinate term represents a
class or whole, and the subordinate terms refeitssanembers or parts. This
relationship is used in locating broader and naerowoncepts in a logically
progressive sequen&@Hierarchical relationships include:

Generic or genus and species relationships: Childreare a_type of the

parent
This relationship identifies the link between assleor concept (genus) and its
members (species). It is the most common relatipnishthesauri and taxonomies

because it is applicable to a wide range of topddschildren in a genus/species

181 |pidem

182 |International Organization for Standardizatit8Q 25964-1:2011: Information and
documentation - Thesauri and interoperability watiher vocabulariesPart 1: Thesauri for
information retrieval (2011), and Part 2: Intercgi@lity with other vocabularies (2013)lational
Information Standards Organization (NISANSI-NISQZ39.19-2005 (R2010): Guidelines for the
Construction, Format, and Management of MonolingDahtrolled Vocabularies;it., 2010.

%% bidem

%4 | pidem.

185 Jean AitchisonDavid BawdenAlan Gilchrist, Thesaurus Construction and Use: A Practical
Manual London, Aslib, 2010.
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relationship should be a type of the parent (idaguerreotype is a type of
photographic processing technique). The relatiomls® known as the inclusion
relationship. It has long been used in biologidatsification (genus and species are
taxonomic ranks, where genus encompasses a grageoks), but it is also applied
between concepts in every subject field. The gerrefationship applies to types of

actions, properties and agents, as well as to typ#sngs (entities).

Whole-part relationships: Children are a part of the parent

These relationships are also called a partitivatigiship, and cover situations in
which one class or concept is inherently includedmother, so that the whole is
treated as a broader term. They typically apphgéographic locations, parts of
corporate bodies, parts of the human body, and ¢yfpes of concepts that are not
easily placed into genus and species relationskigsh child should be a part of the
parent and all the other ancestors above it (he.Office of Accountancy is a part

of the Department of Management and Administration)

Instance relationships: Children are_an instance oexample of the parent

This type of relationship associates a generalgoayeof things and events, and an
individual instance of that category. It is mosteoonly seen in vocabularies where
proper names are organized by general categoriglsiraggs or events (i.e., if the

proper names of seas were organized under theajeraegory ‘Seas’: Baltic Sea,

Caspian Sea, Mediterranean Sea are not typestsr bat instances of sed®).

Polyhierarchical relationships: Children have multiple parents

These are hierarchical relationships in which asteone child has more than one
parent. Therefore, some concepts belong to more dha category. This is due to
the application of logically different relationshipodels (genus and species, whole-
part and instance) to the same concepts. In astiateture, each record exists only
once in the vocabulary but may be linked to mudtiphrents and can thus appear in
multiple hierarchical views. According to PelliniJones, they work well when

186 patricia Harpringlntroduction to Controlled Vocabularies: Terminolofpr Art, Architecture,
and other Cultural Worksgit., 2010.
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hyperlinks allow for jumping between categories amdss-references. When the

cross-references become too many, facets taxon@redsetter?’

3.5.2.1.3Faceted classification

Faceted schemes or taxonomies assign a subjecte&olyc defined, mutually
exclusive aspects (facets) of a class, creatingentioan one path to access the
material. They allow the assignment of multiplessiéications to an object, as the
facets can address multiple classification critdéiach facet, which can be a simple
list, or a tree or a hierarchy, provides a distwety of organizing and finding the
same content. According to Pellini - Jones, fa@ts normally used when tree
structures have become too large and complex, laodndnere there is frequent use
of metadata and tags on digital documents. Hierasdiollow a top-down approach.
Instead, faceted classification is a bottom-up @ss¢ which goes from specific to
general and is content-oriented. In the libraridfi¢his approach suggests a different
way to classify conterit® According to Peter Morville: “When populating apto
down taxonomy, the central question is "where gatlthis?" but at the heart of the
bottom-up approach is the question "how do | dbsctinis?" By asking this subtly
different question, you'll wind up in a dramatigadlifferent destination*®

All these relationships can be established betwbenterms of controlled-
vocabulary tools such as thesauri or taxonomiescén also apply to the structural
relations established between records, files andsseas it will be analyzed in the

next section.

3.5.2.2 Relationships in the archival field

3.5.2.2.1 Hierarchical and non-hierarchical relatios

The specificity that may be found in the archiveld resides in the aim pursued by
classification. As previously shown, the main pwpof classification is to establish
stable relationships that contextualize recordsafwheans that provide contextual
information about records creation and use). Thugecord is classified, not

187 Arnaldo Pellini — Harry Jone&nowledge Taxonomies: A Literature ReviéMdl (Overseas
Development InstituteP011.

188 |pidem.

189 peter Morville,Bottoms up: Designing complex, adaptive systemseted Classification
New Architect (Keeping Data Leaks Under ControlgcBmber 2002.
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according to subject, but rather by why it exists, by its function rather than what
it is about'”® To be more explicit, a record is classified acawgdo where the record
comes from; what natural or legal entity produdes tecord; to what activity the
record relates; or what transaction, administrapinaeess or procedure generates the
record.

The archival literature diffusely declares that thkrary classification
techniques are focused on the content of the docunself and, for this reason, are
subject-based (content-based). Catalogues are ticattyaorganized to search and
retrieve documents. Bibliographic classificatioreine the relations between more
generic and more specific subjects, or subjects d@na semantically associated.
Nowadays, relationships between terms do not apyasent aspects of content, but
also the context or structure of information resest™ On the other hand, literature
affirms that archival classification techniques aesed on the context of records
production and, therefore, are mostly functionald/ar organic-based; thus, records
are usually organized based on the functions aratiorinistrative structure of the
records creator. In this sense, Foscarini write$ tbhontent-based indexing is not
suitable to archival material. Functional accesg has certainly the potential to
become the most powerful access point in archiassit would assist not only
retrieval, but also classification, appraisal, dedcription.*"

Subject-based or function-based classificatioregdtare used to divide and
group, in this case, records into categories. @Gt@rest now is to further understand
the type of relationships that can be establishetsvden these categories, as they
will define the structural model of the classificat tool to be used for records
management.

Relationships are based on the cognitive proceswikras analogy. Analogy
is a substantial process of knowledge by whichaibjer concepts can be compared
or related based on their similarities, that is,esyablishing analogies. This allows
the identification of general and specific commdraracteristics between these
objects or concepts. As it was seen in the previanalysis of information
organization techniques, types of analogies incthéerelationships of equivalency,

hierarchy and association. These relationshipsbksita semantic or conceptual

170 National Archives of Australid)IRKS Manual2003), Revised 2007.

1 Miquel CentellesTaxonomias para la categorizacion y la organizadiéria informacién en
sitios webgit., 2005.

172 Fiorella FoscariniFunction-based records classification systeaiis, 2009, p. 75.
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links, through which a word/concept is mentallykiad to another. These three types

of relationship can also be found in the logicaustiure of records classification

schemes, although at different levels of the scheme

* Hierarchical or subordinate relationships which form chains of

elements/concepts that are subordinated one totties!”® They are partitive
relationships between the whole and its parts, ihadbetween the levels that
identify function, activity and serié§. These relationships are mostly of two
types:

* Whole to part, in which the part, or section of something largisr
contained in the whole, or the entire entity (adtls part of the parent).
This type of relationship applies to the abstraaetegories of the
classification scheme that are equivalent to thection and activity
levels. It also applies to the transaction leval,which the series are
identified. For example, the function of ‘Financi&dministration’
involves the execution of several activities; tmeans that it is composed
of activities such as ‘Budget preparation,” ‘Incomanagement,’” ‘income
accounting,” etc. Similarly, these activities aefprmed through a series
of operations or transactions; for example, theviggt of ‘Income
management’ involves the collection of direct andiriect taxes, transfer
of capital, disposal of investments, etc. Thesesaations identify records
series, which in this case are as follows: ‘Direeotes,” ‘Indirect taxes,’
‘Transfers,” ‘Property income,’ etc. Series thesule from activities.

* Genus and specieswhich is an inclusion relationship that idensfithe
link between an object/concept and its memberdild ¢ a type of the
parent). The relationships between records seried subseries are
relations between genus and spetfefor example, the records series
‘Direct taxes’ can be divided into two subserieasdd on the type of

direct taxes collected: ‘Inheritance tax,’ ‘Incota.’

13 Rodrigo de Sales;lassificacées bibliogrdficas e classificagdes arquivisticas: diferencas
semelhangas na organiza¢do do conheciment&Scire», 22 (2016), n. 1, p. 74.

174 Javier Barbadillo AlonscApuntes de clasificacién archivisticgt., 2007, p. 20.
175 v,
Ivi.
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» Associative (non-hierarchical) relationships where the elements/concepts
are related at the same level in a hierarchicaictire. These relationships
keep some semantic links between the elements/ptai€eThe sequential
relationship is the most common type of associatation between files and
among records. It refers to the order in which ¢he® placed in terms of time
and space. It is connected to arrangement, andigsm@equential order
(alphabetic, chronological, numeric or a combinated these), without any

clear hierarchy.

* Equivalence (non-hierarchical) relationships in which records in an
aggregation are equivalent. This occurs in thoses@rganized by records
typology, in which records are essentially equakriés of contracts,
administrative circulars, etc.). It groups and osdeame type of records (with
same formal characteristics) within a file. As Iretassociative relationship,

records are related at the same level, withouahsé.

In synthesis and generally speaking, hierarchieddtionships characterize the
relations between both functions and activities] activities and transactions (thus,
abstract categories and series are connected throligie-part relations). Series and
sub-series tend to establish hierarchical genus spaties connections between
them, while non-hierarchical associative relatiopshare generally established
among files, and also between records, as welebgden classes at the same level
of the hierarchy. Non-hierarchical equivalence tretes can be also created among
records. Figure 3 illustrates these hierarchical aon-hierarchical relationships

established within a records classification scheme:

178 Rodrigo de Saleg;lassificacdes bibliogrdficas e classificacdes arquivisticas: diferencas
semelhangas na organiza¢do do conhecimentait., p. 74.
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Figure 3: Hierarchical and non-hierarchical relasbips within a records classification scheme

The whole-part relationships are normally displayedhe form of a tree or
arboreal structure. As a consequence, one cataganherently included in or is
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part of another, with the whole treated as a broadtegory. Tree structures reflect
the way we think; the mental model of our logidaihking process or reasoning.
They are powerful in displaying cause-effect relaships; this is why literature says
that hierarchies are or must be predictable (sto asiplement inference along the
visual hierarchy in order to help users in themssification/filing and retrieval
tasks).

The hierarchical partitive relationship well appli®® corporate bodies, where
administrative units, except the one at the higHesel of the hierarchy, are
subordinate to others within the organization. Thigrarchical organizational
structure ensures command and control of the argdan. Its layout consists of
multiple entities that descend into the base oftthe. Hierarchical organizational
structures were the base to build the so-calledrocgelassification systems, which
traditionally were perceived as the only valid systto organize records and
archives, as it reflected the original and natstaicture of the institutiorHowever,
the organic classification system entails severshdbantages due to its rigidity.
When applied to current organizations, which magngje structure, configurations
and names quickly, classification schemes neee tmwhstantly revised.

An alternative method of classification, the funotl one, was promoted
along the 20th century. Although the functions af @ganization are subject to
change, they do so less frequently than the adtratiige organization, providing a
safer ground on which to keep stable classificatgiructures. Schellenberg
considered that records should be classified aguprid function, as they are the
result of function and are used in relation to tiorc But, like earlier writers, he
assumed a close relationship between organizatistmatture and function. He
affirmed that the organization that is given toagency is usually determined by the
purposes or functions it is designed to accomplishother words, functional
classification follows an entity's organizationalinds:’”” Function-based
classification is also displayed as a hierarchstalcture following whole-part, part-
whole relations. As Hurley writes: “Functions aldall into categories and
hierarchies. Any functional expression can be bmoklewn into more specific

7 stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 47.
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aspects or drawn together with closely related tions to form a larger "generic"
unit.”*®

But, as it has been explained, hierarchy is nobtiig type of relation used in
records classification/filing. Systematic displafygee structures) mix hierarchical
and associative relations, although at differem¢le of the tree. The archival theory
has traditionally advocated for the use of this rimghierarchical structure, which
offers a well-understood and highly stable basis tfee association of related
records. Yet, by the end of the 20th century, sdvauthors had questioned the
traditional hierarchical records classificationtsys used for records management,

as will be analyzed in the next section.

3.5.2.2.2 Other structural models
Bearman and Little (1985) once wrote about the wesak of the mono-hierarchical
structures in modern organizations, in which comipfeand dynamism are not
within the scope of superior/subordinate relatigpsh(in the classical view of
organizations, a bureaucratic unit is directly sdbtate to no more than one higher
unit). Instead, structure, processes and activifemodern organizations are better
understood through poly-hierarchical structuraktiehships and non-hierarchical
relationships (as “some of the most important retet are not hierarchical at alPy.
These multiple relations can be established thraugbmplex networking model. In
1996, Bearman proposed that logical relationshigisvéen electronic records be
documented at the item level through metadata. H¢evthat physical aggregations
are not necessary, and not desirable for electraggords. “It will be both more
efficient and less expensive to control and desarzords at the item level from the
moment of their creation than it is to try to caroyer into the electronic
environment the methods of the paper woH8l. Therefore, he proposes a network
model of multiple relations obtained through metadeategorization at the item
level.

Bearman’s theories find many concordances with étsl When Hurley

analyzes relationships in records, he distinguisle#®een logical hierarchies (used

178 Chris Hurley,What, If Anything, Is A Function®Archives & Manuscripts», 21 (1993), n. 2, p.
211.

9 David A. Bearman — Richard H. Lytl&he Power of the Principle of Provenance,
«Archivaria», 21 (1985-1986), p. 19.

180 pavid A. Bearmanitem Level Control and Electronic Recordkeepicfyichives & Museum
Informatics», 10 (1996), n. 3.
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by the bibliographer and taxonomist) and the cagaitt approach to hierarchy in
recordkeeping. He believes that a taxonomic stracis a true hierarchy: it is
logical; it is timeless. Each subordinate entity&t of a higher entity, and cannot
be assigned elsewhere. In contrast, the taxonoafiescordkeeping are not truly
hierarchical. The relationships are not logicagytlare contingent, which means that
they are unpredictable, dependent on or conditiohgdmany circumstances.
Moreover, they are time-bound. This happens becaesardkeeping taxonomies
cannot predict what is yet to happen, as recordkgdapvolves documenting what
actually happened (instead of what should have dragq). Furthermore, “the
relationships an entity has at the time it is usedy be different from the
relationships it had when it was created and baiktrhe documented? It follows
that a relationship is never implicit in an atttidduas a consequence “anything can
be related to anything else and usually'is.”

Hurley continues by saying that true taxonomies wmed in recordkeeping,
and this error lies in assuming that a recordkegpiararchy can be dealt with using
the tools and concepts of information managemehicfwfocus on discovery) rather
than recordkeeping (which emphasize evidence). PPapeordkeeping relates
records in sequences, based on business processetblish relationships between
records and, therefore, to provide evidential valBet business classification
schemes are usually developed and applied usinggldgxonomies, not contingent
ones. The problem this creates is that, in mod&atrenic records management
systems, folder structures do not make and keepstobvidential sequences in
records. Records need to be connected with othssrde through contingent
sequences, as electronic records belong to mone ¢tme series or sequence
(simultaneously, not just in succession). This espe linked to the concept of
multiple provenances proposed by Scott to solveptioblem of changing records
ownership through tim&® For Hurley, “neither the records nor their provecaare

iz: Chris Hurley Relationships in RecorgdMonash University 2001-2004, p. 11.
Ivi, p. 40.

18 Terry Cook writes how Scott also considered thia traditional archival assumption of a one-
to-one relationship between the record and itsticrg@administration was no longer valid. He also
demonstrated clearly that administrations themselere no longer mono-hierarchical in structure
or function, but ever-changing, complex dynamisassywere their record-keeping systems. He
therefore developed the Australian series systeprmoagh as a means for describing multiple
interrelationships between numerous creators, anterous series of records, wherever they may be
on the continuum of records administration: in dffiice(s) of creation, in the office of current
control, or in the archives ... In effect, Scott Inasved archival description from static cataloguing
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related logically.” For this reason, a classification structure based pre-
determined logical relations is inefficient.

According to Hurley, multiple relationships havesal existed in paper
recordkeeping processes, where a selected, exelasly imposed view was applied
to the myriad evidential sequences left by busingssisactions. Currently,
electronic recordkeeping enables the preservafiomooe of these sequences. In this
sense, Hurley rethinks the distinction between ndiceeping processes and business
processes. The basis of records serialization/seqg is not the recordkeeping
process. In reality the recordkeeping process tepres the business process, giving
form to relationships between the documentary westrof a business process. In
electronic records management, “automated busimexesses have the potential -
not yet fully realised - to document relationshijgtween objects/documents so the
need for separate recordkeeping processes will fadey.”® Automated
mechanisms and methods to establish context amddsecelationships in object-
oriented systems through metad&tare the materialization of Hurley’s theories. He
also pays particular attention to terminologicalntcol for naming business
functions/entities, which makes the use of suppgrthesauri of terms a means of
classification and, extensively, of recordkeepifignerefore, automated records
metadata categorization with the support of col@dolocabularies is considered by
Hurley the basis for electronic records management.

Similarly, Shepherd and Yeo think that classifieatican be enhanced
exploiting the functionality of computers; that Iy avoiding the arrangement of
records in folders. More flexible and faceted dfesstion can be obtained through
the use of contextual metadata from an authorigylisting the various functional
levels of an entity. In this way, “any aggregatedard of a particular process or
activity can be assembled on demand in response user’'s search. The record

to a dynamic system of multiple interrelationshipgserry Cook,What is Past is Prologue: A History
of Archival Ideas Since 1898, and the Future PagadiShift «Archivaria», 43 (Spring 1997), p. 38-
39.

184 Chris Hurley Relationships in RecordMonash University 2001-2004, p. 11.

185 vi, p. 40.

18 HERO (Hurley’s Enduring Recordkeeping Object) fiimus within a system as the validation
or source entity/object for some recordkeeping degta It is based on the results of the SPIRT
Recordkeeping Metadata Project
(http://www.infotech.monash.edu.au/research/graopgfprojects/spirt/about.html) and assumes an
object-oriented technological environment of thedkpresaged by David Bearman (BEARMEOSs:
Bearman’s metadata-encapsulated-objects. (Access8d/01/2017).
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series becomes virtual, as it is derived purelynfroetadata applied at item levél.”
Therefore, thesauri, authority files, and othertoaled vocabularies are considered
classification systems or indexes. In Shepherd¥auals opinion, they simplify the
process of records categorization, allowing recardstiple relations and random
aggregations, depending on the faceted search.

More recent contributions in the Spanish contex along the same line.
Delgado Gomez believes that mono-hierarchical ifleasson schemes reduce the
possibility of polysemous relations. Inspired byrldy's ideas, he understands
classification as the activity that brings intetlesdl order to records systems,
independently of the physical record aspect indilggal world. Classification is not
placing records into electronic boxes or folderstHe words of Delgado Gémez,
few things have done as much harm to electroniordscmanagement systems as
the illustrative and false image of a virtual faldiem which the also virtual records
are saved®® Classification does not consist of putting thingghin others, but of
establishing multiple relationships between thdsegs. This model seems to make
more sense in electronic systems, and can be eagigrted to analogue records.
Delgado Gomez proposes a classification system lhghwactivities, records and
records creators are classified simultaneously fobfferent points of view. This
eliminates the limitations of a hierarchical recrdlassification scheme, and
satisfies both information retrieval and the needensure that records remain the
authentic evidence of activities by providing ami@med context. Three instruments
are needed to accomplish this: a thesaurus of it a thesaurus of agents
(records creators), and a thesaurus of series.fdiional records classification
scheme is substituted by a thesaurus of functisch establishes relationships
(hierarchical, sequential, of ownership, etc.) ks functions and activities. This
allows that a record to be simultaneously relatednultiple activities. The other
tools that are needed to link records to classeslara thesaurus of agents, that

defines which creator unit has generated the rscorda given period; and 2) a

187 Elizabeth Shepherd - Geoffrey Yedanaging Records. A Handbook of Principles and
Practice,London, Facet Publishing, 2003, p. 96. QuotatiomfrFiorella Foscarink-unction-based
records classification systems. An exploratory gtoidrecords management practices in Central
Banks cit., 2009, p. 57.

188 Alejandro Delgado GémeSistemas de clasificacion en multiples dimensiones:
la experiencia del Archivo Municipal de CartagesiBabula» (Innovar o morir: Entorno a la
clasificacién), n. 13, 2010, p. 128.
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thesaurus of series, which allows records to beggd according to the criterion of
sharing an activity with other like records.

Serra also thinks that classification is, at thel,eassigning metadata to
records. He says that a hierarchy is composed gferdtent or inclusive
relationships. However, the functions, activitiesl grocesses of an organization do
not only maintain dependent relationships. Theynoamlways be represented by a
mono-hierarchical structure (a process, for examga@ belong to more than one
function). Instead, a structure shaped as a mapamfesses multiplies the number
and types of relationships that can be maintairetd/éden functions, activities and
processes. Thus, a process can relate to otheegses by continuity (antecedent
and consequent processes), by participating isdhge activity (even if the types of
processes are different: sub-processes or tramgvergcesses) or by the activity
content (the subject or who the addressee of thienacs). For this reason, the
hierarchical structure of functions and activitiescessary to identify the series is
replaced by a map of processes, which extrapoldesseries into a relational
perspective. That is, there is no classificatidmesee as traditionally understood, but
the series are derived directly from the map ofcesses, and in this way, they
inherit the hierarchical and transversal relatignsiof the map. Therefore, the focus
Is the construction of a records series map astthietural element for the definition
and implementation of policies within records masragnt systems. Series are
identified through attributes and relationshipschsuas the process or family of
processes to which they belong and the actor artggecords creators) involved in
the process. In addition, to each records seriasssciated a retention period, access
privileges, etc® Obviously, this solution can be applied in reaftiin which
proceduralized activities or processes are availabl

Further contribution on the poly-hierarchical andcdted classification
techniques is made by Barbadil?é.He thinks that these methods have not been
applied, in a strict way, to the archival field die the complexity of the
administrative organizations and functions. Onlygame cases are a small auxiliary
number of facets used to establish uniform pangiamong all classes [This is the
case, for example, of the common index proposeBdy-elice or the uniform and

189 Jordi Serra SerraJna interpretacion metodoldgica de la norma 1ISO8%para la
implantacion de un sistema de gestion de documgntdsrnadas Ibéricas de Arquivos Municipais:
Politicas, Sistemas e Instrumentdsa 5 de junho de 2013, Universidade Lus6fona; .

19 javier Barbadillo AlonscApuntes de clasificacién archivisticgt., 2007, p. 21-25.
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specific subdivisions introduced by Roberge, aswill be explained later].
Barbadillo points out that the limitation posedrgno-hierarchical systems, where
an archival unit can only belong to a series, camobercome to some extent by
developing poly-hierarchical systems, which usealparclassification schemes. For
example, it is possible to construct separate fanat and organic schemes to
classify the same series from different viewpoifise use of various classification
structures (with several facets or categoriespmaraon in other disciplines, as they
multiply the access points. Barbadillo mentions ¢hessification scheme proposed
by Paez Garcia for the archives of the Regionale@uowent of Andalucia, in which
there is a combination of organic and functionalords classification schemes,
whose codes are juxtaposed according to the infiwmeetrieval need¥*

Another approach to classification, the “big butlsttategy, is mentioned by
Susan Hart when she describes the concept of ecolaksification in the
Encyclopedia of Archival Science (2015). Hart defiribig buckets” as “the concept
of using a few or several categories to cover gelgroup of records that share a
retention schedule and some other features, asternadive to assigning multiple
specific classification codes$?” This strategy simplifies records retention scheslul
by consolidating record types related to the saosnless function or process, and
with similar retention requirements, into biggetergion buckets or records series.
With fewer buckets resulting in fewer retention ices, users and auto-
categorization tools are more likely to classifyjonrmation consistently. In fact,
Miller affirms that big buckets increase the clésation accuracy of machine-
driven classification software. This auto-classifion capability enables the
software to read the content of a target e-mailocmument, understand the subject of
the document, then classify it by selecting themgbn category that most closely
matches the document subject. All this happensowttiany involvement from the

user:®

191 Mateo Antonio Paez Garcia, Bladro de clasificacién integrado: normalizacion lde
clasificacion archivisticaxRevista PH», 47 (2004), p. 084-095.

192 susan HartEntry: Records Classificatiorin Encyclopedia of Archival Sciencedited by
Luciana Duranti and Patricia C. Franks, United &tatf America, Rowman & Littlefield, 2015, p.
332.

193 Bruce Miller, Strategies for Improving Electronic Recordkeepimgférmance <xARMA
International’s Hottopic» (Trimming your Bucket Lig\n Approach for Increasing Retention
Compliance) (Supplement to The Information Managg&ndeurnal), 2008, p. 9.
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Montafia identifies the potential pros and consigfdocket retention schedule
categories. Large buckets may mean long retentoiogs because the entire bucket
gets the longest retention period applicable to single record within it; it also
means larger volumes of records and data to mamdgeh increases the difficulty
of finding records, and therefore creates the némd other retrieval tools.
Consequently, there is a misperception about usim¢uckets to help organizations
avoid the need for granular classification. Accogdto Montafa, “Organizations
using big buckets don’t avoid that, they simply ilcsomeplace other than the
retention schedule. If they don’t, they can't l&cdheir records when they need
them.”** He adds that smaller buckets reduce retentiomg®rbut this comes at the
cost of additional complexity and length for théergion schedule. There are also
potentially more errors in classification becausers have more choices to make
when classifying a record. Montafia remarks that ligkets are not the best
solution for every situation. “Many organizationglwecide that for at least some of
their records, big buckets will not yield accep&at#sults, and big buckets will yield
to small buckets or a mixture of big and small kaisk***

Hart affirms that big buckets are mostly approgri&r low-value records
(non-official business records) that do not docunsgmnificant actions or decisions,
but are needed for reference purposes for a fewthmarr years (such as, working
records and records of ephemeral content). Mostiké-correspondence, project
documentation and reference materials would bébédidor these big buckets, if the
buckets are keyword searchable. However, big baatatnot obviate the needs for
more detailed management and retrieval tools and fanction-based classification
system that places these records in the contexhef creation, showing their
relationship to other records and to electroni¢esys and the data they cont&h.

These new approaches to records classificationdaeussed by several
authors. For example, the multidimensional approacd the use of a non-
hierarchical, faceted classification, mostly adwedaby authors of the Anglo-Saxon

archival community, is seen as questionable by iasth from the European

194 John Montafia,.egal Implications for Using Big BucketsARMA International’s Hottopic»
(Trimming your Bucket List: An Approach for Incréag Retention Compliance) (Supplement to
The Information Management Journal), 2008, p. 14.

195 vi, p. 15.

1% sysan HartEntry: Records Classificatigrin Encyclopedia of Archival Scienceit., 2015, p.
332.
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tradition, especially among ltalians. Fiorella Farsai, in her doctoral dissertation
on function-based records classification systersserds that this approach exposes
to serious risk one of the fundamental recordsattaristics, which is the necessary
and determined nature of their relationships. Tieateon of virtual files on demand,
based on contingent requirements, introduces wineraccidental and artificial
relationships that should not replace the fixed stable arrangements (to be
maintained stably) that provide evidence of the wagords have originally
accumulated in the course of busin&s$.odolini also remarks that a stable (and
unique) relationship between the record and thetfom or activity performed is
needed in order to know which records were usedcdoy out a specific
administrative process and in which order recorésewproduced or acquired by
those responsible for the procé$s.

Maria Guercio reflects about the characteristicseabrds relationships, and
mentions Giorgio Cencetti’'s theories about the i@athbond, its necessity and
stability. Records and their reciprocal relatiopshare persistent and determined in
time and space. From this assumption, two esserdg@rds characteristics are
derived: impartiality and authenticityhe impartiality of records is linked “to the
fact that they are not accumulated in an extemmanas manner, but as essential
instruments of practical activities and for purposéarrangement and use.” Records
authenticity is connected to the “real need fof-detumentation of the creator,”
who organizes records to guarantee their religbilitherefore, stable records
relationships are considered necessary to guardhée@rchives impartiality and
authenticity**

Furthermore, Maria Guercio expresses perplexity aoticerns on the
exclusive use of thesauri (albeit referred to fior and activities) for classification
purposes. She regards thesauri as an insufficiehival tool, since it lacks an
essential functionality that is the capacity of amigzing records based on stable
relationships. The thesauri provide valuable sohsifor the quality of access and

search methods, but they should not be used ire pad¢he instruments aimed at

7 Fiorella FoscariniFunction-based records classification systeaiis, 2009, p. 227.

198 Elio Lodolini, Prefazionejn | calzini del Principe Carlo: Titulus 97, | titolaper gli archivi
delle universita italiane in vigore dal 1° genn&007, Gruppo di lavoro nazionale sui titolari delle
universita (Ed.), cit., 2007.

199 Maria GuercioPrinciples, Methods, and Instruments for the CremtiPreservation, and Use
of Archival Records in the Digital Environmenptt., 2001, p. 250.
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ensuring a systematic and orderly records sedirtientprocess, consistent with the
tasks entrusted to the institution and with the kitows followed, unless it is
decided not to qualify the specificity of archiwalurces in terms of provenance and
context at the same stage of their creation. thisugh a classification that guides
the production of files and series that an action effective control and
simplification can be exercised, while the usehafstiuri to manage the richness and
flexibility of the documentary information makesathtthe task of managing records
and flows exclusively relies on the end-user (teespn in charge of the individual
administrative process), without even the certaofty rational and shared creation
of files linked to the individual affairs. In thiscene, fragmentation and self-
referential definition of the connections betweertards are unavoidable and
involve the loss of a common vision of the archivganizatiorf®

Susan Hart also questions the solution of abandodlassification and the
creation of files in favour of an exclusively rel@ on records metadata. Records
maintained without the context of a file or semah lose the original purpose of the
record and the relationship it had to other recardsted for that purpose. “Thus the
document is reduced to data with much of its meparost forever.™ These
aggregations of records created using metadatanestly have a reference purpose.

Summarizing, there is a dichotomy between tradsti@nd new technical and
technological solutions applied to establishingords relationships. Traditions
propose to organize records through hierarchicassification structures. This is
also reflected in international standards and $ipations for records management,
such as the ISO 15489, which describes the pradfesisboration of a hierarchical
classification scheme. More recent internationatiglines and specifications have
started to introduce new approaches to classifisatiwithout renouncing to
hierarchical structures. Moreq2010 uses the tiawhli hierarchical classification
model, but also mentions other types of classificatsuch as the Keyword AAA, a
thesaurus with a poly-hierarchical functional cifisation structure??

20 Maria Guerciola classificazione nell’'organizzazione dei sistéimiumentari digitali:
criticita e nuove prospettiveit., 2016, p. 4-5

21 sysan HarteEntry: Records Classificatigrin Encyclopedia of Archival Scienceit., 2015, p.
332.

22 The recent and updated version of ISO 15489-1:2041@s that business classification
schemes may be hierarchical or relational. [Howetes expression is not very clear, as relational
classification does not exclude hierarchy. Hiergrisha type of relation].
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With the digital revolution, the proliferation ofleetronic records and the
advancement of the communication technologies egpdid content management,
the need for classification, as well as classiifiwasystems and methods, have been
questioned in the archival field. Despite this etoih and new solutions offered by
current information management systems, classificais still considered an
essential archival function in the digital envircemb, as electronic records (like
analogue records) need to be organized accordiagrodel structure that provides
the basis for records relations and contextuabmatihe issue mainly falls on the
classification methods and tools to be adoptedfeRifit examples have been
presented in this section, from the traditional emaktly accepted functional records
classification scheme based on a mono-hierarckicatture (in which associative,
non-hierarchical relationships are also contemg)atéo more recent systems in
which poly-hierarchical, faceted or network struets provide many-to-many
relationships to records (these structures prieil@gsociative relationships, even
though hierarchical relations may also exist). hese last cases, tools such as
thesauri of functions, agents, types of recordseseetc., or rules for establishing
types of relations, are used to categorize andigeometadata (attributes) that
connect records with information describing thead surrounding their creation
and use.

To conclude, it is possible to affirm that hieracah relationships are
necessary, as well as associative relationshipsam&hival system includes both,
hierarchies in which records series are part ohtieo categories, and associative
relationships in which the semantic connectionsvbeh archival units and records
series are enriched, increasing the perspectiveésaa@nues of access. Records are
generated by specific activities, to which theyutdoe necessarily linked. There is
always a predominant classification category(-tesywhich the record belong. This
categorization should follow an identifiable modstucture that provides stable
relationships, as the main scope of classificat®omo guarantee evidence of the
records that were used to carry out specific adstrative processes. Even if records
have more than one parent, further connections tie@roseries, activities and
functions are additional features that may be déstaddl by the same users when
classifying or by the same system through searches.
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3.5.3. Types of records classification systems

After analyzing the types of relationships that banestablished between records, it
is convenient to start studying the classificatariteria that the archival field has
adopted to group records. Several types of recdessification systems have been
implemented through the centuries. Analyzing theteays used since the late
modern period, it may be observed that in the hedt of the 19th century, archival
records were mostly classified according to theenati subject-based criteria
inspired by the library field, which in turn werefluenced by the Enlightenment
movement (and the Encyclopaedia, a Systematic ddiaty of the Sciences, Arts,
and Crafts). In the second half of the 19th centanganic-based classification
prevailed and, along the 20th century, it startedcoexist with the functional
approach. They both interacted, in such a way t¢hganic and functional criteria
were indistinctly used to elaborate classificasohemes.

Though the functional approach was strongly prochatiece the 1990s, the
idea that records should be classified accordingpusiness functions has been
described by writers and practitioners of archiaed records management for over
one century. In particular, several archivists hasrgnificantly theorized and
recognized function as an important characterigticecords. These were, in the
United Kingdom, Sir Hilary Jenkinson and in the USWargaret Cross Norton and
Theodore Schellenberg. However, all appeared tosiden that organizational
structure and business functions were coinci®@ince the 1980s, there have been
significant efforts to develop classification syatebased on the records functional
nature, as in the case of Raffaelle De Felice, déeeloped in Italy a systematic
classification of competences to distinguish araholassification from other types
of classification, adopted by other disciplinestsas the library and information
science. De Felice also identified competence watiganizational structure
(“competenza-ufficio”¥** proposing a system in which functional and stradtu
elements coexist. In the 1980s too, Michel Robeggehivist from the Canadian
francophone province of Quebec, developed a uralepurely functional
classification system based on the functional amlpf administrative records,

23 styart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 37-38.

2044 a competenza primaria (che & anche competerfiza)f...] I'organo o ufficio
aministrativo [...].” Raffaele De Felic&,/archivio contemporaneo. Titolario e classifican®
sistematica di competenza nei moderni archivi autire privati,cit., 1988, p. 42.
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regardless of the organizational structures crgatime record$” More recent
archival theories consider that purely functioraksification does not work well, as
it is a too abstract approach, unable to captieemiys in which work is carried out
in offices, mostly because not all activities behas a structured and repetitive
process. As Fiorella Foscarini points out, theeetarman areas of knowledge, such
as academic research, teaching, or artistic peginca, which have the characteristic
of being creative and unpredictable, so the relewativities do not follow any
preset linear or cyclic sequence of st&ps.

Although the functional approach to records classiiion is greatly promoted,
it is not clear that it is universally acceptedr Egample, the standard published by
ARMA International®” for the implementation of alphabetic, numeric autject
filing systems provides functional classificatiofStructured Functional Filing
Systems) as a variant of classifications by subjétibject Filing System
Arrangements) and only as one possibility amonegrsff

In conclusion, functional classification is gengraproposed by archival
theory as the principal means of managing recortisvever, its application is
inhomogeneous and uneven everywhere for severabmea 1) the concept of
function is not thoroughly understood by practigosf® nor are the nature and
purpose of classification consistently stated tghmut the literaturé? 2) other
concepts, commonly used together with functionrdsr@ to establish classification
levels or divisions, such as competence, activagtion, transaction, process,
procedure, etc., are similarly not uniformly definethus, they are used
interchangeably, creating incoherence or inconst#s in classification schemes;

3) the lack of empirical studies on how all theksments interrelate, especially how

295 Angel Montejo Uriol,La clasificacién de fondos archivisticos adminisitras cit., p. 55.

208 Fiorella FoscariniLa clasificacién de documentos basada en funcionesparacion de la
teoria y la practicagTabula» (Innovar o morir: Entorno a la clasifiéagi, n. 13, 2010, p. 42.

27 ANSI/ARMA 12-2005 - Establishing Alphabetic, Numeric and Subject Filing Systems,
ARMA International, Lenexa, KS: ARMA Internation@005. [Standard for Records and
Information Management, approved as American Nati&tandards Institute (ANSI) standard, 25
January 2005].

28 javier Barbadillo AlonsoClasificaciones y relaciones funcionales de losuioentos de
archivg, «Tabula» (Innovar o morir: Entorno a la clasifigem), 2010, n. 13, p. 95.

29| this sense, Hurley (1993) writes “How we guigers (who express their needs in subject
terms) to records analysed and described functipizah problem which will have to be solved once
we know what a function is.” He also recognized:tHa the literature of descriptive practice,
functions are routinely nominated as importantgodlet [...] little has been written about the scienc
or methodology of function analysis.” Chris Hurl&hat, If Anything, Is A FunctionArchives &
Manuscripts», 21 (1993), n. 2, p. 210.

#%Fiorella FoscariniFunction-based records classification systeais, 2009, p. 103.
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functions (activities) and competences (officespudth be connected within a
classification scheme; 4) all these aspects cawsalbsence of clear guidance on

how to design, implement and maintain a functiosdoiclassification scheme.

After this brief introduction to classification ¢ges, a more detailed analysis

of their principles and criteria is made.

3.5.3.1 Organic classification

The organic approach to classification encompasisas the series are grouped
according to the different administrative divisiamsorganizational structure of the
entity that produce them, reproducing their deparis, sections and hierarchical
structure, from the basic administrative unitsh® wider divisions™*

Schellenberg presents the organization of an ag@scyn element to be
considered in classifying records. Anyhow, he thkinkhat, even if the
“organizational structure provides the basis fojangroupings of records,” it is
“advisable only in governments whose organizat®istable, and whose functions
and administrative processes are well-defin&dAt the time of Schellenberg, the
organizational structure and functions of an agemeke used interchangeably. The
perception was that, as the organization of an@gesas determined by the function
it was assigned, organization frequently correspdrtd function.

Even in current days, when a function is carrietlliyuone unit or department
in an agency, the boundaries among function andctstre are “so blurred that
making a distinction for the purpose of describongy the function, ‘abstractly,’
will almost be impossible?® Anyhow, organic classification schemes encounter
great difficulties to present the organizationaliatons of an institution. The use of
several organic classification schemes accordintpése variations does not seem
advisable™ Therefore, to ensure stable classification andctheinuity of archival
series despite frequent changes in offices, artlivery recommends to elaborate

2 "Clasificacién organica: aquella en la que las ses@éeagrupan de acuerdo con las diferentes
divisiones administrativas o la estructura orgadieda entidad que las producen, reproduciendo sus
departamentos, secciones, unidades... y su estiyetarquica, desde las unidades administrativas
béasicas hasta las divisiones mas amplias.” Jos@R&ruz MundetDiccionario de Archivistica
cit., 2011, p. 113.

212 Theodore Roosevelt Schellenbevpdern Archives: Principles and Techniqué856),

Reprint; 2003, cit., p. 59.
13 Fiorella FoscariniFunction-based records classification systeaiis, 2009, p. 31.
214 Javier Barbadillo AlonscApuntes de clasificacién archivisticgt., 2007, p. 26.
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classification schemes based on the functions efitistitution, and not on its

organizational structure.

3.5.3.2 Functional classification

The functional classification system is definednbyans of the functions assigned to
an institution. The archival theory states thatuations are more permanent than
organizational structures, they allow building chleaand solid records classification
schemes.

According to Schellenberg, function should be tak#no consideration when
developing a classification scheme for public rdsorThe broadest or primary
classes are based on the major functions of ancggtre secondary classes on the
activities; and the most detailed classes on tditses pertaining to persons,
corporate bodies, places or topics. The latter Ishoarrespond to individual file
units, or aggregates of file units. Tertiary clasbetween the secondary classes and
the individual file units can be created, if ne@e@gsto group the file units in relation
to areas, classes of persons, #&tc.

Schellenberg has been the inspiration of many sulese¢ theorists and
practitioners. In fact, similar considerations arade by Cruz Mundet, who defines
functional classification as the one in which thengents that are taken into account
to classify records are the functions of the entitg follows a bottom-up approach
to identify the elements of a hierarchical or pyidahrecords classification scheme.
Starting by identifying the processes or procedtines originate records, these are
grouped in series, which are gathered in turn ufeader classes that cover all
activities related to the same function. Finallgege functions are grouped into
broader classes, derived from the lines of actioth® entity. Therefore, the major
or broader classes are based on actions, the segonlkhsses are based on the
functions, and the elementary classes or documestares include files and other
records aggregations which are the result of eamteps’®

In these two descriptions of functional classificat the criteria that should be
taken into consideration to group records are wfidy proposed. While

Schellenberg states that the primary classes &ablisbed on the basis of the major

> Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqu&956),
Reprint; 2003, cit., p. 59.
1% 3osé Ramon Cruz Mund@&iccionario de Archivisticacit., 2011, p. 113.

92



functions of an agency, the secondary classesebahis of activities, and the most
detailed classes are established in relation ts#éietions, Cruz Mundet states that
the primary classes are based on actions, the dagoalasses on the functions, and
the elementary classes on the activities and psesesThe apparent lack of
coherence in these two propositions may not beidered a problem, if the levels
of subdivision are established in a consistent raanAnyhow, the main issue
resides on how to define, identify and differemgtittiese different conceptual criteria
(actions, functions, activities, transactions, psses, procedures, etc.) to establish
the classification partitions, as the archival camity often makes an imprecise use
of them.

De Felice (1988) proposes a systematic classifiodiy competence, which is
defined as the powers, duties, faculties and taskeusted to a natural or legal
person. The classification by competence is dewelajhrough the division of a
primary competence into smaller conceptual partgtiap to the lowest subdivision,
in which files (thus, business/transactions, “dffar Italian) are located. Partitions
(classes, subclasses, categories, subcategooggediect the specific differences of
a common characteristic, which is taken as a dixai basis*

Even if a functional approach to classificationnislely accepted, neither the
concept of function nor how to analyze what an oizgtion does is thoroughly
explained in the archival theory. The design, immatation and maintenance of a
functional classification scheme lack a sharedestdblished methodolog¥.In this
way, the construction of functional records clasaifon schemes presents more
difficulties than the development of organic onesd as more vulnerable to

subjective criteria.

3.5.3.3 Organic functional classification
The organic-functional approach is a hybrid systemwhich both criteria,
organizational and functional, are used to clasesfyords. Schellenberg mentions

that “records may also be grouped on both an orgéional and a functional basis

27 Raffaele De Felicd, archivio contemporaneo. Titolario e classificaz®sistematica di
competenza nei moderni archivi correnti e privatt,, 1988, p. 29.

28 Fiorella Foscarinil.a clasificacion de documentos basada en funcioo@siparacion de la
teoria y la préacticagit., 2010, p. 54.
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by their division into series®® In general, in organic-functional classification
schemes, primary classes are defined by functiang, secondary classes by
bodies?®® Cruz Mundet gives the example of the French Cemtdministration,
whose classification system was divided into thteeels: the first level was
functional, the second comprised the large admatise structures and directions,
and the third reflected the administrative subdivis of the previous structures up
to the offices?

Criticisms to this hybrid system argue that it dowt follow a fixed and
uniform criterion, that is, a clear connection be#w classification levels and
classification criteria. So, when the organic crétefail, the functional ones are

applied, and vice vers&.

3.5.3.4 Subject-based classification

Schellenberg advocates for a classification basedrganizational and functional
criteria. Nevertheless, exceptions to this rule lsamqmade if certain types of records
do not “entail positive governmental action,” ande aused for reference or
information. These can be classified in relatiorthte topics they refer to and can
therefore follow a subject classification. Schetlerg remarks that the classification
of these records should be established pragmatieajposteriori “as experience
attests to their need,” and not be forced intoes@rschem®?

This classification criterion complies better withe library field. “File
headings that are derived from a purely logicallyais of the topics comprising a
field of human knowledge are comparable to thoskeumwhich library materials are
classified.” This system is not easily adapted to archival ingksl as records are

classified based on their transactional provenalmcéact, since the second half of

9 Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqu&956),
Reprint; 2003, cit., p. 60.

220 césar Martin GavilarRrincipios generales de organizacién de fondos aisticos.
Clasificacion y ordenacion de documentos. Cuadmsldsificacion2009, p. 7.

221 josé Ramon Cruz MundeManual de ArchivisticaMadrid, Fundacion German Sanchez
Ruipérez, 1999, p. 247.

“22 Mateo Antonio P4ez Garcia, Bladro de clasificacion integrado: normalizacion lde
clasificacion archivisticagit., 2004, p. 084-095.

22 Theodore Roosevelt Schellenbevtndern Archives: Principles and Techniqu&956),
Reprint; 2003, cit., p. 62.

224 1vi, p. 61.
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the 19th century the archival theory does not renemd the use of this
classification approach.

3.6 Elements of a records classification and filingcheme

3.6.1 Definitions

According to Schellenberg, the functional sequesfcany organization is composed
of several elements: the competences assigned @aoganization, and the functions
developed by its bodies, which are materializedugh activities and transactiofis.
Similarly, Heredia Herrera proposes the followirgjsence of elements to be taken
into account in records classification: competerc@unction - activity/process -
action/transaction (Figure #5.

Competence

Function

Activity / Process

Action / Transaction

Figure 4: Chain of elements of a records clasgificascheme following Heredia Herrera’s proposal

This sequence of elements is generally considetezhwdefining the structure of a
records classification scheme. Functions/actividiermine the structure of classes.
Actions and transactions define the file units vehercords are filed.

Before starting to analyze the different authorat thave theorized on how
these elements interrelate for constructing recolassification schemes, definitions
of the aforementioned elements are given to batiderstand the way in which this
sequence may be formed.

225 José Ramon Cruz Mund@&jccionario de Archivisticacit., 2011, p. 65.
228 Antonia Heredia Herrerdenguaje y vocabulatio archivisticos: algo mas gualiccionariq
cit., 2011, p. 72.
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Competence

Competence is defined as the powers, respongBilitir assignments entrusted in an
exclusive way to a public body to resolve issuasceming a particular matt&f.In
this sense, competence is understood as the sulpjéetd of action assigned to an
entity.

In the same line, De Felice defines competence has powers, duties,
functions, obligations, etc., that any public bodyercises under a legal and
regulatory framework?® In De Felice’s view, competence is the fundamental
element on which records classification is basednzB Doria believes that
competence corresponds to the function performea defined time period by an
office, a section or unit of an organization. Faample, the function of student
registration is the competence of the Studentstédaat in a University. Therefore,
while function is an abstract and logical elemeatnpetence is a concrete aspect,
which corresponds to how a records creator is azgdrthrough setting up offices
and resources to fulfil the job functions. In tlgense, Penzo Doria argues De
Felice’s systematic classification based on compmete as he believes that this
system binds records classification to the orgdinizal structure of an entity, and
not exclusively to function¥? As remarked by Foscarini, functional (sphere of
activities) and structural elements (office or wndual) coexist in De Felice’s
system by competenég.

In synthesis, competence may be defined as the fuaction(s), sphere of
action(s) or subject area(s) assigned to an orgaoiz They are ascribed to one (or
more) office(s), as a structure made of human aatemal resources is needed to
materialize and formalize the functions/activitidgat the organization needs to

perform.

#27T«Competencia: Atribuciones encomendadas en carégtdusivo a un organismo de la
Administracién para resolver los asuntos refereatesa determinada materia.” Subdireccion
General de Archivos Estatalddiccionario de Terminologia Archivistic22 ed., Madrid, 1995.

228«Competenza: & I'insieme delle potestd, dei dowsile funzioni, degli obblighi ecc, che ogni

organismo pubblico esercita nell'ambito della legggei regolamenti. Rappresenta I'elemento
fondamentale sul quale si basa la classificazi@tia documentazione archivistica.” Raffaele De
Felice,L’archivio contemporaneo. Titolario e classificar®sistematica di competenza nei moderni
archivi correnti e privaticit., 1988, p. 97.

22 Gianni Penzo Dorid,a linea dell'arco. Criteri per la redazione deidiari di classificazionge
cit., 2001, p. 42.
%0 Fiorella FoscariniFunction-based records classification systeais, 2009, p. 27.
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Function

Schellenberg defines function as “all the respdhis#s assigned to an agency to
accomplish the broad purposes for which it wasbéisteed. Usually these functions
are defined in the law or directive that establistie agency?* Similarly, Sabourin
describes function as “any high level purpose, aaspbility, task, or activity which
is assigned to the accountability agenda of antunisin by legislation, policy or
mandate.*®

These definitions are very similar to the ones mted previously for
competence. Additionally, the Spanish Diccionar® Terminologia Archivistica
defines function as a “homogeneous set of competetitat define each of the
major fields of administrative actions or publicwms.”? The distinction between
competence and function is not clear, as they ssgmmnymous and interchangeable
terms. In fact, Duranti observes that “function aodnpetence are a different order
of the same thing,” and clarifies the differenceoam both concepts: “Function is
the whole of the activities aimed to one purposasaered abstractly. Competence
is the authority and capacity of carrying out aedatined sphere of activities within
one function, attributed to a given office or amliuidual [...] While a function is
always abstract, a competence must be attacheplitmigal person.**

Function is also defined as the “the activitiesanforganization or individual
performed to accomplish some mandate or misst&imilarly, Sabourin defines
function as:“a set or series of activities (broadly speakindyuainess process)
which, when carried out according to a prescribedquence, will result in an
institution or individual producing the expectedukls in goods or services that it is
mandated or delegated to provide.” In this wayurcfion is perceived as a set of
activities performed in a sequential and repeatadnar, as a proces$s.

In conclusion, function is the purpose or task gissil to an organization,
which is carried out through activities/processeanction is considered at an

%1 Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqué856),
Reprint: 2003, cit., p. 53.

232 paul Sabourin,Constructing a Function-Based Classification Systéusiness Activity
Structure Classification SystereArchivaria»,51 (Spring 2001), p. 144. The same definition isegi
by ICA-ISDF (2007): “Any high level purpose, respdnility or task assigned to the accountability
agenda of a corporate body by legislation, policynandate. Functions may be decomposed into sets
of co-ordinated operations such as subfunctionsinkess processes, activities, tasks or transactions
International Council on ArchivedSDF - International Standard for Describing Furasts, First
Edition, Paris, 2007.
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abstract level, with a non-specific structure (@dfior individual) defined for its

fulfilment.

Activity

Schellenberg defines activities as “A class ofatdithat are taken in accomplishing
a specific function?’ Similarly, DIRKS*® and BASCS define activities as the major
tasks or actions performed by the organizationctmmnplish each of its functions.
BASCS states that activities may occur in a linearcyclical sequence. Besides,
activities encompass transactions, which in tuodpce records.

Heredia Herrera defines activity as the divisiord ativersification of a
function that is usually regulated by rules of muagres or best practices. It is
manifested through a process, thus a sequencetioh@adhat produce a certain
result. The phases of this sequence are composadtiohs/transactions; and the

results or products of this process are recordeedii@ Herrera also remarks that the

Z3«Eyncion es el conjunto de competencias homogémeasielimitan cada uno de los grandes
campos de actuacion administrativa o de los pogerelicos.” Subdireccion General de Archivos
EstatalesDiccionario de Terminologia Archivisticait., 1995.

234 Luciana DurantiDiplomatics: New Uses for an Old ScienBeciety of American Archivists
and Association of Canadian Archivists in assogiatiith Scarecrow Press, 1998, p. 90. Quotation
from: Richard Pearce-Moses, A Glossary of Archasadl Records Terminology, cit., 2005, p. 180.

235 Richard Pearce-Moses,Glossary of Archival and Records Terminology., 2005, p. 179.

#3%Cruz Mundet (2011) also believes that functionspamgormed in a systematic and repeated
manner; therefore there is continuity over time.diessifies functions as follows:

- Explicit functionsWhen one or more units or individuals exist torgdinem out.

- Implied functionsWhen they are not located in a specific unit ef dihganization
structure.

- Main functions Aimed at achieving the primary or main objectieéshe organization.

- Complementary function¥hose whose development leads to achieve secondary
objectives.

- Governing and executive functiofis.

- wo aspects can be distinguished in each function:

0 Governing aspects, which relate to the formulagbobjectives, programming
the results to be achieved, control over work, dowtion of resources and
activities, and allocation of tasks and responiidsl.

0 Executive aspects, which relate to the developrokaperations necessary to
obtain results from the use of materials, equipmamnan resources, data and
information.

- General functionsThey concern all units or individuals in the orgation.

- Management function3hey are inherent and common to all organizatiptesning
(determining the plan of action, define what ib&done), organization (structure and
integrate activities and resources to achieve geféitsently), integration (choose
competent people to fill the jobs of the organiza}j leading (guide the actions of the
organization towards the established objectived)cmtrolling (ensuring progress
towards the objectives according to the plan dbagt

%7 Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqué856),
Reprint; 2003, cit., p. 53.

238 National Archives of AustralidDIRKS: A Strategic Approach to Managing Business
Information, Part 2, Steps A;i2001, p. 8.
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documentary evidence of the activity is the recaelses, and the variations of the
activity process give rise to records sub-sefies.

“The activity requires one or more processes anduimm the process is
repeated in each of the actions that constitutatteity. In MoReq, the process is
first and then the procedure; that is, the desigsteps is first, followed by the rules
to carry them out® Process and procedure are generally used quitstimatly.
Both are a sequence of actions. However, proceuee specific process within
administrative management. It is a model, a norfmclwhas to be followed by the
sequence of actions constituting an administradntevity. Therefore, administrative
procedures regulate the activity and its actionkpse sequence constitute the
activity. Procedures are composed of administratre@sactions that have to be
documented. They help identify the series and delihe archival unit. Even so,
some administrative procedures can be complexeauitb the constitution of more
than one serie®!

In summary, activity is a series of actions aimedaacomplishing the
functions assigned to an organization. Activities performed through a process (a

sequence of actions or transactions), which maggelated by procedures.
Action / Transaction

Action is defined as: 1) “Execution of an act withthe framework of a proces$?

2) All steps in a process which is materialized irecord*

In the standard ISDF (International Standard fosding Functions), action

corresponds to transactions. Transaction is defagethe basic unit of a procéss,

239 “E| testimonio documental de la actividad es ldes¢Expedientes de obras mayores). Las
variantes del procedimiento de la actividad darsiocea las subseries (Expedientes de rehabilitacion
de edificios).” Antonia Heredia Herreragnguaje y vocabulatio archivisticos: algo mas qoe
diccionarig cit., 2011, p. 39.

240 «|_3 actividad exige un proceso o varios y a suelgaroceso se repite en cada una de las
acciones que constituyen la actividad. En el tebetdloReq, primero es el proceso y luego el
procedimiento, primero el disefio de etapas y ldagmrma, la regla para llevarlas a cabo.” Ivi, p.
154,

241 1vi, p. 153.

242 “Ejecucién de un acto en el marco de un procadesa de Trabajo de Archivos de la
Administracion Locallndicadores de gestion para los archivos de la Adsiriacion Local,

Valladolid, Diputacion Provincial, 2010, p. 44.

243 “Cada uno de los pasos de un proceso que se afi@en un documento.” José Ramén Cruz
Mundet,Diccionario de Archivisticacit., 2011, p. 65.

244 |vi, p. 344.
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that is, “the smallest unit of business activit{."Transactions should be tasks, not
subjects or record types. Transactions will helpneethe scope or boundaries of
activities and provide the basis for identifying ] .the records that are required to
meet the business needs of the organisatférAtcording to Heredia Herrera, a
record requires one or more actions, not vice vebggause actions can exist
without records, i.e. commercial transactions ia fhast did not always produce

records’*’

In some diplomatics studies, transaction is defiasd“An act or several
interconnected acts in which more than one persanvolved and by which the

relations of those persons are alteréd.”

In synthesis, action is the state or process ofopaing or acting to
accomplish an activity, a function. Action is a &der term than transaction, as
transaction is considered the act of carrying eutomducting business, negotiations

or exchanges with others.

Figure 5 graphically represents the progressiveiesatg of the hierarchical
relationship existing between the superordinategter) and subordinate (narrower)
concepts of the chain. Based on the previous diefirs, the sequence of elements
should be formed in the following way: function -ctigity/process -

action/transaction.

245 Standards Association of Australi®S4390 -1996: Records managem&nandards Australia,
Homebush, N.S.W, 1996.

246 National Archives of AustralidDIRKS: A Strategic Approach to Managing Business
Information, Part 2, Steps A;:2001, p. 8.

247 Antonia Heredia Herreraenguaje y vocabulatio archivisticos: algo mas gualiccionariq
cit.,, 2011, p. 38.

8 Richard Pearce-Mosea,Glossary of Archival and Records Terminologjy;, 2005. From:
Luciana DurantiDiplomatics: New Uses for an Old ScienBeciety of American Archivists and
Association of Canadian Archivists in associatiathvcarecrow Press, 1998, p. 169.
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* Activities considered

Function abstractly Competence

* Functions/

Activity/ | Setquen;:e of activities
Process ?C lons i ascribed to
ransactions an office

ACtion/_ e The results
Il leile)a)  are records

Figure 5: Sequence of hierarchical relationshiga/een the elements of a classification scheme

The actions that an organization undertakes toaguds work are a sequence of
elements nested into one another. These elemdhistéahierarchies, from general
to more specific aspects up to the materializatibactions into records. Functions
are high-level responsibilities or tasks considexistractly, which are implemented
through activities. An activity is manifested thgbua process, which is a sequence
of actions or transactions. An action or transactesults in records.

Competence (functions/activities assigned to arcaffcalled ‘competenza-
ufficio’ by De Felice) is left out of the hierarchyecause it can be placed at any
level, or it cannot appear at all. In organic scegncompetence tends to be the
primary class (competence - function - activityf@ss - action/transaction). In the
case of pure functional records classification sud®& competence is not considered
an element of the chain (function - activity/pragesaction/transaction). In hybrid
schemes, competence may be located at differemisle¥or example, Duranti
proposes the following sequence (function — compete- activity/process -
action/transaction): “[...] each functional class#fion system must have primary
classes based on functional areas, secondary sléssed on functions, tertiary
classes based on competences, categories basetvitrea (that produce series of
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records) and, finally, the reference to the filegier archival units?® Paez Garcia
proposes the sequence of function - activity/preces action/transaction -
competence, as the organic elements should occheyldwest level of the
hierarchy?*® This indicates that the issue regarding the @tatif competence with
the other elements of the hierarchy is still anesnlved in the building of
classification schemes.

To better understand the above sequence of condkptsare translated to a
real case, the institution where this researchaksydCCROM (The International
Centre for the Study of the Preservation and Rastor of Cultural Property).
ICCROM is an organization entrusted with the covaon of all types of cultural
heritage worldwide. This is its main mandate, whacttails the assignment of legal
powers, duties and responsibilities. To accomptisis mandate, the ICCROM
Statutes foresees five functions or main areasct¥igy: Training, Information,
Research, Cooperation and Advocacy. These arefigpeciinstitutional functions
that are complemented by general operating funstioe. governance, financial
administration, management of human resources| éfgars, etc. If we take one of
these latter functions as an example, this will the sequence of hierarchical

relationships that can be established for recdaissification (Figure 6):

24941 ] ogni sistema funzionale di classificazionevdeavere classi primarie per le aree

funzionali, classi secondarie per le funzioni, sidsrziarie per le competenze, categorie pertigtat
(che producono serie di documenti) e infine ilnifeento ai fascicoli o altre unita documentarie.”
Luciana Duranti] documenti archivistici: La gestione dell'archivita parte dell’ente produttoren
Pubblicazioni degli Archivi di Stato: Quaderni delRassegna degli Archivi di Stato,, &ma,
Ministero per i beni culturali e ambientali, 19%7,61.

%% Mateo Antonio Paez Garcia, Bladro de clasificacién integrado: normalizacion lde
clasificaciéon archivisticagit., 2004, p. 084-095.
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* Management of

Function Human Resources

Competence

A IW/ERE « Determining ) (A)%fge” n\}valltr;ﬁz

Process Salaries the Finance and

Administration
Department

Ael([o]/A « Salary
Transaction < esSs

Figure 6: Example of the sequence of hierarchigaltionships between the elements of a records

classification scheme

The function of Human resources management, wisiadne of the competences of
the Finance and Administration Department, is immated through several
activities, such as Recruitment of personnel, Hstaibg conditions of employment,
Determining salaries, Calculating pension benefi#s;c. These activities are
performed through several actions or transactions; within the activity
‘Determining salaries,” which is the competence tbhé Accountancy Office,
transactions are related to Salary costs, SalaescPost adjustments, etc. The
transactions undertaken within ‘Salary costs’ paalumonthly pay-records.
Therefore, ‘Salary costs’ is a records series, megal chronologically by year and
month, which contains staff payslips.

The same sequence should be applicable to anyedivih main institutional
functions: Training, Information, Research, Cooperaand Advocacy. However, it
occurs that, except for Information, the other fowain functions are implemented
by ICCROM all at once through programmes and ptejethis means that, for
example, a programme on the preservation of ausliavimaterials will include
projects related to training, research, cooperadioth advocacy. Therefore, the four
main institutional functions are integrated withthe (meta-)function called
Activities Implementation. These activities may jp@grammes, special projects,

etc., which are assigned to specific Units or Depants, or may be shared or

103



collaboratively worked on by different DepartmeniBhe programme on the
preservation of audiovisual materials, which is toenpetence of the Collections
Unit, constitutes a records series. The speciftoas/transactions related to their
administration, planning, human and financial reses, implementation,

evaluation, and follow-up, are considered sub-sefegure 7).

* Activities
Implementation Competence

Function

* Collections
« Programmes Unit

Activity/
Process

Action/ » Preservation of

. Audiovisual
Transaction Material

Figure 7: Another example of the sequence of hibieal relationships

Even if the archival theory presents in a logicald arational way, easily
understandable, the functional sequence on howntty erganizes itself to operate
and accomplish its mandate, and foresees the ffowvhich records should be
produced and classified, practice confirms thatapplication of these theoretical
principles is difficult and non-homogeneous evergrveh They need to be adapted to
the way in which each institution works. The arctiwr the designer of the records
classification scheme should be able to recogiieedtfferent elements composing
the scheme. The lack of an established methodokogydentify and create
relationships between abstract/concrete concepish s competence, function,
activity, action or transaction and their by-prowavhich are the records, does not
help. Most of the records classification schemes lauilt in such a way that
functional, organic and subject-based categoriesraxed, and often the lack of (or

the difficulties to establish) clear processes pratedures (with linear sequence of
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steps) within institutions determine the creationcontingent and incongruous
series/files. To better understand this issueh@&srainalysis of the chain of elements
and how theorists have proposed to structure atag¢hem, is carried out in the next

section.

3.6.2 Relationships between the elements

As previously mentioned, the above chain of elesienfrequently used to elaborate
functional records classification schemes. Sevarehivists have theorized on this,
such as Schellenberg, De Felice and Roberge. Tha#d®rs, who exemplify

different archival traditions, present similaritiesxd also specificities in their

theories which deserve further analysis.

3.6.2.1 Theodore RSchellenberg

Schellenberg identifies three main elements ofsdiaation: “the action to which
the records relate, the organizational structurdn@fagency that produced them, and
their subject matter’™ He starts by considering action, which may be sed¢arms

of functions, activities and transactions. Fundidiover all the responsibilities
assigned to an agency to accomplish the broad pespdor which it was
established?? Each function may be broken down into a numbemdivities,
which in turn may be divided into particular tracsans. Schellenberg distinguishes
two types of activities, which each entity has trfprm to accomplish its basic
functions:

a) Substantive activities which “are those relating to the technical and
professional work of the agency, work that distisbes it from all other
agencies®? They are concerned with the execution of high isfieed
activities conferred to an agency, as distinct frdme direction and
administration of the government programmes.

b) Facilitative activities, which “are those relating to the internal
management of the agency, such as housekeepingtiesti that are
common to all agencies. These are merely incideatdle performance

%1 Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqué856),
Reprint; 2003, cit., p. 53.

22 |pidem

23 |vi, p. 54.
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of the agency’s basic function§”Facilitative activities relate to legal,
fiscal, budgetary, personnel, communication, precwent of supplies,
transportation, provision of space, and other mdkeradministrative
matters of an agency.
Within an activity, whether substantive or faciit®, Schellenberg makes
difference between two main types of transactiopslicy and operational
transactions. “Policy transactions determine caiofeaction that are to be followed
in all transactions of a single class. [...] Openadiotransactions are the specific
individual transactions that are taken in line wpthlicy decisions.”® Therefore, as
it can be observed in Figure 8, Schellenberg pregpas first partition level or
primary class of classification based on functighy secondary class based on
substantive and facilitative activities (A); andti@y class based on transactions
(T), which comprise the individual file units or grggates of file units. This
functional classification model was called the “FFAmodel, and became a point of

reference for the archival community.

Primary Secondary Tertiary
classes classes classes

Substantive Transactions
Activities Operational
Transactions

Facilitative Transactions
ACHIVItIEs Operational
Transactions

Figure 8: The F-A-T model proposed by Schellenberg

Functions

24 | pidem
25 | pidem.
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The influence of the FAT model is visible in theQ5489 standard, when
describing the development of a classificationesyst®

3.6.2.2 Raffaele De Felice

De Felice proposes a similar distinction betweegresyof activities. He writes that
the activities of an office assume two specificezsg: the first aspect is present in
all organizations and refers to organizational mternal activities; while the second
is related to the nature and powers of each singtéution. Furthermore, under the
second aspect, the activity assumes a particukmacter which is exercised in two
ways: a general one for coordinating, directing praimoting the actual work of the
organization and, a specific one, through the divjecmanifestation of its
attributions®’

In fact, as observed in Figure 9, De Felice stHtasthe primary competence

of a public administration entity determines thaspects of their activities:

a) Organizational and operational activities which contemplate
legislation on the organization and structure dices and services,
recruitment and personnel, financial resources, owtancy
management, supply of technical equipment, maimemaf premises,
etc.

b) General activities of competencewhich is the guide to deal with
administrative affairs within a competence entrdste a body of the
public administration. For example, a circular cenming a certain
matter that is relevant to several transactiores, (a circular on staff
special leave).

c) Specific activities of competencewhich deals with individual affairs or

cases. Each of these is treated within the framlewbra competence,

%% The ISO 15489:2001 standard states titae“structure of a classification system is usually
hierarchical and reflects the analytical processfalfows: a) The first level usually reflects the
business function; b) The second level is basati@activities constituting the function; c) Thedh
and subsequent levels are further refinementsenttivities or groups of transactions that take
place within each activity.International Organization for Standardizatit®) 15489-2:2001:
Information and Documentation — Records Managentant, 2: GuidelinesGeneva, 2001, p. 9.

%7 Raffaele De Felicel'archivio contemporaneo. Titolario e classificam® sistematica di
competenza nei moderni archivi correnti e privati,, 1988, p. 356.
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which in turn determines also the general actiitg., granting of
special leave to an employ€g).

Originating Primary Secondary Further
class classes classes classes

Organizational
and operational e Classes categories, sub-
activities categories, etc.

Sub-classes,

General Sub-classes,
activities of Classes categories, sub-
competence categories, etc.

Primary
competence

Specific Sub-classes,

activities of Classes categories, sub-

competence categories, etc.

Figure 9: The classification model proposed by Bkce

De Felice’s division of activities and the one pveed by Schellenberg have many
similarities: the organizational and operationaltivadttes are comparable to
Schellenberg’s facilitative activities; and the geal and specific activities of
competence could be assimilated to the substaattieities. A further parallelism
may be done within substantive activities, as ganactivities (which refer to
regulations, planning/organization and studies) aremparable to policy

28 «1) Attivita di organizzazione e funzionamento.r@empla la normativa sull’ordinamento de

la strutturazione degli uffici e servizi, il reciuhento e I'utilizzazione del personale, i mezzi
finanziari necessari, la loro gestione contabdefprnitura delle attrezzature tecniche, il traspaii
persone e cose, la sede degli uffici, la manutewzdei locali, 'arredamento, la climatizzazione.ec
2) Attivita generale di competenza. Rappresentpida alla trattazione di affari amministrativi in
senso generale, propri di una competenza demaadatarganismo della pubblica amministrazione.
In tale attivita si inquadra, ad esempio, una ¢am@che riguarda una determinata materia attireente
un insieme di affari (ad es. una circolare sui emtigtraordinari al personale).3) Attivita speafidi
competenza. Si concretizza nella trattazione djdiraffari o casi o problemi e ognuno di essi @en
trattato nell’'ambito di una competenza che, pdeaitente, determina anche I'attivita generale (ad es
concessione del congedo straordinario all'impiedati).” Raffaele De Felicd, archivio
contemporaneo. Titolario e classificazione sistéoaatli competenza nei moderni archivi correnti e
privati, cit., 1988, p. 42.

108



transactions, and specific activities (which refeie works, interventions,
supervision) are comparable to operational trarsast

The tripartition of activities proposed by De Feliwas meant to be common
to all records creators to facilitate interopenpidnd the identification of creator’s
most important policy records for purpose of preagon. However, this model
involves unnecessary redundancy, as the activitiEstified under ‘general
activities of competence’ are again repeated untpecific activities of
competence,” where the individual case files areatedf*® In this sense, the
bipartition model devised by Schellenberg presantsre rational arrangement.

As already stated, similarities between the modela be found at the
conceptual level, as distinction between admirtisigaand operational activities is
made by both authors (even though the classificatiiements are organized in
different ways: De Felice proposes a tripartitioh agtivities and Schellenberg
proposes a bipartite division). The main differeticat can be found between the
models is the starting point of divisions. De Feliexplains how the originating
class, which is ‘competence’ (the primary competen€ an entity; can also be
called ‘Mandate’) is always considered to be owsifl the divisional levels due to
its non-derivative natur& Therefore, primary classes are the first divisidaeel.
They are composed of three types of activitiesOlganizational and operational
activities, 2) General activities of competenced aB) Specific activities of
competence. On the other hand, Schellenberg affthrat functions are primary
classes, and substantive and facilitative actwitiee secondary classes. In synthesis,
De Felice separates administrative and speciakidities at the first divisional
level, and Schellenberg at the second divisionakellewhich creates some
inconsistency in Schellenberg’s display of the sifasation elements (as the division
between facilitative and substantive actions shbeldnade at the level of functions;
therefore, at the primary class level). In factwduld be more logical to represent
Schellenberg’s theory in the following way: ‘Actiois considered the originating
class; primary classes are substantive and fanitafunctions, and secondary

classes are activities, which may be subdivided inperational and policy

%9 Elena Aga Rossi - Maria Guercica metodologia per la definizione di piani di cldisszione
in ambiente digitalecit., 2005, p. 23; Fiorella Foscarifiyunction-based records classification
systemscit., 2009, p. 29.

20 Raffaele De Felicd, archivio contemporaneo. Titolario e classificaz®sistematica di
competenza nei moderni archivi correnti e privatt,, 1988, p. 31.
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transactions (Figures 10 and 11). Another possibidobuld be to maintain the
distinction between substantive and facilitativetivéities, as the reason for
Schellenberg’s bipartition of activities and tractgans was to facilitate appraisal
operations. However, this last option may exce$giveeak up activities and records
aggregations (Figure 12).

If we again consider the example of ICCROM, geneprating activities
(Governance, Financial Administration, ManagemeintHoman Resources, Legal
Affairs, etc.), and specific functions conferred tee organization (Training,
Information, Research, Cooperation and Advocaceg) distinguished at the first
classification level, which corresponds to Schdikeng’s level of function. As it may
be observed in Figure 11, ICCROM’s main sphere @foa or competence is
Conservation. Among its substantive functions, I@BR implements activities,
which are divided into programmes, which in turnynize subdivided into, for
example, training procedures (policy transactiarg) specific projects (operational
transactions). In the case of ICCROM'’s facilitatifnctions, ‘Management of
Human Resources’ contemplates, among other aesyitDetermining salaries,’
which in turn produce records related to ‘Calcwiatguidelines’ (policy transaction)

and ‘Salary costs’ (operational transaction).
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Originating Primary Secondary Tertiary
class classes classes classes

Policy

transactions

Operational
transactions
Policy
transactions

Operational
transactions

Substantive

. eammed  Activities
functions

Facilitative

) el ACtivities
functions

Figure 10: More logical way to represent Schellegisetheory

Originating Primary Secondary

Tertiary classes
class classes classes

Training
procedures

Activities
Implementat.

-

Programmes

Conservation

Calculation
o uidelines
T Determining &

of Human .
salaries

Resources
Salary costs

Figure 11: Example of the application of the prergidable to ICCROM activities
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Originating Primary Secondary
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Policy
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functions
Policy

Facilitative SIS Eos
Activities

Operational
transactions

Figure 12: Another way to represent Schellenbeiwsry
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3.6.2.3 Michel Roberge

Another author that is being analyzed is Robergko wince 1985 proposes a
universal and purely functional classification gyst based on a methodology called
DFA/ALO™ [DFA = Domaines—Fonctions—Activités(Domains-Functions-
Activities) / ALO = Action(s)-Lien—Obijet(s) (Action(s)-Link-Object(s))F**
According to this methodology, a classification estie is structured in seven
classification levels (Figure 13). The first diwsal level is called categories, and is
composed of two types of domains:ld)ernal management domain, which refer to
the management of administrative activities th& @mmon to any organization,
and produce management records; and 2) Businessimlomhich relate to the
specific objectives, functions, or activities asgid to any organization, and produce
operating records.

Domains are combined with the classes, which cpoms$ to the main
management and operational functions. The managenstions are eight and are
common to each organization: 1) Administrative ng@maent; 2) Management of
communications; 3) Management of human resourceMafhagement of financial
resources; 5) Management of information resourégdylanagement of property
resources (building and spaces); 7) Management @fable assets and support
services; 8) Legislation and legal affairs.

The operational functions are to be defined on dnhac basis for each
organization, according to methodological guidedineshich are included in
Roberge’s DFA/ALO system. The third level is thd-slasses (sub-functions). The
last four levels are represented by the so calleibidns (activities and sub-
activities): 1) Divisions that differentiate specifictivities of each sub-function, 2)
Divisions that correspond to sub-activities, 3) iBiens that differentiate articular
elements of the activities, 4) Divisions that reser®@ more detailed elements of the
specific activities. This classification structuatbows splitting these seven levels in
three types of additional subdivisions, which amdled uniform, specific and

nominative subdivision¥?

1DFA/ALO™ is a proprietary methodology developedRyberge.

%2 Angel Montejo Uriol,La clasificacién de fondos archivisticos adminisitras cit., p. 55;
Mariano Garcia RuipéreE] fondo documental municipal y sus cuadros deifitasion, in Cuadro
de Clasificacion de Fondos. Pilares de la E-adntiasion: Cuadro de Clasificaciéon y Tesauro
XVIII Jornadas de Archivos Municipales, San Seldastle los Reyes, 27-28 de Mayo de 2010, p.
171.
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Originating Levels 1 -2 Level 3
class (Categories (Sub-
(Root) + Classes) Classes)

o
domain and Sub-functions ...
functions (activities, sub-
activities)
Operational dﬁl\jrstgirs
domain and Sub-functions o
funtions (activities, sub-
activities)

Figure 13: Seven-level structure in Roberge’s fiometl classification system

Levels 4 -7
(Divisions)

Roberge’s theory is mostly applied in the Provio€®Quebec, Canada, and also in
some geographical areas of Spain, mainly in Unitress Provincial governments,
and Municipalities of Catalonia, where Roberge \iest invited in the 1990s to
lecture about his universal classification methodgl Some authors think that the
scheme resulting from the application of Roberggsem is too complex, and users
need a good knowledge of the logic behind the iflea8on structure. Besides, they
believe that the universality of functional clagsifions is arguable, since archival
holdings are the expression of different economsimgial and cultural national
realities, so it seems inadequate to classify lal administrative realities of any
country, government agency or private entity, aarysne works very differently. It
should be perhaps more appropriate to make furadticiassification schemes of
entities with similar legal personality, such asntcal governments, regions,

municipalities, or private entities’

263 Angel Montejo Uriol La clasificacién de fondos archivisticos adminisitras, cit., p. 56.
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3.6.3 Final considerations

At a first glance, these three theories presentneomclassification principles and
criteria, such as the distinction between operatiand administrative functions.
This approach can also be found in well-known d@&ssgion systems, such as the
one developed in Canada by the Provinces of Brifishumbia and Nova Scotia,
respectively called ARCS (Administrative RecordsasSification System) and
ORCS (Operational Records Classification Systenmgd &TAR (Standard for

Administrative Records) and STOR (Standard for @penal Records). These
systems distinguish between records resulting froommon administrative

activities (administrative records), and recordsiling from the distinct operational
functions of each agency (operational recoftts).

Archival theory in Italy also proposes to creat® tmain primary categories
according to the nature of functions: 1) primary apecific institutional functions,
and 2) instrumental secondary functions that cansbared by governmental
agencies as they relate to common operating adesyit This bipartition can be
proposed as a four division model, as it occurgherrecords classification scheme
of ltalian Municipalities: 1) Primary function (geral administration, which
includes institutional scope, statutes, regulatiomnsversal functions), 2)
Management functions (governance, management, kansy), 3) Instrumental and
support functions (personnel, legal affairs, finaheesources, services, movable
and immovable property), 4) Final functions (opersl functions within the
primary function)*®

A further subdivision can be established betweehcymanagement and
operational activities/transactions to distinguigblicy and core records from
administrative and routine records. This distinctestablished at the creation phase

would facilitate records appraisal and selection.

%4 Fiorella FoscariniFunction-based records classification systeaiis, 2009, p. 37-38.

25 Autorita per I'Informatica nella Pubblica Amminiazione (AIPA),Linee guida alla
realizzazione dei sistemi di protocollo informategestione dei flussi documentali nelle pubbliche
amministrazioni (GEDOC 2R000; Elena Aga Rossi - Maria Guerdia, metodologia per la
definizione di piani di classificazione in ambiedigitale, cit., 2005.

%% Gianni Penzo Doriall fascicolo archivistico: le cinque tipologie emodelli organizzativi
«Archivi & Computer» (La nuova generazione deiléitodi classificazione: modelli a confronto),
XVII (2007), n. 2-3, p. 22-49; Giorgetta Bonfiglidesio, Piano di classificazione (titolariQ)Treviso,

2 maggio 2013
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On the other hand, differences may also be obsdpetdeen Schellenberg
and De Felice and Roberge, such as the numbewisiatial levels. Schellenberg
proposes a model of three classification leveld|leathe other two authors call for a
classification structure with a much larger numioérlevels. This reflects the
influence that Dobrowolski exercised on both th&tstias it will be later explained.
In the case of De Felice, he proposes an origigatiass (‘competence’), which
initiates the levels of division: initial classeeegrimary classes (activities); and
derived classes may be secondary classes (sulegjassird classes (categories),
forth classes (sub-categories), fifth classes i@®e€), etc. Any of these derived

classes may become the lowest class if it is mthdéu subdivided.

The archival discipline usually corroborates Saréderg’s theory, suggesting
that records classification systems are articulatgld no more than three levels in
order to avoid redundancy of categories and thesemurent risk of their
superposition and confusion. For example, theatatheory and practice explain
that the first level corresponds to functions ongyal subjects; the second level to
macro-activities for each function; and the thirevdl to a possible further
specialization of activities or specific subje€ts.Also the Canadian federal
government system, called BASCS (Business Activiityucture Classification
System), divides broad domains of government resipoity into basically three
levels: (1) function is the highest level of adyvdenoted by a block title, (2) sub-
function is the second highest level of activityndied by a primary title, and (3)
activity, action, or transaction is the next leaelthe secondary, tertiary, and lower
levels of activity or subject. These examples ¢jeareflect Schellenberg’s
propositions, which also influenced the structurelassification systems proposed

by the 1ISO 15489, as seen previously.

%7 putorita per I'Informatica nella Pubblica Amminiazione (AIPA),Linee guida alla
realizzazione dei sistemi di protocollo informategestione dei flussi documentali nelle pubbliche
amministrazioni (GEDOC 2PR000; Elena Aga Rossi - Maria Guerdia, metodologia per la
definizione di piani di classificazione in ambiedigitale, cit., 2005; Maria Guercidirchivistica
informatica: | documenti in ambiente digitalRoma, Carocci editore, 2013. According to Dedegli
already the Italian Royal Decree of 25 January 1905 on “Rules for the registry offices and
archives of Central Administrations,” (Regolamepé gli uffici di registratura e di archivio delle
Amministrazioni centrali) states in its Art. 14 tmacords are classified following a tripartition
model: Incoming records are divided into archivié¢$ considering the main subjects of the
administration service. These titles are divided tlasses and these can be subdivided in sub-
classes. Raffaele De Felidgli archivi correnti delle Amministrazioni centraln «Rassegna degli
Archivi di Stato», XXIII (1963), 3, p. 376.
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The above principles are widely shared among trehiaal community.
Nevertheless, the analysis and identification aifcfions, sub-functions, activities,
processes, and transactions, generate difficubiesloes their organization within a

structure of relationships.

3.7 Methodology for the definition and design of &lassification and filing

scheme: state of the art

3.7.1 Principles
Some methodological principles for the elaboratbnecords classification schemes
can be found in the archival literature, even it afl principles are shared by
archivists, as opposite opinions may also be folru. example, Cruz Mundét
presents the following principles:

Delimitation
The objective of a classification scheme is to éndve organization of records of
any type and period, generated, accumulated arsbqex by a natural or legal
entity. This means that each entity will have it8noad hoc and differentiated
classification scheme. Not all authors agree with affirmation. Paez Garcia thinks
that records aggregations should be organizedvioilp a hierarchical structure that
can be applied to any competence or entity in di®#aministration. It cannot,
therefore, be an ad hoc records classificationraeli&

Uniqueness
As records time and age limits are not defining rabieristics of an archive
structure, a classification scheme is designedldssify all records regardless of
their chronology, from the oldest to the newest.

Stability
In order to give maximum stability, the classifioat scheme must be based on the
functions of the entity, whose continuity over tirafbows for a more secure and

stable classification.

28 José Ramon Cruz Mundérchivistica: Gestion de documentos y administraalé archivos
cit.,, 2012, p. 223.

29 Mateo Antonio P4ez Garcia, Bladro de clasificacién integrado: normalizacion lde
clasificacién archivisticagit., 2004, p. 024.
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Simplification
The simplicity of the scheme guarantees its unalgysand flexibility. To adopt it
in all possible cases, adequate and accuratealgisvill be developed; those whose
presence is essential and unavoidable to clagsfyvhole of records, without going
into excessive subdivisions. Schellenberg also maention to this aspect and
remarks that “Records should not be overclassifiede normal tendency, in

developing a classification scheme, is to overdiasather than to underclassify’”

Paez Garcf& adds more principles to the previous general aed) as

Integration of classification elements
The classification should be based on the intemnaéind interaction of the three
basic classification criteria. It must represer link between organs, functions and
subjects in a flexible way to easily move from ocr@erion to another, or to
combine them. This principle is not shared by thasdivists who advocate for an
exclusive functional-based classification scheme.

Progressive growth
It must allow the growth and evolution of the scleewithout any disturbance. The
addition of new series should not imply amending therarchy, numbering or

coding already given to a series, unless it isthfrnecessary.

Schellenbery® also enumerates a series of classification priesipvhen he
mentions the rule by which public records should diessified in relation to
function. In addition to the simplification prindg he notes the following:
Consistency
Subdivision levels in classification schemes nemdé consistent. “Thus, if the
primary division is by functions, all headings laat level should be functions; if the
secondary division is by activities, all headingghat level should be activitie$™
This is a logical and coherent principle but, iagtice, classification schemes tend

210 José Ramén Cruz Mundérchivistica: Gestion de documentos y administraalé archivos
cit., 2012, p. 223.

2" Mateo Antonio P4ez Garcia, Eladro de clasificacion integrado: normalizacion lde
clasificacion archivisticagit., 2004, p. 024.

22 Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqu&956),
Reprint: 2003, cit., p. 63-64.

23 |vi, p. 63.
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to mix structures, functions, activities, or sulbgeand records types at the same
level.

Distinction between facilitative and substantive dtvities
As previously mentioned, Schellenberg considemdegirable to separate headings
for facilitative and substantive activities.

Distinction between policy and operational records
Schellenberg also retains desirable to distinginishadings for important records
related to policies, procedures, programs, and likes from those related to
operational activities.

Updating
Classification schemes need periodic updating fasado current needs, that is to
the changes of the organization’s functions anuities.

A posteriori
A records classification scheme should be elabdratposteriori, not on an a priori
basis. “[Classes] should be established as experiattests to their need, that is, as
records are created in the performance of functidhey should not be arbitrarily
set up on the basis of speculation as to the subpetent of records that are yet to
be produced®*

Cruz Mundet also thinks that the classificationesob is the result of an
empirical work, based on the prior knowledge of énéty history, organization and
procedures, that is, the context that allows trehiaist to analyze the whole of
records and later identify and establish classesranords aggregations. He also
remarks that, even if this is, in essence, the augtlogy of work (a bottom-up or
sequential analysis), the presentation or dispfay® scheme is reversed, as it will
go from the general to the specific (top-down apph)?”

The use of the concepts of ‘a priori’ and ‘a past@r provokes some
ambiguities when applied to classification. The haral literature states that
classification in records management is appliedm priori basis (preset file plans
are used to classify and file active records). Hmwerecords classification schemes
should be elaborated on an a posteriori basisnaanalysis of the existing entity

functions, activities, work processes, and recoats,needed to set up an objective

PYZET
Ibidem.
27> José Ramon Cruz Mundétchivistica: Gestién de documentos y administraaé archivos
cit., 2012, p. 220-221.
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and effective scheme. Therefore, classes and siskad are created depending on
experience, once their need is proved, that isyeasrds are produced in the
development of functior’®

Schellenberg states thatpriori classification schemes are artificially built, as
he relates it with subject-based classificatiorpifiglly used by thesauri in the
library field). In fact, he observes that refereraoed information files should be
classified on the basis of an analysis of theijettbmatter, but they should not be
forced into a scheme built an priori principles, as library materials are. Records
should be grouped in classes established pragrhaticaan a posteriori basis, “as
experience attests to their neéd.”

Schellenberg’s thoughts still inform current arctitheory. Anyhow, neithea
posteriori nora priori adequately qualify the concept of classificatiand mostly
demonstrates an unfruitful use of the terms, angadimbiguity or misunderstanding.
Definitely, classification schemes may apply toiteeg that already have a
classification system in place, which needs torbproved, updated or maintained,
or may apply to entities which lack one and needesign it from scratch (as it may
be the case for newly created entities or alreaagalidated ones lacking this tool).
Classification schemes are set up based on prainiresearch on the entity, its
structure, legal and regulatory framework, as vesl a study of its functions,
activities, processes, transactions and recordss Hmalysis, which is both
theoretical and empirical, allows to develop adagjand abstract structure, which is
integrated by the identification of the recordsesrTherefore, preset classification
schemes, which are progressively set up and ghgduaproved based on
classification principles, conceptual parameterd data derived from experience,
may be put in place before records are createdasmdoncretely implemented once

records are produced and filed within file unitsnstituting the series.

3.7.2 Methodologies
As previously mentioned, the archival disciplineshzaid scarce attention to the
elaboration of records classification schemes. fbHewing consideration, made by

Xie in 2007, is still valid: “The construction ofassification system, however, has

2’® Theodore Roosevelt Schellenbevtpdern Archives: Principles and Techniqu&956),
Reprint; 2003, cit., p. 63.
2’7 |bidem
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long been much under development as evidencedebfatit that there is up to date
no standardized methodology specializing in cowrsing RM [Records
management] classification system.”

Even so, some archivists have focused their staidsvorks on classification
and construction of classification schemes. As rsequence, some methodologies
with a standardization character have been develdppewever, they are lacking of
in-depth analysis and recommendations on how tmtiige and interrelate
classification elements, such as functions, a@wsjtprocesses, transactions, records
series, etc. In general, they mostly provide recemsations about the informational
sources that can be analyzed to identify these ezlesn In some other cases,
methodologies focus on the logical principles amdcsural aspects of a hierarchical
classification scheme (types of classes, typesvididns, divisional basis, divisional
levels, and coding system). This is the case ofthieery developed by Zygmunt
Dobrowolski in 1964 for libraries of specializedesttific institutions, which was the
source of inspiration for the classification thegriof two archivists: Raffaele De
Felice (Italy) and Michel Roberge (Canada). Botlthats took as reference the
classification principles, structure and, in thesecaof Roberge, coding system
elaborated by Dobrowolski. De Felice was at the enhdhis career when he
incorporated in his classification theories (depeld since the beginning of the
1960s) the structural classification aspects pregoby Dobrowolski. Instead,
Roberge was at the beginning of his professionaivigc when inspired by
Dobrowolski, matured a methodology for buildinglassification scheme structure
for administrative records. There is no apparentualunfluence between De Felice
and Roberge, their common link is, without a doWprowolski. Anyhow, some
elements of De Felice’s coding system (and subidng may be found in
Roberge’s methodology. These three authors wilab@lyzed in detail, starting by
Dobrowolski’'s methodology (1964) and followed byettheories of both Roberge
(1985) and De Felice (1988).

3.7.2.1 Zygmunt Dobrowolski

Zygmunt Dobrowolski, a Polish author, engineer fayning, published in 1964 the
book “Etude sur la construction des systems desifieetion.” Dobrowolski’'s work

in the field of classification initiated in the 1®3 and found its first practical
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application in 1943 with the classification of wielg documentation, specially

elaborated for the Welding Institute of Paris. Ttisssification was adopted in 1948
by the International Institute of Welding, and exdes of this classification work

are provided in his book.

The book preface, written by Eric de Grolier, wkoconsidered the founding
father of information science in France, highlightsv Dobrowolski’'s book fills a
gap in the library and documentation field, asitiiserious and technical manual to
learn methods for constructing a classificationtesys De Grolier thinks that the
newer part of Dobrowolski’'s work concerns the syii#adion or classification
coding, especially the system called “a symbolefsbr(brief symbols), invented by
Dobrowolski. De Grolier also remarks how Dobrowdkskheories on the different
types of classification (classification of scienceacyclopaedic classification and
autonomous classification) strongly attracted aitb@nwhen they were presented at
the Committee of classifications’ theory of the eimational Federation of
Documentation.

It is interesting to observe that the three typE<lassification outlined by
Dobrowolski, are reported in De Felice’s book “Ichivio contemporaneo: Titolario
e classificazione sistematica di competenza neiemmadrchivi correnti pubblici e
private.””® Both authors describe classification types afet

o The classifications of science, which were credatedugh the centuries by
illustrious philosophers (such as Aristotle, BacatiAlembert, Ampere,
Comte) reflect their philosophical systems.

o0 The encyclopedic classifications, which contentoemgasses all sciences, are
conceived for bibliographic complexes.

o The autonomous classifications, which are indepeindé any encyclopedic
scheme, concern the specialized branches of kngejeal certain activities
within the field of sciences, such as industrydéraetc:”

Dobrowolski’s book is a manual addressed to speeidlscientific documentation
centers, and focuses on autonomous classificatinnbkis book, he theorizes on the
differences between the three classification typeE® remarks that certain

philosophic classifications have been used by Hjpracience, such as the

2’8 Raffaele De Felicd, archivio contemporaneo. Titolario e classifica®sistematica di
competenza nei moderni archivi correnti e privatt,, 1988, p. 28.
219 7ygmunt DobrowolskiFtude sur la construction des systems de classificatit., 1964, p. 3.
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classification of the English philosopher Bacon,ickhwas arranged and adapted
later by the American librarian W. Harris, and sehas a starting point for the
Dewey decimal classification. The latter becamehatend of the 19th century, the
universal decimal classification (UDC), which Doalski considers an improper
model to construct classification schemes. He agaleout the rigidity of the
decimal system coding, which does not allow to odtrce more than 10
subdivisions. He remarks that the lack of logigalsions in the UDC, which groups
neighbours in packs of 10 subjects to use all @pdiymbols, reflects the absence of
any common basis of division. This chaotic arrangeinof subjects determines that
one must seek the document classification codesinnthe classification scheme
itself, but in its alphabetical index, where ie@sier to be orientated.

According to Dobrowolski, scientific documentatianpre particularly when
related to technical and economic science or thows branches of industrial
production, agriculture, construction, etc., is thosonstituted by journal articles,
not monographs. Generally, this documentation id natalogued, as the
encyclopaedic classification used in major librari® longer meets the precision
required by this bibliography. Therefore, moderfoimation and highly specialized
documentation centres cannot work properly witltbetautonomous or specialized
classification. Dobrowolski also mentions that witle development of technology
and industry emerge innumerable classifications obfects, materials, tools,
equipment, machinery, etc., as well as internatieffarts to standardize ways of
symbolization or coding of these products for in&gional exchanges (he refers to
ISO standards for coding industrial products). Delwiski believes that, without
classification, it is impossible to standardizeingdsystems and definitions of these
many types of objects. And, even if he pays pddicattention to classification
coding in his book, he remarks that, in this statidation process, coding is the
final operation that confirms the classificationasugement with the help of symbols.

Dobrowolski emphasizes that the logical principtest are the basis of
classification systems apply to all types of clsaiion. In fact, Roberge and De
Felice uses Dobrowolski's basis of class divisiom propose hierarchical
classification schemes for the archival field. Tdhassification principles presented

by Dobrowolski can be summarized as follows:
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Definition of classification and classes
Classification is partition in classes; that i #ubdivision of a whole in classes and
these in subordinate classes. Classes are a satitsf that possess a common
characteristic. These units can be objects, peggienomena, abstract terms or
concepts. The connecting element between unitseo§ame class can be constituted
by coexistence of alike elements (at the same tma the same place), formal
similarity, a common goal, organizational links;.ethe common characteristics to
all units of a class (or class characters) coristititie understanding of the class, i.e.
the common characters to iron, copper, zinc andrdibdies belonging to the class
of metals define the understanding of the metatept® A classified whole, that is
to say divided into increasingly more specific sk becomes an ordered whole.
Therefore, classify means to order wholes, objaemtsconcepts, through their
grouping in classes.

Types of classes and basis of division

Dobrowolski distinguishes several types of classes:

. Initial class (“classe initiale), which is the sksubject to the process of
division.

. Derived classes (“classes dérivées”), which aresdhdasses resulting
from the division. To decompose a class in denesti it is necessary to
choose among characteristics of the class, whichpresent different or
varied forms. These characteristics become thei$Bafsdivision,” and

are called “Modifications.”

. Nodal classes or nodes (“classes nodales”), whieh cdasses that
ramify.
. Lowest classes (“classes extrémes”), which areetlatssses remaining
undivided (Figure 14).
Roberge and De Felice use the same terminologycandepts to identify types of
classes and to explain their basis of divisionaditition, Roberge uses the same
exemplification of buttons and transportation mearsed by Dobrowolski to

illustrate the mental process of the classificattivysion.

280 7ygmunt DobrowolskiFtude sur la construction des systems de classificatit., 1964, p. 7.
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class
Nodal class <
class
Nodal class <

Lowest

Lowest cIass
class
Lowest

class

Figure 14: Example of initial, nodal and lowestssles

Types of class division
Dobrowolski identifies three types of classificatalivisions, depending on the type
of characteristic taken as basis of division:

Type I. It is composed of positive modifications of a slagor example,
buttons can be divided by material composition ¢lthis a common characteristic
that presents different forms or specific differesic such as metal, horn, wood,
etc?® As De Felice reports, the basis of divisions guectic differences of a

common characteristic (Figure 1%).

en bakélite

en ébonite
en matiere
plastique

Boutons

en galalite

divers

Figure 15: Class division Typ&$®

281 7zygmunt DobrowolskiEtude sur la construction des systems de classificatit., 1964, p.
20.

82 Raffaele De Felicd, archivio contemporaneo. Titolario e classificaz®sistematica di
competenza nei moderni archivi correnti e privatt,, 1988, p. 34.

283 Example taken from Dobrowolski’s book: Zygmunt Botvolski, Etude sur la construction
des systems de classificatjait., 1964, Fig. B3, p. 17.
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Type Il. It is a dichotomous division of a class, which meéhat the absence
of a characteristic is taken as a distinctive afthe class (i.e., “covered” buttons
and “uncovered” buttons). This absence is consitlarehange of that characteristic
and constitutes the modification called “zero.’tlis case, the absence may occur in

connection with the presence of a characteri&tids De Felice remarks, each

divisional level is composed of two classes of whine is the negation of the other

transparents

(Figure 16

non-
transparents

en verre <

Figure 16: Class division Type

Type lll. Itis a combination of type | and Il. The charaistiec chosen as basis
of division has both positive and zero modificatitmreality, this is a simplified or
hybrid type of division which avoids creating fugthclassification levels (Figure
17).

non

recouverts
en fer
étameés

en laiton
Boutons Eammmd Métalliques nickelés
en
aluminium _
divers
divers

Figure 17: Class division Type Af’

24 1vi, p. 20.

% Raffaele De Felicd, ’archivio contemporaneo. Titolario e classificaz®sistematica di
comgpetenza nei moderni archivi correnti e privaii,, 1988, p. 34.

286 Example taken from Dobrowolski’s book: Zygmunt Bolvolski, Etude sur la construction
des systems de classificatjait., 1964, Fig. B3, p. 17.

%87 |bidem
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Structure of a classification scheme: divisionaMels

A classification scheme is composed of severakdinal levels and elements:

The head class (“classe de téte”), which is matkebtkvel “zero,” gives birth

to the first level classes. The head class conssitthe classification title or
subject, and it is placed above the scheme; it aime basis of classification
and, according to Dobrowolski, its omission of theheme may result in

serious consequences. As any class, it is sulgjectlassification process.

The first level classes are called principal clasBelasses principales”) and
are the result of the division of the head classclvis an initial class.

A group (“groupe”) is the ensemble of derived ofsssoming from the
division of an initial class. As any class mustgaet of a determined group,
except for the head class, classification is comgosxclusively of groups.
Related classes (“classes apparentées”) belonpetasdme group, as they
derive from the same initial class. The nodal awlelst classes determine the
position of classes in the scheme: nodal classes are ietkate classes
between the head class and lowest classes (wheclo@ated at the end of the
ramifications), while the initial, derived and redd classes express the
relationshipsbetween classes of the same group. An initiakatas only be a
nodal class, while a lowest class can only be avatdre one. A nodal class
can be an initial class when compared to a lowezllelass, and it can be a

derived class if compared to a higher level notedsz®®

A branch (“branche”) is a part of the scheme.dttstwith any nodal class and
embraces all its derivatives and the derivativeghete derived classes up to

the lowest classes (Figure £8).

A chain (“chaine”) is a series of classes thattsthy the head class, and in
which any class is an initial class compared to dhe following, and is a
derivative class with respect to the one foregdqiRigure 18)%*° The chain
always ends with a lowest class. Therefore a dlegson scheme involves the

same number of chains as lowest classe$”afelowest class can be only

28 |vi, p. 42; Raffaele De Felicé archivio contemporaneo. Titolario e classificaa®

sistematica di competenza nei moderni archivi aaiire privati,cit., 1988, p. 31.

43

29 |vi, p. 42-43; Ivi, p. 32.
290 7ygmunt DobrowolskiFtude sur la construction des systems de classificatit., 1964, p.

291 Raffaele De Felicd, archivio contemporaneo. Titolario e classifica®sistematica di
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matched to a single chain. As Dobrowolski rematkss rule is not always
observed in practice, provoking incorrect strucidfe(Figures 19 and 20).

e Characteristic of a class (“caractéristique d'udasse”) is both a single
characteristic used to name a class, or a groepacteristics linked with the
cited characteristic. The most characteristic priypef the object/concept to

be classified is chosen as basis of division.

Branch

<
Branch <
< Branch

EZ<
— N—

o — —

Figure 18: Examples of branch and chih

Combustibles S mmmm Vénéneux

Non

. el NON VéNéneux
conbustibles

Figure 19: Incorrect classification structdré

competenza nei moderni archivi correnti e prive,, 1988, p.32.

292 zygmunt DobrowolskiEtude sur la construction des systems de classificatit., 1964, p.
45-46.

293 Taken from Dobrowolski’s book: Ivi, Fig. E3, p. 45

294 Taken from Dobrowolski’s book: Ivi, Fig. E4, p. 46
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Combustibles <

Non vénéneux

conbustibles

Non <

Non vénéneux

Figure 20: Correct classification structdre

Number of divisional levels
A classification scheme may have an unforeseealnteber of divisional levels.
Only in very uniform wholes, the number of clagstion levels could be fixed in
advance (in this case, a special form of clasgifioa called ‘analytical,” is
applied)?** Dobrowolski advises against the trend by whichribmber of levels is
artificially reduced to avoid long coding systemghis is contrary to the
classification rules, as codes should not have iapact on the structure of the
classification scheme. The length of symbols shdddreduced by other means,
without touching the structure. In fact, Dobrowaolgkoposes a system to shorten
codes, “a symboles brefs,” which is afterwards ubgdRoberge. Dobrowolski
explains that levels should not be artificially gleaed through an example in which
a classification scheme is composed of 6 divisibeals and 18 lowest classes. He
argues that it is impossible to find a class cHharatic that would have 18

modifications and could serve as unique divisidraais. Thus, the direct division of

2% Ipidem.

% The analytical form of classification is identiievith the arithmetic classification, which is
based on the division of classes according to entidal divisor (binary, ternary, decimal, etc.) fo
each divisional degree; thus, the progressionasfsals grows following a geometrical basis. In these
structures, the divisional basis is not a commaratteristic with its specific differences, butyah
arithmetic criterion. They are considered rigidistures and not natural. The dichotomous
classification is a type of arithmetic classificati Raffaele De Felic&, archivio contemporaneo.
Titolario e classificazione sistematica di competenei moderni archivi correnti e privatit., 1988,

p 34.
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the head class in 18 lowest classes would not He/eharacter of a classificatory
division. Dobrowolski also remarks that, even iigtless harmful, increasing in a
non-justified manner the number of levels, by arepartificial nodal classes, is also
inappropriate. He affirms that the number of lewdd®s not depend on our will, as
the classification scheme should reflect objecyivbe existing natural relationships
among the classified objects/concepts.

Group size
The group size is the number of classes in whisimgle class is subdivided. This is
not restricted a priori. However, practice showsstradten classification groups of 2
to 4 classes. Groups of 5 to 10 classes are masmlemerous, and it is rare that one
can find groups of 15 to 20 classes. Probablyhénlatter case the division has been
incorrectly executed. The fact that classes arglédvinto a rather small number of
derived classes is not arbitrary; this phenomer®rinked to the number of
divisional levels. For a given number of lowestsekes, a scheme will contain more
groups if the number of levels is greater. The glasitaken from everyday life
show that the arrangement of classes in small grdagilitates orientation among
wholes of objects and phenomena, and that we nousider it as natural and even
desirable?’ It results from the natural tendency of man tcalelssh more finely
gradual divisions, in order to facilitate orienteti in the surrounding nature.
Therefore, it is advisable to form small groupsereyf it may result in a very large
number of levels. Dobrowolski demonstrates thisothewith mathematical
formulas, dissipating illusions about the fact thatcheme developed on a limited
number of levels and, consequently, composed bkrdarge groups, can be more
practical than a scheme with a large number ofl¢eaganged in small groups. He
therefore recommends to group classes by 2-3 bedaus compatible with the
nature of things® He also proposes quantitative analysis of theraeht® check the
regularity of its structure and to choose an appate coding systert?

Dobrowolski provides indications on the constructigprocess of an

autonomous classification scheme for a documemtatentre. Even if it is not

297 zygmunt DobrowolskiEtude sur la construction des systems de classificatit., 1964, p.
49,

2% |vi, p. 54.

29 vi, p. 61.
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specifically addressed to archives, its methodolpggsents similarities with the

process of elaboration of a records classificagicdmeme. His recommendations are:

The author of the scheme will find the materials tios work in his own
knowledge about the subject of classification, eadsulting the basic general
literature on the subject: books, encyclopaediasnographs, etc. It is
important that the elaboration of the classificatecheme is entrusted to a
commission of specialists, who will be consultedesal times by the author of
the scheme, as the work requires many changes dpustraents. The
classification scheme is established by succesgipeoximation.

The construction process begins by creating fikagds containing terms that
will be considered as lowest or nodal classes. £aitl be then arranged in
the form of a synoptic scheme and organized inggou

The classes of the first level must present a gafitly general character so
that the branches they originate embrace all stdbaclassification. The first
divisional level must contain from 3 to 15 classesllow users to navigate
throughout easily.

The elaboration of a classification scheme muspursued in parallel to the
establishment of guidelines for its application.aaddition, the classification

scheme should be accompanied by an alphabetic wfd#asses.

Dobrowolski also remarks interesting aspects of dlassification scheme to be

taken into consideration:

Classification must be performed in such a way firavides users, without
any prior search, all the information to find ouhat documentation is
available on each topic and what is the scientifiltie of these documents. In
some way, De Felice has a similar perception ohtae purpose of a records
classification scheme. He considers records claa8dn scheme to be not
useful just to facilitate records organization, bumust mainly offer a clear
and precise picture of the objectives, functiortsivdies and competences of
an office.

Contrary to the assertion that the UDC would beabégp of an unlimited

development, Dobrowolski notes that each classifinais born, lives,

evolves, ages and dies. Thus, the duration ofifitzeg#on is always limited. A
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classification scheme can be updated by adding classes up to a certain
point, after which, the scheme should need a campéshuffle. The lifetime
of a classification depends of its purpose. Fomgda, the classification of
mathematics will hold a longer life than that omadern technical speciality
rapidly evolving, which will not live probably moréhan 25 years. The
phenomenon of rapid aging of the specialized diaation explains why they
could not be part of an encyclopaedic classificatid

* Whatever the method applied in the retrospectiacbeof information and
the degree of mechanization of documentary opemstica systematic
classification seems essential in any case. Cieasdn offers many
advantages, contributing to the standardizatiotewhinology and facilitating
the establishment of research work plans and atkarse in possession of a
well-established classification scheme, it is difft to imagine how it could

previously do without*

3.7.2.2 Michel Roberge

Michel Roberge, in a 1985 publication “La classfion universelle des documents
administratifs,” proposes a methodological framdwoior elaborating and
implementing a universal and hierarchical recotdssification scheme. In 2011, he
published “Le schéma de classification hiérarchiqas documents administratifs —
Conception, développement, déploiement et maintanaan updated version of the
previous publication, in which he notes that higemtion had been to fill a gap
existing since 1985, as no other methodological r@ggh for the design,
development, implementation and maintenance oassification scheme had been
recently published. In the updated publication, &gk takes into consideration the
recommendations made by ISO 15489:2001 and ICA-IgBiernational Standard
for Describing Functions), adding further analyamsthe quality of existing schemes
and based on his practical experience working wi#m, obtained in the previous
25 years working for government agencies and peieatities. In the publication, he
introduces the DFA/ALO Methodology™ [Domaines—Famas—Activités /
Action(s)-Lien—Objet(s)], already mentioned in tlusapter, which is a tool for

managing an integrated records management systebotbo paper and electronic

300 |yi, p. 245.
301 |vi, p. 298.
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records. An unregistered trademark on DFA/ALO prteap brands and protects
Roberge’s system. The methodology contains threwems that are Roberge’s
registered trademarks: uniform subdivision (“sulgion uniforme®”), specific
subdivision (“subdivision spécifique®”) and nomiivat subdivision (“subdivision
nominative®”).

Most of the theory (and terminology) used in Rok&gnethodology, such as
the structural elements of a classification scheitsecoding system and quality
assessment, comes from Zygmunt Dobrowolski, to whemrmakes reference when
analyzing the hierarchical classification schemaratteristics. Roberge believes
that, after half a century, Dobrowolski’s bookIstdmains the only study of its kind
that presents a set of principles for constructmgl assessing the quality of a
hierarchical classification scheme. Another refeeemade by Roberge in relation to
class hierarchy is the set theory, which defineswiay in which divisional levels
and branches of a hierarchical tree are graduatinéd, from a defined divisional
basis applied to the starting point of the treatdoprogressive fragmentation into
derivative subset¥?

Roberge’s methodology dedicates special attentiothé establishment of a
management project to successfully achieve the gdgsidevelopment,
implementation and maintenance of a hierarchicabnds classification scheme. It
provides detailed analysis of the project phasesddition to the elaboration and
approval of a project management manual, and #ifccation of a project leader,
a Validation Committee, and other potential stakedxs. The project management
manual is to be considered an official and authtvi document, approved by the
Direction, that aims to guide the project orierdatiimplementation and follow up.
It is used to define the nature and characteristidbe project, specific objectives,

proposed methodology, activities to be performed, the required human, financial

%02 The set theorytéoria degli insiemén Italian, teoria de conjuntom Spanishthéorie des
ensemblef French) is a branch of mathematical logic gtaties sets, which are collections of
distinct objects. The set theory was developetiénate nineteenth century by the mathematician
Georg Cantor, and it relies on the concepts ofamdsset belonging: a set can be composed of
subsets and sets hierarchy can be more or legsdin8ets are one of the most fundamental concepts
in mathematics. The set theory is now a ubiquifmars of mathematics, and can be used as a
foundation from which nearly all of mathematics tenderived. Roberge remarks that the set theory
applies to other fields, such as the logical orgation of physical or virtual elements on the basis
a general-to-specific pattern, and the parent-atdlicept. On the basis of this theory, some compute
programming languages, family trees, organizatichakts and hierarchical classification schemes
are developed.
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and material resources. The manual contains thegbrstructure and main actors,
the work schedule and the processes of validaddoption and approval. It also
may include the constraints, risks and criticatdes that can determine or influence

the project success.

General characteristics of a hierarchical classifiion scheme
A hierarchical classification scheme is considdrgdRoberge as a tool to structure
and identify objects to be managed, and must beplied by a coding system. The
characteristics of a records classification scheamebe summarized as follows:

1. Divisional basis
To divide virtually or physically a set of objecit,is necessary to determine their
characteristics and to establish divisional baBmns principle is fundamental in the
development of a hierarchical classification scheane consists of:

a) Determining the characteristic selected as basidivasion of the initial
class.

b) Applying this divisional basis to the initial clags identify the elements
that meet the basis of division.

c) Creating the new derived classes, which are congpo$dhe elements
resulting from the division. It is possible thaétbbject characteristics (or
divisional basis) vary progressively as the proagfsdividing sets and
derivative classes moves forward.

In the case of a hierarchical classification schéameadministrative records, two
types of division can be applied:

+ Activities

Activities are actions carried out on managemeifgatb. The divisional basis of the
vast majority of classes is the concept of activigor example, the activity
"Personnel recruitment” consists of one actionr(igment) on a management object
(personnel). This type of division also applieshe identification of file series (and

files within them) related to processes or acegtiFor example,

Activity: Administration of human resources
Sub-activity: Personnel remuneration
Sub-sub-activity: Payroll management
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«  Other management objects not linked to actions

The other classes of the classification structaslt from an occasional divisional

basis, corresponding to a certain number of othemagement objects that are, for

example, the series of personnel files, projedts,For example,

Activity: Administration of human resources
Management object Personnel file
Sub-activity Personnel remuneration

Sub-sub-activity Payroll management

2. Types of divisions

Roberge reports the same types of divisions idedtlhy Dobrowolski:

Predetermined divisions.They are called arithmetic classification by
Dobrowolski (and also De Felice), and are basedagoredetermined and
constant number of elements resulting from the stwvial process. For
example, it could be agreed in the rules for caomsing a classification
structure that each divisional level is composedltierivative subsets. If this
number were greater than 10, a "miscellaneoustligets" division should be
then created. The result is a perfectly balancédical tree, which is not
necessarily the goal to be reached when buildiclgssification structure (i.e.,
in the case of the UDC).

Dichotomous divisionsThis type of division, applicable to small setsthe
result of a divisional basis in which there is dsence of characteristics for
the elements to be subdivided. As Dobrowolski ared H2lice write, it is a
type of arithmetic classification, in which eachidional level is composed of
two classes of which one is the negation of themth

Aleatory divisions.The most natural classification trees are thoaé dhe the
result of random divisions, as they allow to indudll the elements to be
classified, usually from a single divisional badiis type of division, which
is found in the hierarchical classification scheofi@dministrative records, is
based both on the principle of inclusion ‘parenterlen’ and the principle of
exclusion ‘child-children,” with are guarantor dfet structural quality of the

tree.
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According to the principle ‘parent-children,” a pat class (initial class before
division) can be linked to an undetermined numbiecholdren classes (derived
classes) from the root of the tree. This numberlmn 0. The relationship parent-
children must be inclusive: children must be trinddren and not parents of the
parent to which they are linked. The exclusion @pte ‘child-children’ consists of

ensuring that the children classes under a patess are mutually exclusive, so that

none of them is a parent of other children at Hmaeslevel.

3. Divisional levels

The progressive division of initial classes in dative sets results in the creation of
divisional levels in the classification structutgsually the first level of division is
that which results from the division of the roothmad class. Then, according to the
classification purposes, an unpredictable numbée\adls are progressively created
until the resulting classification scheme allowsegarizing all the objects according
to the characteristics assigned to them. There igeal number of divisional levels.
This number varies depending on the type and dyaottiobjects to be classified.
Roberge exposes the same reasoning as Dobrowolskn vihe warns about
artificially reducing or increasing the number eW¢ls. Roberge disagrees about
oversimplifying classification schemes by limititlgem to three or four levels. He
complains about the many poor quality classificatgtructures that have been
developed by inexperienced actors who improvisalmyning a small number of
classes distributed without a precise methodolddgy. affirms that classification
schemes need professional rigour: when precissifitagion schemes, with logical
ramifications and structural qualities, perfecthatoh the business process, they
integrate  smoothly into the daily practices of meEso management of an

organization.

4. Types of classes
Based on Dobrowolski, Roberge describes five typesclasses: head classes
(“rubriqgues de téte”), initial classes (“rubriquesitiales”), derived classes
(“rubriqgues dérivées”), nodal classes (“rubriguesdales”) and lowest classes
(“rubriques extrémes”).
Even if using the same concepts and terminologR@sowolski to identify

types of classes, Roberge introduces an upper d¢alleld “root” (“racine”). The root
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corresponds to Dobrowolski's head class (“classet&e”) and De Felice’s
originating class (“classe originaria”), which isvel “zero,” as it does not come
from any previous division and is from where digis$ originate. The root is the
starting point of any hierarchical classificatiotheme, and should include all the
objects that need to be classified. It is the bfsim which the classes subjected to
the process of progressive division according &désired degree of accuracy will
branch out. Head classes come out from the rootamrdspond to domains (a more
general level). Initial classes derive from thedhelasses and correspond to function
headings (a more specific level), from which théivaty headings are ramified.
Initial classes are combined with the head clagsesonstitute the first divisional
level (Figures 21 and 22).

Level 2

Level O Level '1 Leve! 1 (Sub-
(Domain) (Function) function/

Activity)

Initial class

Head class Derived
class

Initial class

class

Initial class

Head class

Initial class

Figure 21: Types of classes by Roberge

137



Level O Level 1 Level 2

Derived class
Derived class <

Derived class

Derived class

Head or
originating

class (Initial
class)

<

Figure 22:Types of classes by Dobrowolski and Dié&e

Derived class

5. The logical set of classes
The classes of a classification structure belongséts whose internal logic
contributes to the overall quality of the tree. 3éaesets are: chains, branches,
families and groups of classes. Roberge recallsr@adiski’'s set of classes, and
introduces the concept of family of classes, wiughsists of an initial class (parent)
and its derived classes (children). Some derivedsels (children) can in turn be

initial classes (parents).

6. Structure of classes
Roberge structures classes in different divisibmals and identifies each class with
a classification element:

Head classes: Two domains
Roberge remarks that a hierarchical classificaticimeme of administrative records
is always composed of two head classes (dichotomioison) corresponding to the
two major areas of functions and activities of &lmuor private body: the business
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domain resulting from the organizational missiom gmirpose of the organization,
and the domain of internal management, which supplbe business functions.

When classifying a record in a file, he affirmsttlwme should ask: Is the
record related to organization mission activitiesmernal management activities?
The answer will guide the search of the precisascia a logical set of specific
elements with the same characteristics.

Initial classes: Functions — First divisional level
Each domain is divided into initial classes thall Wweé considered as being the first
divisional level. These classes must correspondutactions that include the
activities of the business and internal managememains.

In the case of the business domain, their ideatibtn and number depend on
the specific mission of each type of organizatibhe amount of functions arising
from the business domains is generally less that téferring to the internal
management activities. If their number is greaiermust be ensured that it
corresponds to a set of general functions and ma@intamalgam of functions and
activities within them.

Internal management activities regard a maximuneight functions in each
organization. They will be analyzed later whenithentification of functions for the
internal management domain is explained. Roberggfiels that the wording of
some of these classes can be directly linked tb dhaertain administrative units
that mostly assume that responsibility. Howeveeséare functions (i.e., human
resources management) and not names of administatits (i.e., Office of Human
Resources), as these activities may also geneeatmds and files in different
departments of the organization. For example, tirecipal personnel files are held
by the administrative unit responsible for humasotgces management. Partial
copies of these files can also be available aatlministrative units in which each
personnel work.

First derived classes: Sub-functions
Under each of the business and internal manageruections, an undefined
number of derived classes may ramify. Roberge rewends to subdivide each
function in the field of internal management (arfdapplicable, in the business
domain) into sub-functions following their orderadcomplishment. These so-called
management sub-functions are four: Planning, Orgdion, Administration and

Control of the activities that are specific to e&ahction.
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This recommendation allows to constitute, undehdanction, subsets with a
more limited number of elements. This facilitathe tdentification of the specific
class that needs to be selected when classifyfilg ar record. Although it adds an
extra level of division, it contributes to the moratural distribution of the
classification tree.

Subsequent derived classes: Activities and othenagement objects
Derived classes are usually associated with hiem@scof activities and sub-
activities. They can also correspond to other memsmnt objects (people,
organizations, projects, etc.). These classes mawmmified from the management
sub-functions or, in case they are not includeminfthe initial classes or functions.

The breakdown of activities, sub-activities andeotmanagement objects on
multiple levels is justified by the documentary wole to be managed. This may
require subdividing each initial class in more gecsub-classes, facilitating records
management and use. Levels must ultimately bedutid identifying records series;
they should never include the identification ofape files.

Lowest classes
Finally, at the end of class chains and branches, will find the lowest classes
which may correspond either to activities that ad ramify because they do not
require additional divisions, or to other managetanects (people, organizations,
projects, buildings, etc.).

The lowest classes of a records classification reeh@entify the records
series. The classification scheme does not incatpdhe files created, as this would
require a constant update of this tool. Practicalig existence of a specific file will
be formalized when registered in the records manage system, where it will be
linked to its group class, family and branch.

Therefore, the only classes accepted in a hieratchecords classification
scheme are those relating to functions and ads/itr to certain management
objects. Any reference to activity files, other imess objects or reference

documents is excluded, as well as classes calledéf@l" or "Divers3®

3930n the contrary, Dobrowolski considers the clasgéls’ as a necessary transit point for
(unclassified) new elements that have been unalflad their place in the established classes. &hes
elements can later constitute a new class. Zygmobtowolski,Etude sur la construction des
systems de classificatipait., 1964, p. 14.
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Recurrent classes
During the development of a classification strueftsome classes can be repeated,
constituting subdivisions that may be associatevéen them. These are called
uniform  subdivisions  (“subdivisions uniformes®”), pexific  subdivisions
(“subdivisions spécifiques®”) and nominative subsions. They are repetitive
branches, whose presence increases the total nwhlotasses, levels complexity
and length of the coding system. That is why @dsisable to extract these classes
from the classification scheme and list them asistidions, usable, if needed, for
the creation of subfiles. Recurrent subdivisionp he increase the flexibility of
hierarchical classification schemes during theiplementation. They also help to
refine the life-cycle management of certain fil@gplying retention periods to them.
Uniform subdivision
Generally, the concept of uniform subdivision idiees types of records, the
grouping of which can be useful for retrieval, adtetion and life cycle
management (i.e., correspondence, directives, esnueports, statistics, etc. can
be grouped creating subfiles). Uniform subdivisiomsy be also used to replicate
the management sub-functions (i.e., Planning, Qzgéion, Administration and
Control of the activities), if they are not inclublan the classification structure as
first derived classes. The existence of uniformdsubions may be more or less
predictable in the entire scheme. They can be Lsefbranches of both the
business and internal management domains.
Specific subdivision
As this recurrent class only applies to certaimbhes, families or classes, it is
called specific subdivision. It may be necessarytlie creation of subfiles related
to certain activities (subdivided geographicallyy theme, etc.) or to other
management objects. In this last case, specifidigigions can be used to split
large files related to personnel, projects, custsmetc. For example, it may be
desirable to categorize all records that composehtliman resources files in
functional subdivisions potentially applicable tcach staff file (Career,
Compensation, Health, Leave, Work accident, efimilarly, it may apply to
project or customer files, where recurrent subtvis may be considered to
divide these records following the logical ordertloé sequence of activities (the

business process).
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Nominative subdivision
It is a classification level that allows to stardiae the names of organizations or
individuals in order to identify a file on a persar organization. These
subdivisions are also expected to be displayedombination with one or two

classes or other recurrent subdivision.

7. Coding system
Roberge dedicates special attention to the seteafothe coding system, which
allows the formation, classification and retriewdlfiles. Inspired by Dobrowolski,
Roberge proposes two coding systems for adminiarag¢cords:

» Significant and logical codes, in which each dwmsl level has a certain
number of characters: nine characters for the sekreisional levels (i.e.,
X111-1111-1, which can be broken down in the follogvdigits: 1 + 1 + 1 +
1-2+2-1).

» Semi-logical codes, which are composed of 1) aifsegmt and logical part
identifying functions and, if applicable, the maeagent sub-functions; and 2)
a continuous sequential number connected to thesedaderived from the
functions: six characters for the seven divisiolelels (i.e., X1-1111, in
which the first three characters correspond toftinetions and sub-functions,
and the last three characters are a continuousesgglunumber, based on
intervals of 10, 25, 50, 100, etc.).

Assessment of the structural quality of the scheme

As Dobrowolski, Roberge proposes a quantitativelyaisa methodology for
assessing hierarchical classification schemes.dliaatitative analysis is based on
the distribution of classes by divisional levelsi\dacan be reported in a graph
providing statistical averages. Roberge describesettypes of information that can
be derived from this analysis:

1) The distribution of the total number of classesramnification level, which
should reflect that the majority of classes aretUradly) distributed at the
central levels of the classification tree; classesome less developed at the
very top and bottom levels.

2) The proportion of nodal classes, which should asdestly, the number and
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distribution of nodal classes by level, secondkirtiproportion in percentage
of the total number of classes at each level. i fttst case, nodal classes
should be mostly distributed at the center of thee tand progressively
decrease at the top and end levels; in the secasel the proportion of nodal
classes in relation to the total number of classest gradually decrease from
the first to the last level.

3) The number of lowest classes, which should be masitributed at the center
of the tree. If they are mostly located in the lovexels, one may question the
divisional basis applied to each level.

In addition, Roberge proposes qualitative assesssmkrtlassification schemes,
consisting of:

1) Detailed analysis of the intellectual content dftabnches of the tree. This
first quality control consists of checking the lodiehind the hierarchy of all
chains of classes from an initial class to its Isingass. Each of the sequences
(or filiations) must comply the principle that thegher level is more general
than its level immediately lower, which in turn sihdb be more accurate and
more specific than its higher level.

2) Analysis of the internal structure of each branthlasses. For example, it can
be detected that a chain of classes with multgels includes several single
divisions at the lowest class. In this sense, ifartban two levels at the end of
a chain are not the result of multiple ramificasprthe composition and
relevance of these repetitive divisions must bestjoieed.

3) Review of the creation and consistency of the classilies to facilitate
understanding and application of the classificatstmucture. All the groups
consisting of ten or more classes require spetiah@on to ensure they are
not composed of both children and parents, whictehbeen artificially

grouped to limit the total number of the tree level

After this overview of the hierarchical recordssddication scheme characteristics,
as described by Roberge, it is interesting to tidetypes of files that, according to
Roberge, compose the series:

Files related to processes or activities
The vast majority of files are linked to processesactivities resulting from

functions. The records forming this type of file® ¢ghe result of actions conducted
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on management objects; for example, the activityriflg (action) personnel

(management object)" generates different typesodnds on appointing new staff.
This kind of file can cover general activities {asthe previous example), or more
specific activities, such as those related to "Rusting,” or "Conducting the
Interviews."

Files related to people
All organizations produce records related to theferrelations with people: staff,
external stakeholders, customers, citizens, udessruices, etc. They also find their
logical place in the classification scheme, as tlaeg produced following the
completion of an activity; for example, the file ah employee who is appointed
following an activity of "Employing People."

Files related to organizations
Other files concern relations or exchanges maiathiwith other organizations:
governmental institutions, municipalities, entitias the education or health and
social services, associations, companies, tradenannon-profit organizations, etc.
This type of file is ubiquitous in records classifiion schemes. It contains generally
more informative than operational records concenihese bodies. They are
directly related to activities of business areas iaternal management domains.

Files related to certain management objects
There are also a number of files that relate toagament objects, such as those for
buildings or land owned by the organization, prtye¢co be implemented,
publications to be produced, contracts, activittebe carried out, etc.

Thematic, technical, legal files
The files related to activities, people or othegamizations may be mixed with
groups of thematic records (on topics of interestghnical records (additional
technical documentation), legal records, or oth@isese files contain reference
information.

As it will be observed in chapter 5, these filee amilar to those normally
indicated in Italian manuals, which group them i@ main types: files referring to
affairs, activity or administrative procedures, atal natural or legal persons.
Roberge also contemplates the need for dividirgs fihto sub-files and volumes, as
pointed out in Moreg2 (2008). Roberge writes tlmahs series of files related to the
activities of different objects (buildings, projectetc.), people (employees, users,

etc.) and others, may need to be naturally dividemlogical and recurrent sub-files
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because of their complexity or simply for easiernagement. Furthermore, he
observes that the large amount of records comgriBies generally requires that
they are divided into volumes: by support, chrogalal period, type of document,
etc. Volumes are logical divisions, which are nattpf the scheme characteristics.
They are useful for managing the existence of anmare physical or virtual box

files.

Methodology
The methodology proposed by Roberge for the eldiooraof the hierarchical
classification scheme is composed of the follovsteps:

Analysis of informational sources
This facilitates the identification and organizatiof functions, classes and recurrent
classes, if applicable. The information sources m@yundamental records of the
organization (constitutive law, regulations, missgtatements, strategic directions,
annual reports, activity reports, internal ruled @nocedures, websites, intranet and
extranet, etc.), organizational charts, budget laxisting classification schemes
and some lists of active files maintained by tHéedent units. These records contain
much of the essential information needed to idgnmtibre specifically the activities
that generate records and business files. Robeaggi®ach excludes the exhaustive
analysis of files and records kept in the admiatste units of the organization. He
believes that this approach is both expensive amthter-productive. The data
collected, based on different individual non-staddgractices, are generally
difficult to use and unnecessary, particularly agards the field of internal
management.

Tools to support the establishment and validatioh @ new classification

scheme
Roberge recommends several tools as support mechanior elaborating the
classification scheme, such as a) Brainstormingwsoé solutions, such as word
processing software to produce mind nidpdor a user-friendly graphic
representation of the structure under constructrQuality classification scheme
models that already exist in similar organizatior)sintegration of lists of potential
actions and management objects to enhance or sapplehe classification scheme

304 A mind map is a diagram used to represent wodgss, tasks or other concepts related to each
other and arranged around a keyword or central idea
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models*°d) Use of a records types list to accelerate thatification, if necessary,
of recurrent classes corresponding to records t§fes

Identification of functions
Prior to the establishment of the hierarchy of $#ss it is essential to identify,
validate and make the Validation Committee adopt ghoups of functions from
which the derived set of classes logically ramifys important, therefore, at first, to
rule about the standardized wording of functiortsefi, proceed to the identification
of functions, their sequential arrangement andigfenition of the activity fields that
they embrace.

Thus, Roberge provides instructions on how to ntmmathe wording of
functions to ensure consistency. He recommends iaya use the action
"Management," supplemented by a management ohjectnobination of objects, or
an adjective. This corresponds to the ALO portibthe methodology DFA/ALO™
[Domaines—Fonctions—Activités / Action(s)-Lien—Cgg]. For example,

Action(s) - Link - Object(s): Management - of - iHan Resources
Adjective - Action(s): Administrative - Management

The same formula can be applied to name activitibsch can be expressed
by a combination of, at least, one action and dseabd. The word "Management” is
to be used only when no other term can be acceptedhe action will vary
depending on the objects that are linked to it.dpxionally, some activities can be
expressed by a combination of actions and an dgjdgective or noun). The other
classes that do not correspond to functions ovities will be simply identified with
the wording of the file series and their managenodijects (i.e., files of personnel,
files of customers, etc.).

Roberge also remarks that the application of rieswriting words in the
singular or plural forms are also important for ntaining consistency. Actions for

activity classes and, if appropriate, uniform swisions® of management sub-

3% |n the annexes of Roberge’s publication, two lists available that allow to standardize the
wording of the classes related to activities oeotinanagement objects. Annex B contains a non-
exhaustive list of 1.300 actions that may be reladeobjects of internal management [i.e., Persbnne
(object) selection (action); job (object) postigtfon)] or to business management. Annex C is a
non-exhaustive list containing more than 800 irsémanagement objects that can be combined
together [i.e., Personnel (object 1) figbject 2)] or can be associated to actions [lensfer
(action) of Archives (object)].

308 Annex A of Roberge’s publication contains a listhe principal record types for internal
management or for business areas that may exast arganization (i.e., agreements, posters,
calendars, albums, speeches, etc.).

146



functions must always be written in the singulag;,iHiring of personnel (activity

class);

Planning (uniform subdivision). Objects d&fnctions and specific

subdivisions®, and record types for uniform subsloms® are usually in the plural

form; i.e., Management of Human Resources (functi@ss); Digitization of files

(specific subdivision); Statistics (uniform subdian).

After these instructions on the normalization of flunctions and activities

wordings, Roberge identifies a maximum of eightctions related to the internal

management of any type of public or private orgatnn, as previously mentioned.

They are described in detail as follows:

1.

Administrative managementt refers to general administration activities of
the organization, such as business planning, arghanal structure,
management meetings, internal audit and managemeots, etc.
Management of communications Activities of internal and external
communications, publications, advertising, pubétations with the media,
information exchange with other organizations, etc.

Management of human resourcesActivities related to recruitment and
hiring of human resources, personnel files, cood#i of employment,
remuneration, training and development, evaluadigpersonnel, etc.
Management of financial resourcesActivities on financial planning,
budgeting, accounting of income and expenses, brankactions, financial
audits, etc.

Management of information resourcesActivities related to information
technology, records management and archives, mareageof reference
material, etc.

Management of property resources (buildings and spg) use of spaces,
maintenance, parking management, etc.

Management of movable assets and support servicAstivities on
maintenance and provision of materials and equipnséorage, distribution,
vehicle management, acquisition of professionalises, etc.

Management of legal affairsLegal support activities relating to the rights
and obligations of the organization, such as legginions, legal
compliance, legal claims and proceedings, managementracts and

agreements, etc.
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Roberge does not provide a methodology for ideimigfybusiness functions; he
simply says that they should be identified from thgecific mission of the
organization, based on the analysis of informatiGmairces. The total number of
business functions is generally lower than therivdemanagement functions, and
are arranged following the logic or sequence off ingplementation.

Once the classification scheme is elaborated, gdalation Committee should
validate and adopt it. Roberge proposed severalatadn forms, which allow to
analyze the scheme following several parametergutgtion, uniform and specific
subdivisions, and coding system. Validation formme also used to record the
decisions or requests for modifications. Once ‘eé#d and adopted, the final
version needs to be approved by the Direction. difieial announcement of the
records classification scheme should be foreseen the organization’s
communication plan. Next steps include documematiche scheme through a user
manual, which includes an alphabetic index of #eords classification scheme, the
integration of definitions and notes for each clats. This should be completed by
a lexicon, records life-cycle procedures, the adopt@a retention and disposal
schedule, and staff training.

As it may be observed, Roberge presents a commsifeemethodology for
the construction (and implementation) of a funao(and hierarchical) records
classification scheme. He makes interesting camiiobs, for example, in relation to
the naming of the classification elements (fundcijoactivities, series and files),
through the ALO (Action(s)-Lien—Objet(s)) methodpjo As Dobrowolski, he
mostly focuses on structural classification aspeattser than content issues, such as
an in-depth description of the top-down process&sied to identify and interrelate
functions, activities and series. The indeterminaienber of levels and the small
number of classes at each level create complexshaliow structures, which may
make difficult their construction, maintenance amgk. This system inherits the
concept of the natural growth of an organic striee{the archive) in which artificial
groupings are not justified. In fact, the qualitpdaquantitative assessment of
classification schemes also reflects the concegdjowhich it is necessary to avoid
the development of unnatural classes, as clagsiiicachemes should objectively
and logically represent existing natural relatiopstamong classes and records.
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3.7.2.3 Raffaele De Felice

De Felice is one of the Italian archivists who haslepth studied, researched and
written on archival classification. In his writingse highlights the lack of a method
or criteria for establishing classification scheme&kich are, in most cases, simple
lists of files, useful as a means of search, busa classification todl’

As previously mentioned, De Felice conceives cl@sdions schemes
articulated in three “titles” (or first classes): dctivities related to the organization
and functioning of services; 2) activities intendedjuide the administrative action
affairs that specifically treat the subject maiteuded in the competence attributed
to the institutiori®® De Felice proposes subdivisions of “titles” insdas, sub-classes
and eventually in other subdivisions, if neededtggaries and sub-categories).
Subdivisions represent the logical and rigorouscgse towards an increasingly
gualification of the subject matter, until the iti&oation of the single affair that
forms the file.

In De Felice’s 1988 publication, the influence ablibowolski is evident. De
Felice starts to make an in-depth analysis of thessdication structure and
elements, following Dobrowolski’'s classification iqeiples. In fact, De Felice
focuses his study on the concept of classes (callgmtique” by Dobrowolski and
Roberge), which he considers as the basis of Glzgsin. Classes represent a
whole of concrete or abstract entities that shareommon characteristic and
determine a homogeneous bond between them. Ctatgifis are made on a
divisional basis, based on the specific differenaea common characteristic that
allows to proceed towards more specific wholesc{asses). De Felice theorizes on
the constitutive elements of a hierarchical clasaiion scheme, identifying the
same components as Dobrowolski (and Roberge): ifjinating class; 2) derived
classes, which may be composed of initial, noddbwest classes; and 3) divisional
level. De Felice also introduces the conceptsadschroups, branches and chains, as

per Dobrowolski’s postulate.

307 Raffaele De FelicePer la formazione dei titolari di archivi¢1967) Reprint inAntologia di
scritti archivistici — parte | Giuffrida, Romualdo (Ed.), Roma, Ministero pebeéni e le attivita
culturali, Saggi 3, 1985, p. 387-388.

308 |vi, p. 388.
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Up to 1988, De Felice recommends that subdivismmngmited to three levels
and eventually, when needed, up to five le¥8IB his 1988 publication, where De
Felice reflects Dobrowolski’'s theory, he reportsatthdivisional levels are
unpredictable and composed of an undetermined nuwibpartitions. In natural
(not arithmetic) classification structures, the m@mof classes is not predetermined
because it directly derives from the variationstied specific differences of each
class. In some aspects, such as this one, De Faliepts his theories to
Dobrowolski’s structural classification principled others, such as the coding
system, De Felice maintains his previous theomesancepts, and no influence of
Dobrowolski’'s symbolization or notation principles observed. Dobrowolski's
chapter on notation systems is extensive (the Etngee) and not easy to decrypt by
‘non-mathematicians,” due to the use of numerogordhms that explain the
encoding logic, among others, of the brief symlsystem (Systéme de notation a
symbols brefs). Perhaps De Felice preferred to aiigpcoding system that he had
theorized himself, and had already been consolidayepractice over the years. De
Felice’s coding system is characterized by threexes:

1. Primary index
The primary index is composed of two, three, fourfiee numbers, plus a slash
followed by the file number. To have a coding syst& a maximum five numbers
(which is the maximum number of classification levenitially proposed by De
Felice), each classification scheme subdivisionukhamot have more than nine
children or partitions (as seen in the Universatibal Classification, from which
De Felice was also inspired). This results in asyda-read coding index and a clear
interpretation of its meaning. If a subdivision e&ds nine children or partitions, the
index coding will have two digits. It is then nesasy to use a dot to separate the
primary index groups. In this way, the interpreiatand the distinction of the title
partitions are easier; for example, the index: B4/3, indicates: 1 = title; 12 =
class; 3 = sub-class; 4 = category=/8le.**°

2. Archive index
This index indicates the creating office with a emmnumeral, an acronym or a

symbol, which precedes the primary index, and frvamch it is separated by a dash.

309 | pidem
310 vi, p. 395.
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For example, the index: PER-115/3, indicates: PERersonnel Office; 1 = title; 1
= class; 5 = sub-class; /3 = fité.

3. Common index
This is a particular coding index, which has a tamsmeaning in any classification
scheme. De Felice identifies two types: the commnolex of places (geographical
locations), and the common index of subject matt@mnmon indexes are enclosed
in parentheses and follow the primary index. Theymally find place after the
indication of the file number. For example, thedrdcoding or notation) 257/3
(NA) indicates: 2 = title; 5 = class; 7 = sub-ctal&s= file; (NA) = geographical area
of Napoli. An example of a common index of subjewtter may be the constant
partition of personnel records as follo#:

(1) Recruitment

(2) Career development, retirement

(3) Technical and professional training

(4) Status position

(5) Discipline and litigation

(6) Register of state employees

(7) Economic treatment

(8) Personnel files

(9) Pension and insurance
One of the above indexes, added to a primary ingeecifies the matter to which
the record refers. For example, 122/15(07) measstitle; 2 = class; 2 = sub-class;
/15 = file; (07) = common index of subject mattamich refers to ‘Economic
treatment.” Common indexes of locations and subpeatters can be contained
simultaneously in the same parenthesis, distingdistom each other by a dot. For
example, (NA.07) indicates a place (Napoli) and ubject matter (Economic
treatment).

It is interesting to note that these types of subdins (codified through
common indexes) are later used and further develbgdroberge with his recurrent
classes, specifically the specific subdivisionkelLDe Felice, Roberge exemplifies

this type of subdivision through the categorizatioh staff files into: Career,

31 1vi, p. 397.
312 |vi, p. 399.
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Compensation, Health, Leave, etc. Roberge alsadesethat files can be integrated

by either uniform subdivisions or specific subdiorss.

Other methodological sources

Some general methodological indications are pralide other sources when the
process for designing and implementing a recordsagement system is described,
as the elaboration of a file plan is generally oh¢he process steps. For example,
many archival manuals, such as the one of Cruz Mu(®D11), report the phases
illustrated in the ISO 15489 (2001), which in tisrbased on the Australian Records
Management StandardS 4390 (1996). This Australian standard was tlezymsor

of the eight steps methodology known as DIRKS<iQning and Implementing
Record Keeping Systems: Manual for Commonwealtindeg,*** developed by the
National Archives of Australia. The methodology désed in these standards and

other sources will be analyzed below.

3.7.2.4 1SO 15489 on Records Management
ISO 15489 describes the essential characterisficecords systems and provides
guidance about the eight steps foreseen in the epsof designing and
implementing systems for managing records. Paditulstep B, which aims to
analyze the business activities and processesdaorit by an institution, involves
establishing a classification structure known abuainess classification scheme.
This scheme is presented as a hierarchy of furstiantivities and transactions,
which reflects what an organization does. The lassirclassification scheme is the
foundation from which a records classification snkds developed*

ISO 15489 gives general methodological input foe ttevelopment of
business activity analysis, and its findings aredut elaborate a business activity

classification and, in consequence, a records ifitg®on scheme. The

33DIRKS is outlined in the Australian standard AS 1$8%89-2002 on Records Management (an
Australian codification of the International Stardian Records Management, ISO 15489-2001),
which replaced AS 4390.

314 A business classification scheme and a recordsifitagion scheme are two different tools,
whose distinction may not appear so clear, induosgys to some confusion. According to DIRKS, a
business classification scheme is a conceptuatseptation of the business activity performed by an
organisation. It is a by-product of the analysibosginess activity; thus, a hierarchical model batv
an organisation does. Stemming from the organisatiousiness classification scheme, a records
classification scheme is a tool for classifyingaets and other business information, based on the
business activities that generate records.

152



methodology that is proposed by ISO 15489 to idietiisiness activities involves
the analysis of: a) the goals and strategies obthanization; b) the functions that
support the pursuit of those goals and strategiethe activities that constitute the
functions; d) the work processes performed to camuy specific activities and

transactions; e) the steps of those processestioitias; f) the transactions that
make up each step; g) the groups of recurring actims within each activity; and
h) existing record$® ISO 15489 explains that the results of these s¢aralyses

are used to elaborate a hierarchy of businessitgsivwhich may be supplemented

by sequential representations of business processes

3.7.2.5 DIRKS ([@signing and Implementing Record Keeping Systems: dhual
for Commonwealth Agencies)®
DIRKS, from which ISO 15489 derives, outlines aghgistep process for creating
records management systems. It gives more extenggemmendations and
examples to identify the organization’s functiomastivities and transactions than
ISO 15489. Step A describes the sources used é&impnary investigations, which
are pertinent to the analysis of the business itieBv(Step B). The informational
resources pointed out by DIRKS for Step B arenédrhal sources such as mission
statements, corporate plans, annual reports, argi@omal charts, policy statements,
procedure manuals, information systems documentatiecords and forms; b)
External sources such as legislation, regulationstructions and circulars; c)
Interviews to be conducted with staff. DIRKS fa@tes a guide to interviews, which
includes determining who to interview, structurirtbe interview, preparing
interviewees for discussions, preparing the intawar and writing up notes, as well
as sample interview questions.

DIRKS utilizes two types of analysis to understdnginess activities, and
identify functions, activities and transactions.eThierarchical analysis is a ‘top-

down’ approach that starts examining goals andegfi@s and subsequently how

35|nternational Organization for Standardizatit®Q 15489-2:2001: Information and
Documentation — Records Management, Part 2: Guidsliit., 2001, p. 9.

¥1°The DIRKS manual is currently available at the &Records of the New South Wales
government website: https://www.records.nsw.govemardkeeping/advice/dirks. (Accessed on

31/01/2017)
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these are achieved. Instead, the sequential asal/si ‘bottom-up’ approach that
starts examining work processes and their trar@astiand gradually relate them to
broader classification levels. As ‘top-down’ anadygives the organizational context
in which the activities and processes take placlRKI3 recommends that the

sequential analysis is carried out after, or as gfathe hierarchical analysis. Indeed,
the identification of transactions help define theundaries of activities and

therefore the scope of functions, as well as thamemation of records provide

information that is relevant to upper levels. There, both types of analysis can be
alternately used depending on circumstantial needs.

When describing the hierarchical analysis, DIRK8vjdes one recommended
approach to identify the organization’s functioastivities and transactions, their
review and testing. This approach is presented/endtages, based on the use of the
informational sources seen in Step A.

Stage 1: Identify the organization’s functions
DIRKS provides possible sources in which the orgatnon’s functions may be
mentioned, and gives concrete examples; i.e.,l&mia identifies functions or the
purpose for which the organization was establishadnual budgets list the
organization’s outputs; annual reports summarizg &ehievements; recent action
plans identify key corporate objectives; websitd artranet main subject headings
may list the organization’s functions. The funcBdhat emerge from these sources
are then listed, compared and grouped. Each fun&ialso described, stating what
the term includes or excludes. In addition, theiress units that are involved in
delivering each function are identified.

Stage 2: Identify the organization’s activities
DIRKS provides tables exemplifying the actions tehbuld be undertaken in this
stage, i.e., examination of the previous sourcesdemtify specific activities
undertaken to accomplish the functions. It alsoppses to interview key staff of
business units that deliver each function to disctee activities that their unit
carries out. At this point, a list of activitiesrfeach function can be compiled and
consolidated, ensuring that no activities overlap.

Stage 3: Identify the organization’s transactions
At this stage, DIRKS proposes to review the orgatimn's lists of records series (if
available) and to identify the transactions thaidpice those records. Interviews

should also be arranged with key staff to dischedransactions undertaken by their
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business unit. The output, in this case, is totdrdist of transactions (or sequence of
steps) that makes up each activity. After this ;stepay be necessary to further
refine the activity descriptions developed in Stage

Stage 4: Review functions, activities and transacis
This entails the review of the draft list of furais, including their activities and
specific transactions. At this point, it shoulddbear as to which function an activity
belongs.

Stage 5: Testing functions, activities and transacts
The list of functions, activities and transactiomsh descriptions of the scope of
each function and activity needs to be tested teriews and workshops with

relevant staff members.

This is the sequence of stages described by DIRKSdnducting a hierarchical
analysis. For a sequential analysis, however, DIRE&@mmends to investigate
processes to find relevant information, such assguence of steps within the
process; the actions which need to be completemtdosteps can occur; the inputs or
dependencies from other systems (such as the neadthorisation, signature, etc.);
the people managing and performing the processfffems in which the process is
being carried out; the rules affecting the procasst the records generated as a by-
product of transactions. DIRKS points out that éhetages can be applied to those
cases in which a process is composed of a seqoésteps. However, there may be
processes in which a step by step path is not ifddsie, due to contingencies
derived from certain decisions or actions, whicbutl also be examined. Further
guidance on how to identify the sequence of traimas in a process and variations
of the routine process may be found in the Austrafstandard 5090-2003, Work
Process Analysis for Recordkeeping, subsequentdyed as an ISO standard
(ISO/TR 26122:2008).

After this analytical phase, a business classiboascheme can be produced.
To check if there have been inconsistencies orlapping in the analysis outcomes,
DIRKS recommends verifying a series of aspectsh siscl) the functions represent
all of the business of the organisation; 2) eaclttion, activity and transaction has
meaningful headings, a definition and date ranges/éilable); 3) the boundaries of
each function and of each activity mutually exclutte other functions and

activities, respectively.
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As it may be observed, DIRKS is an exemplary medhmgical approach to
develop and implement a record-keeping system hiclwa classification scheme is
conceived as a key tool. It pays particular attentio the elaboration phases of a
hierarchical business classification scheme throtngh identification of business
functions, activities and transactions. The onlgeskation that can be made is that
the inter-connection and arrangement between fumgtior among activities, or
between transactions are not clearly addressedexXammple, Xie affirms that, in the
DIRKS records classification scheme, “activitiese disted under function in
alphabetical order, just as the manner of orgagisubject terms in subject-based
classification systems?” Xie makes a comparison between two types of faneti
based classification systems: the Australian DIR¥{® and the Canadian BASCS-
type. She recognizes that the organization of @iets/or sub-functions is a major
difference between these two models. BASCS cors@emrlphabetical arrangement
of activities (and transactions) to be less mednlngnd emphasizes the sequential
order of carrying out processes. When no logicalisace can be identified, BASCS
advocates for the use of subjects or other sorSBogemes, which can be
alphabetically arranged, as it may occur for sgront file units. The example of a
business classification scheme provided by ISO 23480 neglects the arrangement
aspects existing between classification elememntgshé 1ISO 15489 example of a
hierarchy for personnel, the activities within tienction “Managing Human
Resources” do not seem to follow a linear or cytlgequence or order; on the other

hand, transactions are alphabetically organized.

3.7.2.6 BASCYBusiness Activity Structure Classification System

The Canadian BASCS methodology is also a hieraathitinction-based
classification system, developed by Library and res Canada. Since the late
1990s, the Government of Canada promoted a maq@iapl model, which
influenced the move from a subject-based to a fandiased approach (BASCS)
for all public records!® BASCS, like DIRKS, foresees three classificatienels
(even if the classification elements in both systeare differently subdivided)y)
Function, which is the highest level of activityndéed by a block title; b) Sub-

317 i Xie, Function-Based Records Classification System: A @oative Study2007, p. 4.
318 Stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 56.
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function, which is the second highest level of\attidenoted by a primary title; c)
Activity, that is the next level at the seconddgytiary, and lower levels of activity,
in which records can be organized by transactionjept, object (case file), or
subject content.

As Xie writes, “BASCS focuses more on decomposinlg-fsinctions (which
are the activity level in the DIRKS records classifion scheme) than activities
(which are the transaction level in the DIRKS reisoclassification scheme}? In
fact, BASCS requires a 'top-down' analysis of bessnactivities to construct a
classification system, rather than a 'bottom-uplyamis focused on end products
(records), as proposed by DIRKS to analyze the esdtpl processes at the
transaction level. In addition, BASCS differs frddRKS and ISO 15489 by the
fact that it makes a distinction between clasdiioca and filing structures. The
BASCS file system has two components: “the fir§lerting the business activity
structured sequence, and the second reflectingetioeds classification system. One
can construct the first component, [...] without egenstructing the seconé&”The
first component (the business activity structusefarmed by functions (the block
level) and sub-functions (primary level), which iger from the analysis of the
business process. No files or records exist atetliest two levels. The second
component for the BASCS file system is formed bgoselary and tertiary file
levels, which correspond to the third, fourth andér levels. They can be about
activities, subjects, projects, client or otheretyf records. File units are listed in
descending order from these secondary and tertideg and, as previously said,
they are arranged following a sequence of actinosan alphabetical order. From a
theoretical perspective, this system composed afhatract activity structure and a
file plan in which records are connected to filetsins very close to the traditional
(and still current) classification practices inlytand also Spain.

As in DIRKS for determining business activities, 88S proposes the use of
the business process analysis to identify functisnb-functions and activities for
elaborating a records classification system. BADTE&fly describes the process as

follows:

319 i Xie, Function-Based Records Classification System: A @wative Study2007, p. 5.
320 paul SabourinConstructing a Function-Based Classification SystBosiness Activity
Structure Classification Systewit., 2001, p. 149.
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Identification of functions
The identification of functions starts with backgnal research about the functions
that are stated in: laws; regulations; existingiless process models; and policies,
processes, and procedures that relate to the uimstits basic responsibilities.
BASCS proposes checking the results of the reseagdinst 1) the strategic
outcomes available in the institution’s main budgeid annual reports; 2) the
program review, evaluation, and audit reports; &hdhe information about the
institution available on its Internet or intranettes. BASCS identifies five
administrative functions that are common to all &owvnent of Canada institutions:
1) General Administration (including management ggdvernment information,
security, and administrative support); 2) Real Brop Management; 3) Material
Management; 4) Finance Management; 5) Human Res®itanagement

Identification of sub-functions and activities
The identification of sub-functions foresees to tiseinformation gathered during
the previous research, write a description of threfion and its sub-functions, and
attach the business process model (made for tletidm) to arrange functions and
sub-functions, based on what happens first, whapéras next, and so on. The same

process applies to identify activities.

3.7.2.7 Rules for identifying and formalizing clagéication categories

Among the most recent publications dealing with ethndological approach for
identifying and formalizing the categories of agets classification scheme, there is
a paper entitledNormalizando la clasificacién de documentos: Pregtaede reglas
(Normalizing records classification: Proposed rylemuthored by C. Fernandez
Vega, A. Hernandez Martin and A.B. de los ToyosGaestro, who are archivists
from the Government of Asturias (Spain). The papas presented in 2014 at the
VII Jornadas Archivando: la nueva gestion de arokiwrganized in Ledn (Spain)
by Fundacion Sierra Pambley. This article introdueemethodology to identify,
define, build, maintain and update in a standadtizay categories or classes of a
classification scheme. The authors assert that lgective classification process
requires the use of reliable information sourcashsas those of legal character. For
this reason, they propose to use the General Budfethe public sector
organizations, including their elaboration rulestt are legal Spanish texts that

provide a functional classification of expendityrssucturing, at different levels of
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aggregation, the activities carried out by eachaoization in the exercise of the
functions assigned. This structure is the onewlilasupport the identification of the
classification scheme higher levels. As a secondafgrmational source, they
propose the use of the inventory or registry of mistrative procedures and
services that all Spanish public administratioresabliged to maintaiff!

From these sources and assumptions, and followimgtoposals contained in
the Technical Report ISO / TR 26122: 2008 on thalyens of work processes for
records management, the functional analytical ntetirom general to specific,
combined with the sequential analysis, is appleddtermine the flow required for
the identification and definition of the categorieé a functional classification
scheme. As a result of this analysis, six entdiesconsidered substantive to identify
records series: institution, function, sub-functiawtivity, administrative procedure
and document type. Thus, the resulting sequenap@fations required to identify
the categories of a classification scheme consistie following procedural rules:
1. Identification and naming of institution; 2. fddication and naming of function;
3. ldentification and naming of sub-function; 4.eidification of activity; 5.
Identification of administrative procedure; 6. Itiéoation of document type; 7.
Identification and naming of records series. Eadhthese entities should be
identified and named based on an analysis caraéthoough a data mod&fwhich
is structured through the following six paramete@bject; Actors; Previous
conditions; Flow of events; Results; and Formaiorat The following are two
examples, illustrated in the paper, on the methagoto be followed to identify and

name two of the seven entities: a function anccarceseries®

#21These sources are also taken into consideratid RIS, BASCS and Roberge. Specifically,
the use of the Annual Budget to identify the orgation’s functions is recommended by DIRKS in
its Stage 1.

322The data model that formalizes these rules follthesuse case technique of the METRICA
methodology (METER, version 3, 2001). METRICA wassidined and is promoted since 1989 by the
Spanish Ministry of Public Administration (now tMinistry of Finance and Public Administration).
METRICA provides a set of methods and techniquesediat obtaining final software products,
which can be used by organizations in the planrdegelopment and maintenance of information
systems.

323 Carmen Fernandez Vegalicia Hernandez Martin, Ana Belén de los ToyosQdsstro,
Normalizando la clasificacion de documentos: Pragtaale reglasin Jornadas Archivando: la
nueva gestién de archivos, Ledn, 6 y 7 de novie2bitd Ledn: Fundacion Sierra-Pambley, 2014,
respectively p. 202 and 207.
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Identification and naming of functions

OBJECT(Scope)

To identify and name in a univocal manner eachtfonahat
has to be part of the classification scheme. Incthretext of
this rule, the functions represent the main compuss
conferred to the institution by the law for thefiluhent of its

objectives.

ACTORS

(Professionals who have

to intervene to put thg

D

rule into practice)

Records managers with skills in managing recordeseand
records managers with skills in administering omaging

description.

PREVIOUS
CONDITIONS

(Conditions that must b

D

fulfilled to put the ruleg

into practice)

The legal information source that determines thections

assigned to the institution.

FLOW OF

EVENTS (Steps to be

followed to apply the
the

rule and get ;

expected result)

To use, as an informational source, the functisiraicture of
expenditure that the rules have established foptaparation

of the institution’s General Budget.

RESULT

The function and its formal name are identifiednira legal

informational source.

FORMALIZATION

(The obtained result i

5

materialized in an

authorized form)

1. The function name will follow the one used ire tlegal
informational source. In general, it will take thame that
appears in the rules for elaborating the instituiogeneral
budget.

2. Exceptions to this rule must be justified ancappropriate
new rule should be drafted.
3. For the maintenance of the classification scheraeh new
function will be incorporated at the end of theusture, so as
not to alter the digits representing the locatibthe function
element in the structure of the records classibcascheme.
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Identification and naming of records series

OBJECT(Scope) To determine whether it is necessary or not tatera new
records series to classify a group of related sor

ACTORS Records managers with skills in administration | or

(Professionals who havemanagement of records series.
to intervene to put thg

1%

rule into practice)

PREVIOUS To have identified the institution.
CONDITIONS To have identified a function.
(Conditions that must be To have identified a sub-function.

fulfiled to put the rule| T4 paye jdentified an activity.

into practice . .. .
P ) To have the inventory of administrative procedures.
To have an administrative procedure identified.
To have administrative files already processed.

To have identified the documentary type.

FLOW OF| 1. As a result of the analysis done, it should éemnined
EVENTS (Steps to be whether or not it is necessary to create a newadscseries.

followed to apply the 2. If not necessary, it should be determined inchexisting

rule and get the qarias the identified records should be classified.

expected result . ) .
P ) 3. If necessary, the series is named in accordaitbehe

naming formalization guidelines established by this.

RESULT A records series and its naming.

FORMALIZATION | The records series naming is composed of the falgw

(The obtained result is elements:
materialized in an 1 The documentary type.
authorized form)

2. The activity in the execution of a specific caméd
competence.

Example: Disciplinary files on transport.

This is an example of systematizing, through pracaldrules, the identification of
the elements of a records classification schemé, thathis specific case, is
composed of three levels: functions, sub-functioasd activities (the latter,
corresponding to the records series level). As atyrbe observed, this structure
presents many similarities with the BASCS threesleslassification system. The
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systematization process, presented in the abougzadapaper, is a very interesting
exercise, even if the basic informational sourgesnfwhich the definition of the
upper classification levels is derived, may nothemore comprehensive references
in many institutions: structure of expenditures@eneral Budgets are not always
function-based, not all the institutions have dieaidentified administrative

processes and procedures.

3.7.3 Final considerations
The functional approach to classification is coesédl by the archival scholars
analyzed in this dissertation the most appropriateans to classify records.
Nonetheless, a purely functional classificationteysis apparently only addressed
by Roberge’s methodology. The classification schernfet this researcher has
analyzed during the investigation work are hybiydtems in which the functional
systematization prevails at higher classificatienels, even if many times main
functions adopt the name and embrace the compeatesfcadministrative units.
Lower levels also reflect activities and transatsian which sequential processes are
determined by the specific responsibilities of @#8 or, in more strictly functional
systems, a transaction carried out by several edffareates files that are identified
by the office name (to allow each office to clagsts own records in a separate
file). In other cases, the subject of a competenag prevail over the function. This
hybridism reflects two main features: 1) the ladkcomprehensive procedures to
identify and interrelate the elements composingeeomds classification scheme:
function, activity and transaction, including cortepee; 2) the possibility that the
functional and organic approach needs to coexssingtitutions are, in a higher or
lower degree, compartmentalized and each sectiinitorks without appropriate
integration and interrelation with others, so tmegnifest the need to create their
own separate files to conduct their business. Tdtier aspect also reflects that,
without a re-engineering aimed at simplifying anfficeently organizing the
institution’s business processes, it becomes diffilo plan and implement a purely
functional-based classification system.

As seen in this chapter, the archival disciplines ldopted two main
methodological approaches to develop functionaéthadassification systems: ‘top-

down’ and ‘bottom-up.’ Both approaches used togethe DIRKS remarks, provide
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a broad-based perspective from which to developaasification scheme. Orr
affirms that “developing a functions-based classation appears generally to be a
time consuming process and this use of resourcgsneed to be weighed against
the benefits*®* In particular, the bottom-up approach, also recemded by
Shepherd and Yeo, employs system or process mgd&inrepresent business
transactions and their relationships. Businessga®modeling is a technique mostly
developed by systems analysts, which aims at rgadeg or reengineering
processes to improve business quality and effigiedithe application of this
technique requires an expertise that archivistsmaibbhave. Furthermore, any re-
engineering process is costly and lengthy, and fadyif not well planned and
implemented among users. Therefore, pure functiclaakification is tightly linked
to business process analysis, which requires cerate investments that are not
affordable to many institutions. This is a viciatiecle in which the lack of specific
system analyses or assessments prevents reorgamiaatl development of logical
and functional flows that can be adequately refiéah a consistent classification

system.

324Stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 112.
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4. ANALYSIS OF FUNCTIONAL REQUIREMENTS FOR
ARCHIVAL SEDIMENTATION IN ELECTRONIC RECORDS
MANAGEMENT SYSTEMS

Nowadays, records creation occurs mostly in a aligihvironment, even though
analogue records are still part of official andniat methods of communication. For
this reason, institutions need to consider the emantation of hybrid records
management systems to organize and exercise cootssl their entire records
production. One objective of this thesis was to lym®a the requirements that
international standards ande-facto specifications propose for designing and
implementing electronic records management systepeacifically in relation to

records sedimentation in hybrid environments. Timalysis of standards and
specifications has been complemented by visits ational and international

institutions based in Rome, which have implememrtedtronic systems. The scope
of the visits was to obtain an overview of theistgyn characteristics and technical
issues. The analysis has primarily focused on Hwegd systems are dealing with
archival functions, such as the management of \athflows, particularly

registration, and/or classification/filing. The i&s were intended to be a

complementary support to this specific chapter.

4.1 Comparative analysis of records management stdards

The main policies, specifications and quality stadd that have been analyzed
identify the functional and non-functional requirembs that records management
systems must meet to ensure the management of prgbeorecords processes.
These standards and policies are as follows:

* 1SO 15489: Information and documentation: Recor@mdyement, 2001 (Part
1. General; Part 2: Guidelines).

« DoD 5015.02-STD: Design Criteria Standard for RdsoManagement
Software Applications, 2007.

* ICA-Req: Principles and Functional Requirements Racords in Electronic
Office Environments, 2008. (Module 1: Overview &tdtement of Principles;
Module 2: Guidelines and Functional Requirements Htectronic Records
Management Systems; Module 3: Guidelines and FemaittiRequirements for

Records in Business Systems).
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* MoReg2: Model Requirements for the Management @fctEbnic Records,
2008.

* MoReg2010: Model Requirements for Records Syst&fassion 1.1, 2011.
The study was carried out through a comparativéysiseof these standards, starting
from the processes or functions identified by IS&189 as necessary for proper
records management: 1) Capture; 2) Registratio@|&sification; 4) Retention and
Disposal; 5) Storage and Handling; 6) Access arali@g Controls; 7) Monitoring
and Auditing; and 8) Documenting Records ManagerReotesses. The analysis of
these processes revealed accentuated inconsistenderminology and concept in
the different standards. For this reason, the mseEeWiIll be described, emphasizing
the similarities and differences that each of thesecepts presents in the various

standards.

4.1.1 Capture

[Related termsDeclare / Creation / Registration / Classificatibfkiling]

‘Capture’ is not a term traditionally used in thehaval field. However, with the
proliferation of electronic records managementeayst the concept of ‘capture’ has
been introduced to signify that these systems shdwalve the functionality of
records acquisition (regardless of record formatoding method or other record
technological specificity), including the possityiliof making records content non-
modifiable, so as to ensure records authenticity.

ISO 15489 points out that, in traditional paperdahsecords systems, records
‘capture’ took place through the process of classiion and filing, specifically at
the time of the physical placing of a record withitile** Therefore, ‘capture’ can
be synonymous with filing in a paper-based envireninIn the digital context,
however, the term has acquired a much broadermapecise meaning.

In MoReq 2, ‘capture’ includes both the act of @ulimg records into the
system, and the processes of registration, cleasdn, addition of metadata and

freezing records contefit For ICA-Req, ‘capture’ is the process of introduria

325 "In paper records systems, capture can be efféstedhysically placing a document into a
chronological sequence within a file or folder thahtains a title. Adding papers to a file (captgri
the record) becomes a conscious process of detegnirhich classification best suits the particular
document, and deliberately placing it in a predsdiand known sequence of documents.”
International Organization for Standardizatit®Q 15489-2:2001: Information and Documentation —
Records Management, Part 2: Guidelineis., 2001, p. 14.

326 nCapture (verb): 1. The act of recording or savangarticular instantiation of a digital object
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record or digital object within a management systewolving also the assignment

of metadata that describe and contextualize therde©nce a record is captured, its
content, structure and context become stable ahdhndifiable, in order to ensure

that it is the authentic and reliable representatbthe activities or operations for

which the record was created or transmittéd.

Another somewhat imprecise concept is ‘declare,ictvhs often used as a
synonym of ‘capture.’” In DoD, ‘declare’ is assoeihtwith the filing process, and
therefore, with records capture and storage, wimeblves actions such as assigning
a unique identifier (DoD does not use the termgtegiion) or filing and adding
metadata to records within the system. In this exmthe record is captured in the
system through a series of obligatory metadata thdow to declare
(identify/register) it as an authentic archival doent.

For MoReq2, the declaring process is used for arghival documents.
MoReq points out that records management systemdaadle both non-archival
documents (through the document management moduig)archival documents
(through the records management module). Throughptbcess of declaring, the
non-archival document is declared a record or mathilocument?® ‘Declaring’
forms part of the capture process, which in turcludes the functions of records
registration, classification and addition of metadan this way, once acquired, the
document may be declared official, becoming anenttb archival document, non-
modifiable either in its content or in its metadata

MoReq2010 defines ‘declare’ as a term (linked taptare’) that describes a
user action that may precede the creation of adewdhin the records management

system. ‘Declare’ (like ‘capture’) leads to theatien of a record within the system.

(source: InterPARES 2). It follows that ERMSs captare a variety of information. An ERMS can
capture records, metadata, and in some cases dotsjramong others; 2. Saving information in a
computer system. 3. In the context of MoReq2, aapgurecords is used to mean all the processes
involved in getting a record into an ERMS, namegistration, classification, addition of metadata,
and freezing the contents of the source documdm.tédrm is used more generally to mean inputting
to the ERMS and storing other information such asadiata values." DLM Forum - European
CommissionMoReq2: Model Requirements for the Managementesftéeinic Records,

Luxembourg, European Communities, 2008, p. 15.

327 The process of fixing the content, structure amtext of a record to ensure that it is reliable
and authentic representation of the business @etwr transactions in which it was created or
transmitted. Once captured within an electroniords management system, users should not be able
to alter the content, structure and context ofcane International Council on Archivd§A-Req:
Principles and Functional Requirements for Recandglectronic Office EnvironmentModule 2:
Guidelines and Functional Requirements for Eledtr&ecords Management Systems, 2008, p. 24.

328 Geoffrey YeoRising to the level of a record? Some thoughtsemonds and documents
«Records Management Journal», 21 (2011), n. 1, p. 8
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The use of one or the other term depends on thesyserception in considering
whether the record is transferred and uploaded tifoagh) into the records
management system, or rather if the record is ete@eclared) within the syster
Practically, this last action (declare) impliegitid) out a pre-established form with
some compulsory metadata, and uploading the nearddavhich is a file created
outside the system).

As it may be observed from what has been saidrsocfaation’ and ‘capture’
are used as synonymous terms in the context ofrdecmanagement systems.
‘Create’ is defined by MoReq2010 as “The functidnadding a new entity to an
MCRS,®* and ‘capture’ as “An activity leading up to theation of a record in an
MCRS.”®* The meaning of records creation is therefore wdfifgrent from the one
used traditionally in the archival field, and thasay cause misunderstandings.
Typically, what is acquired by the electronic magragnt system is a record
reproduction or cop¥? and this is done through the upload or drag armg arf
existing records, which have been created outsidesystem on office productivity
software or office suites. Records management sgstdnave very limited
functionalities with regard to the making of recaravhich for the most part are
reduced to txt, html and xml formats. The integnatof plug-ins for office suites
allows to modify or make versioning of the recomt®viously acquired by the
system. Therefore, the creation of records is natel-developed functionality in
these systems, which are conceived to carry outgoactivities of authentic

records copies.

329 "Declare (concept): A related term to capture tesicribes the user action that may precede
the creation of a record in an MCRS." DLM Forum Rdation,MoReq2010: Modular Requirements
for Records Systems, Volume 1, Core Services &iRlidpdules Version 1.1, 2011, p. 201, p. 205.
"Capture (concept): An activity leading up to tlmeation of a record in an MCRS. Other terms may
also be used for this, such as declaring a re€aftdn this is dependent on the user’s perceptido as
whether the content of the record must be movexrldanmiew storage facility (capture), or it can be
made a record in place (declare)." Ivi, p. 200.

330DLM Forum FoundationMoReq2010: Modular Requirements for Records Systeim011,

p. 204.

311vi, p. 200.

332 As the US National Archives remarks, "the ternctnels creation” means the production or
reproduction of any record."” Records ManagemerthbyArchivist of the United State$4 U.S.C.
Chapter 298 2901. Definitions. http://www.archives.gov/abta/s/records-management.html.
(Accessed on 31/01/2017).
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4.1.2 Registration

[Related termsCapture / Declare / Identification / Classificatidmispositior

The registration process is defined by ISO 1548%hasact of assigning a unique
identification to a record at the time of its captin the system to provide evidence
that it has been produced or acquired. Recordsuapty electronic records

management systems takes place through a proadds #yuivalent to registration.

Besides assigning a unique identifier, the redistnainvolves the addition of short

descriptive information about the record. Regigiratis a way to formalize the

capture of a record in a records system. Recoml$eaegistered in more than one
aggregation level within a system. This means ithalectronic records systems the
registration process may involve classificatiord atso the identification of records

final disposition and access conditions.

MoReq2 and MoReq2010 use the terms ‘capture’ aretlading,” not
‘registration.” Similarly, DoD 5015.02 uses the nter‘declaring’ (and not
‘registration’). ICA-Req, instead of ‘registration,” uses the teridehtification,’
which is defined as the process of assigning (msigent form) a unique identifier
to a record or aggregations of records. ‘ldentif@m@ aims to facilitate records
retrieval and to help distinguish between theifedént versions. The addition of
descriptive information occurs at the time of relsocapturing in the management

system, when metadata are assigned to describeoatektualize the records.

4.1.3 Classification
[Related termsFiling / Aggregatiory Declare / Capturg
As with the processes of capture and registratiom,terminology used to express
the concepts of classification and filing is incstent in the standards. Often, the
term ‘classification’ encompasses the concept iihg’, which in general, is not
used as a term (with the DoD exception, which dagsise the term ‘classification’
but only filing,” as ‘classification’ is intendetb mean the level of records secrecy
at the Department of Defense). In ICA-Req, MoRegd ®oReq2010, instead of
‘filing,” the concept of ‘aggregation’ is used, whi can be applied to records (to
create files) or other documentary entities (t@t¥eseries, collections, or archives).
Classification is defined by ISO 15489, ICA-Req aMbReq2 as the
“Systematic identification and arrangement of bassactivities and/or records into
categories according to logically structured corniegrs, methods, and procedural
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rules represented in a classification systét.”

In ISO 15489, ‘classification’ is a process in whiecords are aggregated,
where possible, in files to facilitate their deption, control and relationship; to
determine their retention period and access pgese and to assign responsibilities
for their management. The standard also descriteeprocess for the elaboration of
a hierarchical records classification scheme, dral dctions needed to classify
records in the classification scheme. The conceptiling or filing plan are not
developed in this standard, since ‘classificatigrtreated as a broad concept, which
includes the aggregation of records in files, bsib &nto classes.

ICA-Req introduces the concept of aggregation, Wwhis defined as the
accumulation of related records that, if combinedn constitute different
aggregations, such as files or seffé$CA-Req distinguishes between classification
levels and electronic aggregations, which shoule lthfferent naming mechanisms:
alphanumeric codes for classification levels, andteatual name for each
aggregation. Aggregations are controlled throughaasification scheme. The term
filing is not used by ICA-Req, however, the actfibhg ("to file") is defined in its
glossary as “The action of placing documents imel@termined location according
to a scheme of controf®

MoReq2 clearly distinguishes the concepts of d@ssion and filing, arguing
that classes and files are different types of sinec Classes provide a classification
framework, while files are used to aggregate rezofiles can be divided into sub-
files and these, in turn, into volumes, in order detter manage particularly

voluminous file contents. These subdivisions ftatd navigation within the file and

333 |CA-Req and MoReq2 reuse the 1SO 15489 definitibalassification: "Systematic
identification and arrangement of business acéigiind/or records into categories according to
logically structured conventions, methods, and edoeal rules represented in a classification
system." International Organization for Standartiirg ISO 15489-1:2001: Information and
Documentation — Records Management, Part 1: Gen@aheva, 2001, p, 2. MoReq2010 defines
classification as "The act of associating a clessfa classification scheme to an aggregation or
record." DLM Forum FoundatioMloReq2010: Modular Requirements for Records Systams
2011, p. 201.

334 »Aggregation of records are accumulations of eglatcord entities that when combined may
exist at a level above that of a singular recorj@abi.e., a file or series. These relationshigs a
reflected in the metadata links and associatioasekist between the related records, and between
the records and the system. The aggregations atmtied within a classification scheme.”
International Council on ArchivesCA-Req: Principles and Functional RequirementsRacords in
Electronic Office Environment#lodule 2: Guidelines and Functional Requiremémt&lectronic
Records Management Systems, 2008, p. 26.

33> “Fjle (Verb): The action of placing documents ipr@determined location according to a
scheme of control. Source: Adapted from J. Elle) (Keeping Archives, 2nd edition, Australian
Society of Archivists and Thorpe, Melbourne 1993410." Ivi, p. 61.
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the assignment of different retention peridd$Sub-files are divisions based on the
intellectual records content; instead, volumesnaeehanical divisions based on size,
weight or records time periods. This makes thenmee&s handle at the time of their
appraisal, selection and transfer to the recordsee

The first version of MoReq (MoReq1) did not foreslee division of files into
sub-files, nor classification (understood as ‘dentfl or ‘capture’) of records into
classes, but exclusively within files. Instead, MoR allows the classification
(‘declaring’) inside a class and within a fifé.

MoReq2010 distinguishes between classification agdregation. While
‘classification’ deals with providing context to aecord and establishing
relationships between a record and the activity ¥anich it was created,
‘aggregation’ describes the act of grouping togethelated records. Unlike
‘classification,” ‘aggregation’ can answer to anglipy or organizational need, not
only to the functions, activities or operations tttgenerate the records. The
aggregation is stratified, with high level aggregaé composed of lower level
aggregations. Each record in a management systesh meuclassified; this means
that, from its creation, each record must be aasetiwith an aggregation (file).
This provision preserves the integrity and idendityach aggregation level, keeping
them clearly separated. It also enables coherenagement policies to be applied
uniformly to each level of aggregation, and ensuhes there is no ambiguity about
where records should be formed. As in traditionaftdrchical classification, only
classes at the lowest classification level are usedlassify aggregations and
records. MoReqg 2010 mentions other types of classibns, such as Keyword
AAA, a functional classification scheme with a pdligrarchical structure derived
from ISO 2788:1986 Documentation - Guidelines fhe testablishment and

33¢ »Classes and files are different kinds of constrGtasses provide a framework for
classification, while files aggregate records; st&sare building blocks of classification schemes,
while files are not." DLM Forum - European CommissiMoReq2: Model Requirements for the
Management of Electronic Recordit,, 2008, p. 30. "Volumes and sub-files are taflicused to
subdivide files which might otherwise be unmanagekvge. [...] Paper files are often divided into
sub-files to organize the file contents, often adow to document type. Correspondingly, there are
benefits in dividing electronic files into sub-fileimproving the ease of navigation through a file;
providing a means to manage records that havetimterequirements that differ from others in the
file, such as those covered by privacy legislatieach file may contain one or many sub-files; each
sub-file may contain one or many volumes." Ivi3f.

337 "MoReq 2 allows the declaring of a record diredtitp a class, as well as into a file. The
original MoReq did not allow declaration directhytd a class; it allowed only declaration into a fil
In relatively rare cases, records may be storesiadeinf files — by being assigned to a class."gvi,
25.
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development of monolingual thesauri. Keyword AAAessfurther links between
classes, for example through related terms. In tidy, MoReq2010 provides
functional requirements to support both traditionahssification/aggregation
approaches, and heterogeneous aggregations cogtaetords linked to different
classes, such as those generated as the resultavhplex activity or by different
functions.

DoD reports the necessary requirements for filimlich is defined as the act
of assigning and storing records according to astfi@ation schem&® Among the
requirements, it is foreseen that the attributes tlod classification scheme
components are associated to files (records folderso records when these are not
associated to the files. Therefore, records carclhssified within files and also

outside files.

4.1.4 Retention and disposal

[Related termsbDisposition / Classification / Registration / Capd]

Disposition (final destination) is defined by 1ISG4B9, ICA-Req and MoReq2 as
the processes that implement decisions on recetdation, destruction or transfer,
according to the provisions on their final desiimat*®* The ISO 15489 standard
states that many records systems, particularlytreleic ones, determine the
retention period and the final destination of relsoat the time of capturing and
registration. Furthermore, it describes the proa#fsslevelopment of a retention
schedule and identification of the final destinatad records.

DoD defines ‘disposition’ as the set of actionsargling records that are no
longer required to conduct the business of antuigin. These actions include: the
transfer of semi-active records to a records cetheetransfer of records to be kept
permanently in historical archives, and the destocof those records with a
temporary retention that are no longer neededry cait the institutional activities.

For ICA-Req, the retention and disposal schedulesapplied to aggregations
of records and related metadata. Instead, MoRe@8eapthem to classes, files
and/or sub-files and/or volumes, including docuragntypes. MoReq2010 closely

associates classification with retention and diap@® that each class has associated

338 uFile: "When used as a verb, this term is usedetiine the act of assigning and storing records
in accordance with the file plan.” United Statep&@¢ment of Defens&oD 5015.2-STD on Design
Criteria Standard for Electronic Records Managem®aftware Application2007, p. 16.
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retention periods, and each record inherits therddfgult from the class to which it
belongs. Furthermore, MoReq2010 allows to applgntan periods individually to

each record or to extend them to the belongingezggions.

4.1.5 Storage and Handling

[Related termsMaintenance / Long-term preservation / Access lSg¢

These standards analyze in a superficial mannewuasdtisfactory structured form
the technical and technological aspects relatéde@epository or storage support of
digital records, and the strategies that can bgetadao ensure records integrity and
accessibility over time. In general terms, the déaids do not provide definitions or
indications to discern between the properties efdtorage media, the maintenance
strategies applied on the hardware and softwageidmantee records accessibility in
their active phase, and the strategies for the-teng preservation of recordsS.
Digital preservation is not treated as a combined eoordinated system of rules,
processes, methods, technical infrastructure, amdah and economic resources.
Mostly, it refers to other standards or more spegtidelines on the topic.

For ISO 15489, “records should be stored on mdditénsure their usability,
reliability, authenticity and preservation for amd) as they are needed. [...] Issues
relating to the maintenance, handling and stordgeaords arise throughout their
existence, not only when they become inacti#feThis means that special attention
and care should be paid to these issues from tdwrd® creation phase. 1ISO15489
reports that “storage conditions and handling pgees should be designed to protect
records from unauthorized access, loss and destmycand from theft and
disasters®? It adds that organizations should have policied gnidelines for

converting or migrating records from one recordhaggment system to another,

339Dpisposition: Range of processes associated witiiémenting records retention, destruction
or transfer decisions which are documented in digiom authorities or other instruments.”
International Organization for Standardizatit®Q 15489-2:2001: Information and Documentation —
Records Management, Part 2: Guidelines.,, 2001, p. 3.

340 |nterPARES defines maintenance strategies as et set of objectives and methods for
protecting and maintaining accessibility of autienbpies of digital records through their early
stages in the chain of preservation.” Instead,giiadion strategies are “A coherent set of objestiv
and methods for maintaining digital components r@hated information over time, and for
reproducing the related authentic records andfdrieal aggregations.” InterPARES 2 Project,
Preserver Guidelines. Preserving digital recordsui@lines for organizationg. 11.

34 |nternational Organization for Standardizatit®) 15489-2:2001: Information and
Documentation — Records Management, Part 2; Guidsltit., 2001, p. 14)

%42 bidem.
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and for the survival of emulation formats or anfiestfuture records reproduction
modality. When such system changes occur, prochahge processes, along with
details of any changes to the records structure fandat, should be retained.
Preservation is understood by ISO 15489 as theofsptocesses and operations
needed to ensure the permanence of authentic geotheir physical/technical and
intellectual aspects over tin¥g.

DoD lists the technological requirements that aem=ded to store digital
records in suitable repositories and to protecondst integrity, such as backup of
stored records; storage of backup copies; disastavery capability through the
system evaluation; data validation and data intyeghecks; and storage availability
and monitoring. It also provides requirements tegkéhe ability to read and process
records for as long as those records should bmeektafor example, maintaining the
hardware and software used to create or captuced®dn the system; maintaining
hardware and software that are able to view recardtheir native format; the
migration of records to a new format before thefolthat becomes obsolete; étt.

ICA-Req simply lists a number of requirements, sashback-up and data
recovery, to prevent the loss of records. The meaif a regular back-up of records
and administrative metadata is necessary to be tabigiickly retrieve records in
case any of them is lost due to system failureidaot or security breach. It adds
that responsibilities for these functions of bagkand recovery should be divided
between the administrator of the records managesystém and IT staff.

MoReq2 presents the long-term preservation of dsca@and technological
obsolescence among the non-functional requirem#m$ must characterize a
records management system. Therefore, presenvatioot a process foreseen by the
system, but it is a qualitative aspect of the sydte facilitate the implementation of
preservation strategies. MoReq 2 also remarks higyitad records that must be
retained for a long period face technological risksch as media degradation, and
hardware and format obsolescence. For this redisbsts precautionary measures,
strategies and requirements to be adopted to prétwerioss of information and to

reduce the above technological risks.

343 |\ i
Ivi, p. 3.
344 United States Department of Defer®eD 5015.2-STD on Design Criteria Standard for
Electronic Records Management Software Applicati@gd87, p. 55-57.
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MoReq2010 does not address the issue of digitalepvation, but presents
maintenance actions, such as backup and data rgcdmecontrast to ICA-Req, it
indicates that these actions/functions should keé¢lsponsibility of IT services and
not divided among other system administration roles

4.1.6 Access and Security
[Related termsTracking, Monitoring and Control / Auditing / Magertance / Long-

term preservatioh

These functions are part of the records handlirecgsses and the maintenance
strategies for records management systems. Theogirpf the functionality of
access and security is to protect the contentctsirel and context of the records
against intentional or accidental alterations, fideo to ensure records authenticity
throughout their life-cycle. 1ISO 15489 remarks thats necessary to prepare an
official tool that identifies the access rights d@hd restrictions applicable to records
and people. It also illustrates the process of ldgueg a security and access
classification plan. In this line, ICA-Req presefiisictional requirements for the
management of classified records or records tohwvbecurity categories are applied
("unclassified; in confidence; sensitive, restri;teonfidential, secret, top secret”).
The policies and standards analyzed in this chaptesent, as a security
measure, the tracking of the movement and use aufrdle within a management
system, which ensures that only users who haveopppte permissions carry out
tasks (on records) for which they are authorizeue Tracking systems should be
able to locate any record when required and ertkateeach movement is traceable.
MoReg2010 includes security among the non-functioaguirements. Safety
issues concern the external integrity of the mamage system and its ability to
prevent unauthorized access, hacking or tampegog)puter viruses, and other
forms of accidental or malicious damage. It recomasethe use of the ISO 27000
standard for the system security evaluation thropghetration tests that simulate
attack by a malicious user. Finally, MoReq2010 dbss the characteristics that a
records system should have, such as: 1) it shaulphlysically secure, with limited
access to hardware, equipment and installed sadtvgrit should be secure in its
data, ensuring that the information stored on thiwes and client devices is not

accessible except through the application itsglseture from unauthorized access,
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which requires one or more authentication factdyssecure in its communications,
using digital certificates and encryption, whereveossible, to ensure that
information is exchanged only with the recipiemgéb) internally secure, applying
access controls that do not allow multiple usergetldorm functions where they are

not granted permission to do %o.

4.1.7 Monitoring and Control

[Related termsAuditing / Tracking / Maintenance / Long-term presgion)

Again, the steps taken to monitor records systersspart of the maintenance
strategies used to ensure the accessibility tceatithrecords.

For ISO 15489, the monitoring and control of docotagy systems aim to
ensure their compliance with the security critextopted for records and with the
proper functioning of the business processes adohtdogies. If the integrity or
authenticity of a record is being questioned forspstion of tampering,
incompetence, or malfunction of the system, theleial value attributed to the
record can be diminished. Systematic monitoringgmams help to ensure a
consistent legal reliability of the documentaryteys and improve the organization's
performance.

DoD identifies requirements for the control andifieation of systems, such
as the ability to register actions, date, time,quei object identifier and user
identifier for actions performed on user accountsuser groups, files and records,
associated metadata elements and the componetite ofassification scheme. The
control activities include recovery, creation, delg, search and modification
actions.

In the case of MoReq2, the audit trail is contengalaas a measure for security
control, along with access control and back-up. Atgess to records must be

registered in order to ensure legal admissibilitgt 80 assist in data recovery.

34> DLM Forum FoundationMoReq2010: Modular Requirements for Records Systeim£011,
p. 179-180.
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4.1.8 Documenting records management processes
[Related termsManual
ISO 15489 expresses the need for producing docati@mtthat describes the
records management processes and systems, inditla¢inegal, organizational and
technical aspects that concern them. Similarly, doeumentation should clearly
enunciate the responsibilities for the records rgameent processes, such as
classification, indexing, review and final destinat All decisions pertaining to
which records should be captured and for how Idmgukl be clearly documented
and preserved. The documentation should also gpeciéquivocally the actions
related to the final destination of records. Whamewecessary, such documentation
should be submitted for approval to an externaharity (archival authority,
auditors, etc.). This function is the one that cemlesest to the records management
manual, which the Italian public administrations abliged to draw up and adopt.
The other standards mention the documentation efsffstem and operating
methods, not reserving a specific space to docungeiibhe records management

processes.

4.1.9 Conclusions

The functional requirements for records managemgstems have introduced new
processes, from which a new terminology not codifis such in traditional records
management derives. These processes may have riigslan the traditional
archives context (for example, capture may be coaipa to filing), but these
parallelisms cannot always be made as these pexeéssive from the operational
and functional requirements of new archival managgntools. Thus, it is difficult
to identify the equivalent of the declaring processthe tracking function in the
paper field.

This new terminology used by the standards on dscoranagement, which is
derived from different archival contexts and th&aduction of the computer science
language in the management of electronic recosdahomogeneous and not always
clear. Terms such as creation, capture, declardentification, registration, and
even classification, are processes often used masnggns in the framework of
records management system functionalities. Simgilathese terms may have
different connotations depending on the documentanmytext in which they are

used.
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There is also another set of system functionalitigsich do not concern
aspects of records organization, but which are meleged to technological aspects
such as storage media for digital records or thidware and software infrastructure
of the system. Even in this case, the mechanismhshentechnical and technological
tools necessary to maintain the intellectual angsygal control of records, and the
access and long-term preservation of authentic rdscoare treated in an
inhomogeneous and unclear way. For example, th&-lpacoperation may be
referenced among the storage requirements or anttomgaccess and security
measures, depending on the standard. As highligradgkr, there are no indications
on what the properties of the storage media shioe)dvhich maintenance measures
may be considered, or which long-term preservastoategies for records could be
applied. Regarding this last aspect, the standdadsiot systematically address
digital preservation, but refer to other standavdguidelines which provide more
specific guidance on the subject.

The fundamental aspect of the roles, skills anghaesibilities required to
implement the various records management procéssetopic highlighted by ISO
15489 and ICA-Req, and scarcely pointed out by dtieer standards. Even the
importance of the manuals and the documentatiomariagement processes is not

put in due emphasis by the standards, with thepgiaceof ISO 15489.

4.2 Experiences encountered in other organizatioria the use of records
management systems
In 2015, the Records Management Units of four iestitocated in Rome were
visited for the purposes of this research. Theaas to learn how other institutions
that had implemented electronic records managesystiéms were managing their
current records. Of particular interest were issedsting to application of archival
principles and tools (registry, classification stiee classification/filing criteria, etc.)
and technological functionalities in their recordanagement software, in addition
to issues or technical nodes presented by theirdsavorkflow management.

The data obtained during the visits remain anonynas required by the
institutions. A summary of the study is presentethe table below, and conclusions

follow.
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Institution 1

Institution 2

Institution 3

Institution 4

Number of staff

3,500 employees in Rome

3,000 employees in Rome

800 employees

650 employees

Staff allocated to the
Records and Archives
Unit

2 records managers; 2

archivists

30 staff in the Management
and Documentation Unit. Th
Archives are part of another

unit and have their own staff

3 records managers; 1 part-

ptime archivist

3 staff in the Protocol
Register Office; 3 staff in the
Electronic Records

Management Office; 2 staff i

the Archives

Previous characteristics

of records management

Each department had a
centralized registry office
which registered and
classified mail/e-mail and
internal records. Digital
records were sent through e
mail by users to the registry
office for classification and
storage in the e-mail client
system (called Digital
Records Management

System).

Use of a hybrid classification
system (subject-based and
organic) with three divisional

levels and an alpha-numeric
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coding system. The first
heading was arranged

alphabetically.

Records retention scheduleg
were regularly applied
following their records
retention and disposal

schedule.

Current characteristics of

records management

Records management is

decentralized. Registries are
considerably reduced; these
have acquired a supervisory

role (less operational).

Centralized registration of
incoming and outgoing

mail/e-mail.

Centralized registration of
incoming and outgoing
mail/e-mail, and internal
records, by the Records

Management Team (RMT).

Centralized registration of
incoming mail/e-mail, and
decentralized registration of
outgoing mail/e-mail. E-mails
are mostly automatically

registered.

Paper incoming mail (and
their envelopes) are classifie
and stored in chronological
order in the Division of
Management and
Documentation. The division
that is responsible for the
administrative procedure onl

receives the scanned versio

Paper incoming mail is
cclassified and stored in the
Records and Archives
Division. The office
responsible for the
administrative procedure onl
receives the scanned versiof

y
.

Paper incoming mail is
classified and stored in
chronological order by the
Protocol Register Office. The
division responsible for the
yadministrative procedure only

nreceives the scanned version.
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Each user is responsible for
introducing their official
records into the records
management system. Recor
are acquired by the system

via e-mail.

The secretary’s office of the
division to which the mail/e-
mail is assigned classifies th

drecord in the system.

Official internal records are
registered and classified
within the records
management system by the

office that produced them.

The RMT classifies incoming
and outgoing mail/e-mail ang

einternal records. The official
e-mails are sent by the users
to the RMT for registration
and filing.

When the paper (internal)
records produced in the
offices are transferred to the
Archives, records dealing
with the same activity need t
be realigned with the files
initially opened by the RMT
in the Records and Archives

Division.

The office producing them
| classifies incoming and
outgoing mail/e-mail and

5 internal records in the systen

Each division has a contact
person and key user for the
system, who has undertaken

specific training.

O

The previous classification
scheme has been abandone
and replaced by tag
categorization, which
identifies the different
departments of the institutior

They are called Team Tags.

A new classification scheme
cwas introduced when the
electronic records
management system was
implemented. It is composed

.of three classification levels.

Use of a hybrid records
classification scheme
(organic, functional and
subject-based), composed o
two macro-areas: Operations
Activities and Administrative

Records. The records

The classification scheme is
composed of two
classification levels. The

f Electronic Records

A Management Office feels tha

a third level is needed.

o)

it
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classification scheme is used

by the RMT, not by users
(whose working documents
are organized ad hoc and

stored in a SharePoint serve

r.

The system functionalities afe The records retention and

basically ‘Capture’ and
‘Appraisal and disposition’,
although the latter is not yet

activated.

disposal schedule still needs
to be integrated with the
classification scheme.

Records retention scheduleg
are applied to paper records

(not to digital ones).

Records retention schedules
are applied to paper records

(not to digital ones yet).

The records retention and
disposal schedule is under

development.

A records management
manual is available. A
preservation manual is unde

development.

A records management
manual is available.
A preservation manual is

under development.

Records, including e-mails,
introduced in the records
management system are
converted to PDF/A.

Only records that are
registered and classified in

the records management
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system are stored in a
preservation repository. This
digital preservation system
creates daily submission
information packages (SIP),
and remote geographic

redundancy replication.

Previous Records
Management System

From 2000 to 2010,
Microsoft Outlook e-mail

application.

DOCS Open Document
Management, combined with

Foremost.

IBM FileNet (for temporary
files); Alfresco (as repository

for registered records).

Current Records

Management System

Since 2010, IBM FileNet (as
e-mail repository); Outlook
(as e-mail management

software).

Since 2006, Archiflow (for
records management);
SharePoint (for sharing

records).

Since 2006, SharePoint.

Since 2012, Archiflow.

Future developments

A new records management
system to replace the curren
one is under development by
the Information Technology

Department.

The archivist would prefer to
change the records
management system and us
OpenText, which easily
integrates with other in-hous
programs, including the e-

mail client software.
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The archivist would like to
replace the records
classification scheme with a
fully functional one,
composed of three levels of
classification and
accompanied by a filing plan,.
Files would be pre-defined,
and sub-files would be freely

created by users.

The archivist believes that
registration, classification and
filing should be partially

decentralized.
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From the analysis of these four institutional cstselies some observations can be made:
Records management is administered and practicedairncentralized, partially
centralized or decentralized manner

These different management options show that trehiveal functions of records

registration and classification/filing may be tlesponsibility of:

0 A unique records office (A centralized system addpby Institution 3; and also by
Institution 1 when its previous system was in dffdn this latter case, records
management was the responsibility of records dffiggaced in the different
departments, due to the large size of the inbitti

0 A records office which registers incoming and otitgomail, and a Secretary’s
office for departments which classify/file recor@ds, they also have responsibilities
for records management (A partially centralizedémhtxalized system adopted by
Institution 2).

0 A records office which only registers incoming madind users (individuals or
offices of departments) who register outgoing maid perform classification and
filing operations (A partially centralized/decetizad system adopted by Institution
4).

o0 The records office is a supervisory body, and useesresponsible for archiving
records in the electronic system. Automatic regt&in prevails, as any record that is
introduced into the system via e-mail, automatjcaltquires the e-mail headers as
descriptive metadata. In addition, classificatierektremely simplified through the
use of metadata tags (A decentralized system adidyyténstitution 1).

None of these institutions has adopted the sameeindgach one has different

characteristics derived from the context and cirstamces in which they operat@he

most risky solution is, without a doubt, the laseoln this specific case, a critical issue is
the abandonment of records classification anddiliRecords are only aggregated by
department (through the Team Tag); they are ndaisiflad into a logical scheme of

categories related to the institution’s functionsy filed by activity or other criteria. A

search is mostly made through the e-mail head&fsfig=rom, To, Subject, Date), the e-

mail content (with full-text search), and the Tedag. The documentary volume of the

institution is so vast that, in the opinion of theerviewee, an open search becomes
unfruitful for users. Retrieval is unsuccessful dte the enormous, variable and

inconsistent results. Another issue remarked by itterviewee is the use of a

decentralized and non-mandatory system, which fa@vdlbe non-use or misuse of the
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platform, as it becomes difficult to apply contmler the recordkeeping work done by

users. A conclusion that can be drawn from thiseerpce is the need of dedicated time
and specific training for archiving records in #ystem when this task is the responsibility
of records producers. Even if guidelines are deedoto instruct users, continuous

training and follow-up needs to be undertakenhi is not possible, records management
tasks should mostly be automated, and this invobther types of issues, which will be

analyzed later.

Based on these considerations, it may be concltiteda completely decentralized
system is not advisable. On the other hand, theaeration of records management tasks,
in which dedicated and trained staff have the $igemle of managing records, is hardly
practicable these days, due to the reduction cfgperel and lack of awareness of the need
to invest resources to organize and manage recvely. likely, a partially centralized
system is a better solution, but it is necessagctwmrately plan and design work processes,
as the specific tasks of registration and clasgifoc/filing should be preferably done by
dedicated staff within offices to provide consisterand homogeneity to the archiving

tasks (i.e., administrative assistants who may lads@ a recordkeeping rol&).

Registration of incoming and outgoing mail/e-maiki(or was) foreseen in the

analyzed institutions
These institutions reflect the Italian archivalgiree of registering the records that come in
and go out of the entity. In Italy, the mail regisis a legal tool, which provides certainty
about the existence of the records and their atitditgn It is used as a means to certify
when an external request is received. The requagtinitiate an administrative procedure
in public administrations, to which an answer aotation must generally be concluded
within 30 days (this will depend of the type of pedure). In this way, the service offered
by the Public Administration to citizens becomesenvansparent and efficient.

Even if someof the analyzed institutions are not Italian ea$ti but have an
international legal status, the influence of Italerchival traditions is evident, both in the
case of registration and classification/filing prees. The main difference between them

resides in the type of tool designed to providessifecation/filing, in which either a

346 Similar consideration are made by Susan Hart, wiiies about centralized versus decentralized
saying that: “The former approach provides unifaymofif filing and contributes to the standardizatafran
organization’s processes, whereas the latter igazuant for users but can make records searchsudtif
and can lead to inconsistent practice. A combirmgm@ach is possible — for example, policy and pdoces
may be centralized and other records managed ividuzl offices.” Susan HarEntry: Records
Classification in Encyclopedia of Archival Sciencait., 2015, p. 331.

185



functional/organic scheme, or an alphabeticallyaorged subject-based/organic scheme
may prevail. Regardless, the similarity in archipaactices may mostly depend on the
provenance and archival curricula of the archivistsrking in those international

institutions, who, in many cases, come from Italyvere trained in Italy.

In one of the analyzed institutions, there is a merception of what a record is and
what a records management system is about
All the official records produced by the entity ¢inding internal records) are sent as e-
mail attachments to the e-mail client system foeirthacquisition and management.
Therefore, the e-mail client system acts as a dscoranagement system. Perhaps the idea
of automating the metadata acquisition has promptegosals for this type of solution,
but it is hard to understand why any record (repartinutes, certificates, financial records,

etc.) is treated as an e-mail or as an e-mail lattaat.

Digital preservation practices are still immature
As a side note, it may be observed that digitatg@meation practices are still in their initial
stagesOnly one institution stresses the actions that #reyundertaking to preserve digital

records in the long-term, following current Italiaxies for digital preservatiofy.

37|n Italian law, the general principles for digifeservation are discussed in the ‘Digital
Administration Code’ (Codice del’Amministraziondditale (CAD), DL 82/2005), while the details are
specified by technical rules (Regole tecniche itema di sistema di conservazione, DPCM 3/12/2013).
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5. OPERATIONAL INDICATIONS OR GUIDELINES FOR
ARCHIVAL SEDIMENTATION

5.1 Introduction

This chapter will include indications or recommetnalas that should be taken into account
during the archival sedimentation process, thuswdtassification/filing and arrangement
practices are applied to records. Traditionallg tbol that allows the implementation of
organizational practices is known as a recordssifleation scheme. As Aga Rossi -
Guercio write, a records classification scheme gglicecords sedimentation according to
modalities and rules that reflect the specific fioles of a records creat#f. The
classification scheme is a very useful tool to guide work of individual users/records
creators, facilitating input and searching tasks| ansuring the quality and consistency of
the information available. Classification is s#lrelevant function in records management.
Even if computer-based records systems facilitataeval and increase the number of
records relationships, and automated processebecased at the time of records capture,
registration and classification/filing, the grouginof related records (according to
previously established classification criteria) Imas lost its significance. Classification is
necessary not only to manage and have controltbeestlocumentary system, but mostly to
create aggregations/records series that meet thenatrative and legal requirements that

records are called to exercise according to nafioternational legislation.

This chapter will particularly focus on concretgests of constructing and using a
classification system, as well as procedures fassification and filing, as users need
guidance on how these operations should be promedguted. In fact, doubts may be
raised by users about the assignment of a record fible, mostly due to incorrect
identification of the types of records that defthe files, which may be too general or too
specific, or additionally due to the lack of awaes of the administrative history or
functioning of the organization involved. Thesefidiflties are inevitable and increase as

the complexity of the organization grows.

Before describing some common provisions identifiecthe archival theory for

constructing records classification schemes, amvaaw of the characteristics of personal

348Elena Aga Rossi - Maria Guercioa metodologia per la definizione di piani di cldisszione in
ambiente digitalecit., 2005, p. 15.
39 Javier Barbadillo AlonsoApuntes de clasificacién archivistiagt., 2007, p. 12.
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classification schemes, that is, those not produogdarchival professionals, will be
presented. This will help to understand the impuar¢aof constructing well-informed
schemes, as well as the relevance of providingage and training to users for an

effective records organization.

5.2 Personal records classification schemes

Digital (or non-digital) environments in which userlassify records in the absence of a
pre-established structure present similar charatitey and issues. Sabine NMRs
distinguishes between professional and non-prajaatior personal records classification
schemes, which she also qualifies as “naifs.” Shiema that the latter do not privilege
deep structures. They are characterized by an depamacro-structure of classes/folders
at the first classification level, which favoursrizontal reading to easily navigate or locate
records (as they are visible immediately), andrdatees a spatial location of classes based
on memory capacity. Moreover, the second and furtlessification levels hold shallow,
complex and unbalanced micro-structures. Thessifitzgion structures have on average
two hierarchical levels; thus, a less than the maxn number of hierarchical levels
recommended by archival theory (i.e., three to )oukccording to Mas, personal
classification generally does not apply the pritecipf logical division based on common
characteristics. Instead, variable divisional cidere used at the same hierarchical level,
generating classes that are not mutually excluaia promoting uncertainty when users
need to select a file for classifying a record.sThiso generates difficulties for records
retrieval by the same creators and by third paribse have not been directly involved in
records filing. This may also cause duplicatiorclasses within the classification scheme
and a high proportion of redundant or equivalentinmelasses. The use of several
divisional criteria may be due to the nature ok$at® be carried out (tasks that need to be
frequently and quickly accessed are generally doadeat the first divisional class level)
or to time constraints (which may require quick amgation or saving of the records
produced). The divisional criteria most commonledisn personal classification is by
subject, alphabetically arranged. Other frequewisitinal criteria are record type and the
activity to which records are related. Thus, peasgmactices confirm several issues, such
as: a) the scattering of records on the same dubjetifferent classes; b) an inconsistent

#093abine MasSchémas de classification et repérage des docuradntistratifs électroniques dans un
contexte de gestion décentralisée des ressourtmsnationnellesgit., 2007.

188



naming of classes; c) and classification/filing lideans when assigning a record to a pre-
existing class/file or when conceiving a new cliles/Generally, these schemes respond to
immediate needs and not to the aim of being funetifor the long-term.

The picture presented by Mas reflects the orgaoiztructure given by users to
their records in a server file system, shared drete., when no pre-established records
classification scheme is available. In her reseaMhbs verified that staff who have
received training in records management were mikelyl to develop and use very
complex classification structures to organize eteit administrative records that were
under their direct control. Therefore, issues comog user classification and filing can be
polished and resolved by follow-up actions and iemaus training on the use of the

system.

5.3 Methodology for elaborating a records classifetion scheme

The review of the classification scheme elementd eonstruction methodologies in
Chapter 3 will serve as a key resource to producempendium of recommendations
reflecting the current most generally shared amdhivactices for defining and designing a

records classification scheme, hereunder described.
5.3.1 Composition

The main characteristics that a records classifisascheme should have, as will be
described below, include: 1) Two macro-function&as; 2) Three classification levels; 3)
A complementary file plan; 4) Hierarchical functibased classification levels and
sequential arrangement of records aggregations; @ndSupport for all records

management processes.

1. Two macro-functional areas

As already mentioned, the idea of organizing cfasdion schemes in functional macro-
areas was made popular by Schellenberg in 1956, established separate headings for
facilitative and substantive activities. In 196% Belice introduced this model in It&fy,
with some variations as he foresaw three main idinéd areas, which, as previously noted,

are not easily delineated. Schellenberg’s model alss re-proposed operationally by the

#15ee: L'archivio moderno nella pubblica amminiswaei Manuale per l'organizzazione, tenuta e
funzionamento degli archivi correnti e di deposRoma, ANAI, 1969.
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archival administration of British Columbia in tineodel known as ARCS/ORC3,and
similarly by the Canadian Province of Nova Scotiathe STAR/STOR model. The
division into two initial functional macro-areas @so proposed by Roberge in his
universal classification system. Thus, a most shamnciple is to distinguish the first-
level entries into two major categories based oe thature of the functions: 1)
Management and instrumental functions, shared kgarozations because they are
necessary for their daily functioning/operation;l@3titutional functions, specific to each
entity because they are related to technical amdegsional operating activities that
distinguish an entity from other entities. These twacro-functional areas do not need to
constitute a hierarchical level. Normally, at th@nary classification level, management
functions are listed first, followed by the institnal functions.

2. Three classification levels

A second shared principle is that classificatiorels should be no more than three in order
to avoid redundancy and ensure completeness amdoéasse, of which the first level
corresponds to functions; the second level conceraso-activities within each function;
and a possible third level is established for fertbpecialization of activities or for more

detailed internal partition’?
3. A complementary file plan within the classificatioscheme

This three level classification structure (classifion plan) should be accompanied by the
identification of files to be created at the lowekssification level (file plan), including
indications on how to arrange and name them. Tebehderstand this concept, it can be
said that the classification system is composed olassification scheme and a file plan,
which are two complementary structures within tleane system. The classification
scheme has an abstract character, as it is compds#asses that represent and describe
the functions, activities and transactions andietioee, all possible tasks of an institution.
This abstract structure guides the creation offilghich are the aggregations in which
records are actually positioned. Files are creaiethe last classification level (which
identifies the records series); thus, records ateptaced within the abstract structure of
the classification scheme, but within the filestthae identified in the file plan. This

distinction between classification schermp&afio di classificaziorjeand file plan giano di

%2 Elena Aga Rossi - Maria Guercioa metodologia per la definizione di piani di clégsizione in
ambiente digitalecit., 2005, p. 17.
3 |bidem.
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fascicolaziongwas necessary in the Italian context by the dnithe 1990s and the early
2000s to better guide users during filing operatioA classification system without
indications of which files should be created untie last level of the classification
scheme, and of how to arrange and name theseviiéesrevealed to be an incomplete tool,

which mostly left the creation of records aggremadito the discretion of the users.

4. Hierarchical function-based classification levelsd sequential arrangement of

records aggregations

According to Foscarini, distinctions between clsaiion and filing activities were already
made by Schellenberg, as he pointed out differessiple criteria for identifying classes
and records aggregations. “While for the formeumctional approach is recommendable,
the way records should be grouped into files depemdthe nature of the transaction. All
transactions — he explains — relate either to pestsor corporate bodies, or places, or
topics.”®™* This is another principle that can be recognizedthe construction of
classification schemes. The classification levebs fanction-based with a predominantly
hierarchical structure; instead, records aggregati@iles/sub-files) are identified with a
person, entity or corporate body, place, processffair, or record type, to which an

alphabetic, chronological, numeric or mixed arranggt is given.
5. Support for all records management processes

Currently, the classification scheme is mostly @wed as an integrated tool to group, in a
logical and orderly way, records from which otheshaval operations can be managed so
as to have overall records control. As is also llagied by ISO 15489, the records

classification scheme provides support to all rdsananagement processes, as it can be

integrated with a retention schedule, the iderdtifan of access privileges and security

#4Fiorella FoscariniFunction-based records classification systeaits, 2009, p. 36.
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levels, vital series, ef€> Summarizing, a classification scheme may be coeppas the

following elements?®

1. Structure of classesincluding code and name (according to establistueting and
naming criteria), and a synthetic description o€ tfunction and activity. As

previously noted, a maximum of three levels shdndddentified.

2. File typology (and subsequent pre-defined sub-files), whichfareseen under the
last classification level. The creation criteriafids should be specified, indicating
a) The nature or types of records to be includethénfiles and their arrangement
(alphabetic, chronological, numeric or mixed); Il FRaming criteria (pre-definition
of the elements that will constitute the file nap®) The way in which the opening
and closing period of files are established (idexaiion of annual files, permanent
files, procedural files, etc.); d) How and wherofen a file; ) Relationship of files

with any administrative procedure.

3. Retention periogd which includes information related to the retentiapplied to
active, semi-active and inactive records at thesclavel or, when necessary, at the
category or sub-category levels. In general, ie®mmended that the aggregation of
records in files should meet criteria useful to fie¢ection activities, by identifying
for each category those records or aggregationwich the same retention period

is provided.

4. Records accessvhich refers to the rules of access to recordgeaeting the law for

personal data protection and records confidentialit

5. Security levels which makes reference to security classificatiohsit is, those
series, files or sub-files that are consideredsiegret, secret, confidential, sensitive,

etc.

355 |n the project of developing a classification goleefor the Department of Agriculture and Fisheries,
Government of Andalucia, Paez Garcia expressegtmulassification scheme was conceived as oneeof t
tools whose preparation was to be a priority indeeelopment of the whole plan of action, as the
classification should be the main analytical stnoethat systematizes the set of information caethin an
archive. But, the classification scheme was natal o itself; it supposed a first step in the @egion of
the records management manual and a key elemeinbfidtementing an integrated records management
application. Mateo Antonio P4ez Gardiajadro de Clasificacion Funcional para Fondos detivos del
Subsitema Autonémico Andaluz: El Fondo de la Cenfsefle Agricultura y Pesc&evilla, Junta de
Andalucia, 2002, p. 16.

¥%Elena Aga Rossi - Maria Guercica metodologia per la definizione di piani di cldisszione in
ambiente digitalecit., 2005, p. 18-20; Mateo Antonio Paez GarCiaadro de Clasificacion Funcional para
Fondos de Archivos del Subsitema Autondmico AndEIlUzondo de la Consejeria de Agricultura y Pesca,

cit., 2002
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6. Vital records which identifies series containing records thatessential to continue
with an organization’s business-crucial functiond aperations in case of a disaster.
They are necessary to preserve the organizatiega bnd financial position, and to

protect and ensure the rights and interests eiifgloyees and clients.

The following example illustrates a simplified viers of the first function of ICCROM'’s
records classification scheme, which includes th@va mentioned elements. In this way,
the classification scheme becomes an integrated powderful tool for records

management.
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Code | Level | Level Il Level lll | Files Sub-files Cortent Active | Semi- | Final Access Security Vital
active | disposition levels records
01 Governance Office of
the DG
01-01 General
Assembly
01- Number of 2years| 3
01-01 Assembly years
Inauguration| Invitation cards, Destruction
replies, etc.
Credentials Permanent
Committee retention
Timeline Step-by-step Permanent
agenda, etc. retention
Services Interpreters, Destruction
rapporteurs, etc
Final Permanent Vital
documents retention
01-02 Council
01- Selection 2years| 10 Permanent | ODG Confidential
02-01 of years | retention Secretary
Director-
General
Year Vacancy
announcement,
position
description, etc.
01- Councll
02-02 meeting
Number of
meeting
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5.3.2 Analytical process

The archival literature agrees in proposing as @hauwlogy for designing a records
classification scheme, a process of analysis efmatl and external information sources, in
addition to surveys and interviews with staff. Agassi - Guercio write that the process

should be developed in, at least, three st&ges:

5.3.2.1Preliminary study of informational sources

This phase consists of examining internal regutetiamrganizational charts, records lists
and indexes. It also includes an analysis of exgstecords management practices, such as
registration, classification and selection, in th#erent offices of the organization, and
interviews with staff through a questionnaire catly evaluated. In Italy, the use of a
‘funzionigramma,’” which is a function flow chart (graphic representation of an
organizational chart in which the functions of eaaht/office are specified), is also
recommended. In Spain, as it has been mentioned;émeral Budget of the public sector
organizations, which follows a functional classafion of expenditures, and the inventory
of administrative procedures in public administrai are also used for reference when

developing records classification schemes.

5.3.2.2Survey of records

Aga Rossi - Guercio also recommend conducting gesuof semi-active records, which
requires the following actions: 1) Preparation ofvey forms; 2) Preliminary interview

with stake-holders, driven by a number of ready-enqulestions; 3) Visit of the offices and
records centers; 4) Identification of transfer natdbms, description tools and existing
finding-aids; and 5) Determining the needs of staffl gathering feedback in relation to
records management issues.

Archival theory often recommends analyzing the doeentation and records of
existing information systems. According to LuciabDaranti, the functional analysis of
records is not only “top down” (i.e., analyzing wegulations, and related materials to
gain an understanding of the creator’s functiond arganization) but also “bottom-up”
(i.e., analyzing the records themseh®&%)n the Spanish archival field, the bottom-up

approach prevails over the top-down analysis. Tikisevident, for example, in the

%7Elena Aga Rossi - Maria Guercica metodologia per la definizione di piani di cldisszione in
ambiente digitalecit., 2005, p. 31-34.

%8| uciana Duranti] documenti archivistici: La gestione dell’archivita parte dell’ente produttorén
Pubblicazioni degli Archivi di Stato: Quaderni delRassegna degli Archivi di Stato, &oma, Ministero
per i beni culturali e ambientali, 1997, p. 67-70.
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elaboration process of the classification schemeth® archives of the Regional
Government of Andalucia, described by Paez Gardi. follows the methodology
proposed by Cruz Mundet, which is based in goiognfthe specific to the general; from
the records series to the functions; that is, grayphe series in broader classes that collect
all related activities, which are the result of #ame function. This methodology foresees
the elaboration of a register of series, complesterity the interview of the different
administrative units on their attributions and cetemces, their legal framework,
documentary production and organization, and d&imiand naming given to series,
including their procedural rules. In parallel, aister of functions is also elaborated by
analyzing the legislation in which the organizasibrstructure and competences are
attributed. Once the registry of functions (actjoiss made, the more concrete actions
(activities) that are immediately connected to rdsseries should be separated from those
more general abstract categories that designatecahemon denominator of all these
activities (functionsy:® This methodology, which starts by analyzing theuwentary
production and is supported by informational sosiyggesents many similarities with the
way in which the construction of a records clasaiion scheme is performed in Italy.

However, some divergences with this approach mapined. Roberge excludes the
exhaustive analysis of files and records produceafhces, if the data collected comes
from diverse individual non-standard practicesthese data are generally difficult to use,
particularly as it regards records of the fieldimternal management. He considers this
approach expensive and unhelpful to identify th@vidies that generate records and
business files. There are also methodologies, etie proposed by BASCS, in which
prevails the 'top-down' analysis of business aetwirather than a 'bottom-up' approach
focused on objects, end products or the subjedeobof records.

Ideally, the two approaches should be integrated)Ii®®KS also states, to obtain a
comprehensive analysis of what should be orgaremetihow. A bottom-up approach, in
which concrete actions are aggregated into inangfsihigh-level or abstract action
statements is potentially more time consuming thaop-down approach. However, an
exclusive top-down approach runs the risk of nematching up the entire records

production.

#9Mateo Antonio P4ez Garci@uadro de Clasificacién Funcional para Fondos delfivos del
Subsitema Autonémico Andaluz: El Fondo de la Cenisefle Agricultura y Pescait., 2002, p. 17-19.
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5.3.2.3Preparation of the scheme and evaluation of its apppriateness

This phase comprises the identification of funcéiae definition of the activity field that
they embrace and the transactions/processes imjolwecluding the sequential
arrangement of records aggregations (files/subifileand, finally, the testing of the
classification scheme.

As mentioned before, the archival literature pregidery general indications on how
to elaborate a classification scheme, and lack aabmmon methodology and operational
guidelines to determine how the analysis of an miggdion’s informational sources and
records series may lead to the identification eictions, activities, transactions and files,
and their mutual interconnections.

If the methodologies presented in Chapter 3 atealy analyzed, it is possible to
observe several approaches to the preparatiorecddireme. DIRKS and BASCS propose
the use of business systems (or process) analgsibaais to elaborate a records
classification scheme. According to Bantin, onetlod values of business models for
archivists is that they depict precisely when, wehand how records creation occtifdn
addition, it provides a conceptual model which bekystem designers to define the
records/data that need to be captured as eviddrtcansactionst* Therefore, it acts as a
bridge to communication (a common language) betwaerhivists, administrative
managers and IT developers.

Looking deeper into the field of business systenupss analysis yielded interesting
results. Business process is defined as a coltedtioelated, structured activities or tasks
that are carried out to accomplish the intende@aihjes of an organizaticff. Business
process modeling is used to map out the previollection of structured activities or
processes to create a baseline for process impesnirhis technique is widely viewed
as a critical component in successful businessesmenanagement (BPM). The BPM
discipline, which aims to design, model, executenitor, and optimize business processes

to increase profitability, identifies three maipég of business process®s:

30philip Bantin, Encyclopedia of Library and Inforrimat Science: Volume 71 - Supplement 34, 2002,
Allen Kent (Ed.), p. 55.

%1stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 69.

¥2patricia C. FranksRecords and Information Manageme®hicago, The American Library
Association, 2013, p. 21.

¥3Mark von Rosing - Henrik von Scheel - August WilheScheerThe Complete Business Process
Handbook: Body of Knowledge from Process ModelnBRM Volume I, Elsevier Inc., 2014, p. 162.
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1. Management or governing processashich govern the operation of a system and
typically include corporate governance and strateganagement. Such processes
ensure that primary and supporting processes npegatonal, financial, regulatory
and legal goals.

2. Operational or primary processe®ften called critical processes, which constitute
the core business or essential activities thatrgarization performs to accomplish
its mission. Primary processes can move acrosdifunat areas, or even between
organizations.

3. Support processesvhich provide support to primary processes; bg.management
resources or infrastructure. Support processefea associated with functional
areas, and usually involve a number of cross-foneliactivities, each of which may
include cross-functional teams.

These business processes typologies perfectlyithttive functional macro-areas that since
the mid-20th century have been used by archivaritis to organize and structure records
classification schemes. As described in Chapteth8, functions/activities at the first
divisional levels of a classification scheme maybbeken down in two macro-areas (i.e,
Schellenberg: facilitative activities and substamtiactivities; and Roberge: internal
management domain and business domain); three macro-areas (i.e., De Felice:
organizational activities, general activities ofngmetence and specific activities of
competence); or even four macro-areas (i.e., Bbofigosio and Penzo Doria: primary or
governing functions, management functions, instmiadeand support functions, and
operational functions). In the same manner thattfans and activities may be articulated
into subsets in records classification schemesnbss processes can also be decomposed
into several sub-processes, having parent-chitdiogiships.

Business process management and applied methoe®légi business processes
modeling to improve working processes and increadministrative control within
institutions have emerged since the beginning ef2bth century. Probably, Schellenberg
(who was a pioneer proposing functional macro-gré@nsposed these theories into a
classificatory pattern for organizing records asidce Schellenberg, several authors have
identified macro-areas of functions that reflectvhbusiness activities are structured in
organizations. In the 1990s, business process rear&g moved its focus from analyzing
functions and procedures to process thinking amtsign. New modeling tools were
developed to illustrate cross-functional activitielsie to the growth of complexity and

dependence among activities. These new methodsoas were also transposed to the
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archival field, as it can be observed in DIRKS &#ECS through the use of work process
analysis and modeling tools for elaborating busingassification schemes and records
classification schemes.

Business process modeling applies to business reareayd, and other technical and
human-centered disciplines, such as industrialrexgging, control engineering, software
engineering, and organizational studies. It can a|gply to records management projects
for redesigning or reengineering processes andnateadministrative procedures, and
developing records classification systems. The eiskere is that archivists are not
adequately prepared to carry out this type of ssinprocesses analysis, as this is a
knowledge not properly covered by the archival icuta®* Records management projects
using this methodology should be carried out byirdgardisciplinary team of business
managers/systems analysts, archivists and techrdeafelopers, and include the
identification of the records produced during bessiactivity processes. In fact, the
“BASCS approach recommends finding existing businpsocess models wherever
possible or to work with an expert business proeesdyst™* when developing records
classification schemes.

DIRKS and BASCS support work process analysis valg the methodological
approach developed by the business process managemeipline, as records are by-
products of these working processes. The interdgery between the two disciplines is
remarked by Heredia Hererra, who says that classifin is no longer the sole
responsibility of archivists, but a shared resplilisi between administrative managers
and archivists. Administrative managers have tlmany responsibility of identifying and
classifying functions and processes; archivists egsponsible for identifying and
classifying records’ seri€®. The issue is that, often, the development of laaton
schemes rarely involves the integrated work oféh®g professionals, at least in small
and medium-size entities. This determines that wioek process analysis is scarcely
followed, also due to its complexity.

In practice, the methodological approach followgdabchivists to elaborate records
management systems comes from the experience gdtheth historical records. As it
occurs in Spain, the principles and methodologigspted to build the classification

structure of an existing fonds are used to elaboratords classification schemes. This

%“Fiorella FoscariniFunction-based records classification systeaits, 2009. p. 57.

3°Stuart OrrFunctions-Based Classification of Records: Is inEtional?,cit., 2005, p. 55.

3% Antonia Heredia Herrerdenguaje y vocabulatio archivisticos: algo mas goaliccionariq cit.,
2011, p. 66.
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methodology follows a bottom-up approach, whichsgg&lem the particular (records) to
the general (functions). This way of proceedinge&sily understandable and closer to
archivists than the engineering techniques usebusiness managers/systems analysts to
identify and decompose work processes.

Paez Garcia, who describes the bottom-up appratihms that the main issue
when elaborating a functional classification schesneot to confuse the three elements of
classification already noted by Schellenberg: thgaoization (organic classification),
actions (functional classification), and subjedsbfect-based classification); especially,
the confusion that may occur between competenttesately relates to affairs or subjects
(the thematic elements of classification), and fioms (of which there is no a convincing
definition)**” Paez Garcia believes that what we call functions activities are merely
abstract intellectual categories set up by us,hitkwwe try to logically and hierarchically
assemble records series, which in turn can neveobiised with competences (subjects)
that are the responsibility areas of those funstiti\s previously mentioned, Paez Garcia
proposes a methodology in which a register of seaeegister of functions and an updated
organizational chart are the basis for elaboragimgcords classification scheme. Once the
three elements are developed, the difficult partoisrelate series with the identified
activities, which in turn are grouped into abstréanctions. Archivists are used to
identifying series, as they are bodies of file sioit records serially maintained; but are less
trained to identify activities or functions (or pesses, procedures, operations, tasks,
steps), which are different levels of specificifyamalysis with respect to work activities.

In conclusion, the identification of functions, i&dtes and transactions, and their
interrelations can be accomplished combining thalyasrs of both the existing records
aggregations (which helps to identify records sgrand the organization’s informational
sources (which especially supports the identifaratof the activities and functions to
which records series should be linked). Archivigisd to follow a bottom-up approach,
with the support of top-down analysis. If, as Heasederrera affirms, the identification of

the functions and activities/process is the resipditg of administrative managers, this

%7Mateo Antonio P4ez Garci@uadro de Clasificacion Funcional para Fondos delfivos del
Subsitema Autonémico Andaluz: El Fondo de la Cenfsefle Agricultura y Pesc&evilla, Junta de
Andalucia, 2002, p. 17-19.

38 pgez Garcia defines activity as the set of actigardless of the area of competence, entrusted t
administrative units, which are materialized inawets series. Function is the set of activities edsed to the
same administrative purpose, regardless of thé afizbject or competence to which they deal with.
relation to the concept of competence, he repbesléfinition given by the archival terminology tiboary
of the General Department of State archives, wHafines competence as the attributions exclusively
entrusted to a body of the administration to resthe affairs relating to a particular subject.
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may explain the difficulties encountered by arcéiiwito identify these structural elements.
The collaboration between archivists and admirtisgananagers (and also IT developers)
is still a wish that, in part, explains the insaiéint evolvement of classification tools for
records management. Thus, records classificatiberses continue to be developed with
inhomogeneous and unsystematic procedures. Ini@audihere is lack of literature that
describes practical cases in which classificatioethmdologies have been applied. It
should be interesting to know positive aspectsiassand setbacks in the development and
implementation of records classification schemasprider to promote conclusions and

recommendations that improve this practice.

5.4 Analysis of an existing records classificatioscheme

This section is focused on analyzing to what extiwet principles that are currently
available in literature on the records classifimatscheme’s composing elements and the
methodological approaches used for its elaboratawa, applied in an already existing
classification scheme. The study will be carried on the records classification scheme
currently available at ICCROM. The scheme was ehktied in 2009 by an Italian
consultant archivist, who analyzed ICCROM'’s infotioaal sources and the existing
records production in offices. Additionally, integws with ICCROM'’s staff were carried
out.

If we start analyzing informational sources, aditlof ICCROM’s Statutes states the
mission and specific functions of the organization:
“[...] ICCROM shall contribute to the worldwide corrsation and restoration of cultural
property by initiating, developing, promoting andcifitating conditions for such
conservation and restoration. ICCROM shall exercig® particular, the following

functions:

1. collect, study and circulate information concernetth scientific, technical and
ethical issues relating to the conservation andaegtion of cultural property;

2. co-ordinate, stimulate or institute research instliomain by means, in particular,
of assignments entrusted to bodies or expertsynatonal meetings, publications
and the exchange of specialists;

3. give advice and make recommendations on generspecific questions relating to

the conservation and restoration of cultural progyer
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4. promote, develop and provide training relating @ tconservation and restoration
of cultural property and raise the standards andagiice of conservation and
restoration work;

5. encourage initiatives that create a better underdiag of the conservation and

restoration of cultural property.®®®

From the Statutes, it can be deduced that the KEMROM field of competence is the
worldwide conservation and restoration of culturalitage. Furthermore, these statutory

functions or mandates can be broken down as folfé\ws

Action Object / and field of competence (subject)

Collect, study and circulate information concerned with scientific, technical and ethical

issues relating to the conservation and restoratibrcultural

property
Co-ordinate, stimulate or research in this domain by means, in particular, of assignta
institute entrusted to bodies or experts, international mgstipublications

and the exchange of specialists

Give advice on general or specific questions relating to fhe

conservation and restoration of cultural property

Make recommendationson general or specific questions relating to the

conservation and restoration of cultural property

Promote, develop and provide | training relating to the conservation and restoration dfucal

property
Encourage initiatives that create a better understanding of the conserva

and restoration of cultural property

The functions are divided in two elements: 1) tbegoa, which is identified by a verb (i.e.,
collect, study, circulate), and 2) the object, whis identified by a substantive (i.e.,
information, research, advice, training, initiaByeand designates the things that the
action/verb is done to. These objects, when appgletiroad and generic actions (i.e.,
collect, give, make, encourage) become specifictfans. In fact, ICCROM'’s specific or

%9 Available online at: http://www.iccrom.org/abou#fgites/. (Accessed on 31/01/2017).

370This breakdown of functions follows the exampleegi\by Paez Garcia, who divides the competences
given to the Consejerias de la Junta de Andaladi&a periods: Actions and Subject/Field of compete
(Mateo Antonio P4ez Garci@uadro de Clasificacion Funcional para Fondos delvos del Subsitema
Autondémico Andaluz: El Fondo de la Consejeria deciffura y PescaSevilla, Junta de Andalucia, 2002,
p. 19). This analysis reminds the ALO methodologyaloped by Roberge for standardizing wordings in
function and activity names.
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institutional functions are synthetized as followsormation, Research, Advice, Training,
and Awareness.

Not all of these statutory functions or mandateseajually developed at ICCROM.
ICCROM’s activities mostly focus on providing intational training, which is
implemented through programmes related to spesifijects or fields of competence. For
example, one of ICCROM'’s priority areas is disasded risk management, the main
activities of which include the courses First Aa Gultural Heritage in Times of Crisis,
Reducing Risks to Collections, or RE-ORG (Reorgainin of Collections in Museum
Storage). Other functions, such as research, adviaeareness may be developed through
specific projects within these programmes (whicBoalnclude training projects, as
previously specified). Therefore, the activitieattiare carried out to perform ICCROM'’s
institutional functions are based on programmespecific subjects, which may change
often. This is the reason why none of these funstiexcept Information) and none of
these programmes are part of the structure of edassICCROM'’s records classification
scheme, as will be analyzed later. This may signifgt initiating the analysis by
identifying abstract concepts, such as functiom®sdnot immediately help to determine
the scheme structure. By definition, the record®send the activities producing them are
the elements that mostly condition the organizatibtne classification structure.

If we follow the recommendations given in literauanother informational source
that can be taken as reference is ICCROM’s Progmnamd Budget, in which the
organizational chart and the budget envelope amladle®* In detail, the budget
expenditure for 2016-2017 is organized in two sasi Corporate Operational Costs and
Programme Costs. The Corporate Operational Costslynaefer to ICCROM’s
administrative or management functions; and thegframe Costs include the
institutional functions/activities. In any casewié analyze in detail the breakdown of these
two sections, it may be observed that they areongdnized by function, but mostly by
organs or subject.

3"4CCROM, Programme & Budget 2016-1017, Approved by the X3éXeral Assemblygome, 18-20
November 2015, p. 42-43. Available online at: Htgpww.iccrom.org/wp-content/uploads/Programme-and-
Budget-2016-17-EN.pdf. (Accessed on 31/01/2017).
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Programme and Budget 2016-2017: Budget expenditure

Corporate Operational Costs Programme Costs

General Assembly Developing and Promoting Disaatsdt

Risk Management

Council Integrating  Material Science apd

Technology with Conservation

General Management and Coordinatior Improving Cwagien and Management
Practices through the World Heritage

Convention

Logistics Promoting People-Centred Approaches to

Conservation: Living Heritage

LAN Administration Building Regional Collaboration
Finance and Administration Knowledge and Commuiocabervices
Contracts and Voluntary Contributions InternatioRallowships

Advice to International and Regional

Conservation Networks and Institutions

The corporate operational costs subdivision maflows ICCROM’s organizational
structure (Governing bodies: General Assembly, €buand Offices: Logistics, LAN
Administration, Finance and Administration). Thehart categories, such as ‘General
Management and Coordination’ does not reflect acipeorgan but a very generic
function (in reality, it refers to expenditures riiothe Office of the Director-General
operations), and the last partition can be idesdifvith a transaction of Finance and
Administration.

The Programme costs section is composed of fivgrammes of activities (which
reflect ICCROM'’s fields of competence and specfubjects); two offices (Knowledge
and Communication Services, and the Office of mghips and Fellowships); and one
function (Advice). The five programmes (which arebject-based) may include, as
subdivisions, the functions of training, researod awareness, for which activities may be
developed through courses, seminars, meetings,icptibhs, etc. Each programme is
under the competence of one Unit, and in some cassisared by more Units.

These informational resources, which are fundameatanderstanding ICCROM’s

mandate and activities, can be taken as refereunde to elaborate a records classification
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scheme. Anyhow, it is not possible to directly spose their structures into the
classification scheme, as they do not follow cdesisand systematic divisional criteria:
competences, subjects, organs/offices and funcao@sall mixed at the same divisional
level. The resulting scheme would be fragile, antivery stable, as offices and especially
programmes often vary. The work of refining funogoand activities needs to be done,
based on the identification of the transactions thake up each activity and that produce
records.

If we analyze ICCROM'’s classification scheme, whislftcomposed of two or three
classification levels (depending on the need forardetailed partition of activities), we
may observed that the first level is composed ohd&dings. The headings from 01 to 11
relate to management functions, and the singlegoage12 relates to institutional

functions:

Code| Level |

01 Governance

02 Regulatory activity

03 Planning

04 Management

05 Relations with countries, entities and partners

06 Legal affairs

07 Financial administration

08 Human resources

09 Communication and information
10 IT Systems

11 Logistics and support services

12 Activities implementation

Literature tells us that administrative or manageimtinctions are similar between
institutions (both private and public) or can bargl by agencies of the same government,
as they support the administrative business neddedacilitate the application of
operational policies and the delivery of programraued services.

This table compares ICCROM’s management functiofth whose proposed by

Roberge in his universal classification system, dnyd Paez Garcia in the records
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classification scheme developed for the DepartneénAgriculture and Fisheries of the

Spanish Regional Government of Andalucia (2004):

ICCROM

Universal system by
Roberge

Department of Agriculture
and Fisheries, Government
of Andalucia

01 Governance

01 Administrative

management

01 Governance

02 Regulatory activity

01 Administrative

management

01 Governance

03 Planning

01 Administrative

management

01 Governance

04 Management

01 Administrative

management

01 Governance

05 Relations with
countries, entities and

partners

01 Administrative

management

01 Governance

06 Legal affairs

08 Management of legal

affairs

02 Administration

07 Financial

administration

04 Management of financig

resources

1103 Finance

(Economy/Taxation)

08 Human resources

03 Management of hum

resources

102 Administration

09 Communication an

information

002 Management of
communications;
05 Management of

information resources

02 Administration

10 IT Systems

05 Management of

information resources

02 Administration

11 Logistics and
support services

06 Management of propert
resources;

07 Management of movabl

assets and support service

y02 Administration
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This mapping diagram reproduces the equivalencegele@ management functions, with

ICCROM'’s taken as starting point. This compariseeds to some conclusions:

Management functions are organized differently
Each scheme organizes the management functionéfenedt ways, i.e., ‘Administrative
management’ in Roberge’s scheme contains five @ROM’s management functions
(01 Governance,” '02 Regulatory activity, '03 MRlaing,” '04 Management,” '05
Relations with countries, entities and partner@h the other hand, “09 Communication
and information” in ICCROM'’s scheme is split in twtanagement functions in Roberge’s
scheme (‘02 Management of communications’ and '0&and&fiement of information
resources’). What in Roberge’s scheme is considaredb-function or an activity (‘01
Governance,” '02 Regulatory activity,” '03 Plannjhd04 Management’) within the
function of '01 Administrative management,” in ICORI's scheme is considered a
function. Or what are considered functions in Rgb&r scheme (‘06 Management of
property resources,” ‘07 Management of movable tassed support services’) are
activities within the function of 11 Logistics arsdipport services’ in ICCROM’s scheme
('11.02 Building management,’ '11.05 Inventory afagls,’ '11.06 Support services’).

The same occurs if we compare the classificatitrer®@ proposed by P4ez Garcia.
In this proposal, the two first functions are '0bvernance’ and ‘02 Administration.” The
heading '02 Regulatory activity’ in ICCROM’s schems an activity within '01
Governance’ (not within '02 Administration,” asatcurs in Roberge’s proposal). Or '02
Management of communications,’ '03 Management oham resources,’ ‘06 Management
of property resources,” or ‘Management of legala@ff in Roberge’s proposal, are
activities within ‘Administration’ in Paez Garcia’groposal; they are not considered
functions.

This indicates that the classification elementgiusedevelop a records classification
scheme, such as functions and activities, are rdifte/ interpreted. Their conceptual
framework is not clearly delimited. These termsased interchangeably and have a wide
and overlapping range of meanings, as they ex@essact concepts with no immediate
physical referents. They hold imprecise meaningg] ean be differently understood
depending on the context of use. According to Ni¢R616), perhaps how to name a given
activity statement (task, step, operation, funct@mnprocess) is not so important; the
important thing is a) to recognize that these tereisr to different levels of specificity

with respect to work activities, and b) to maintéma consistent manner) the connections
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between these levels. This is an interesting reagoin any case, it would be better to
have conventions on how to analyze and identifjsgheoncepts to be able to create a
classification structure in which it is possibleitdegrate and name categories following
similar criteria. But, as this is not the case trigbw, what we can learn is that, in these
examples, no one is right or wrong; it is just atteraof usage. The confusion between
classification elements does not prevent the fuléht of the classification scheme task, as
these elements may work and be equally valid inr tbeage context. However, as
previously said, rules (derived from practical exgece) would be necessary to avoid
problems in defining criteria for elaborating clifisation schemes and to ease the use of

these schemes by stakeholders.

Functions, activities, organs and subjects are nxe
As previously expressed, functions, activities anbjects are indistinctly used at the first
classification level in ICCROM'’s scheme. Furthergyagome of ICCROM’s management
functions are identified with its organizationaftusture, as it occurs in the following
headings: '09 Communication and information’ (whicklates to the Department of
Knowledge and Communication Services, encompadsiagOffices of Communication,
Library and Archives); ‘10 IT Systems’ (which redar the Office of Information
Technology); and ‘11 Logistics and support servigeghich identifies the Office of
Logistics and Building Services). The competende=ach of these offices are divided into

several management functions in both the propada®®berge and Paez Garcia.

Naming is not homogeneous
If we take Roberge’s action-object pairing methaded to construct action statements),
we can observe inconsistent naming in ICCROM’s seheSome functions are more
general than others; they are identified by arpaciind are not accompanied by the object
to which they apply (‘03 Planning,’ ‘04 ManagemenOther functions are more specific;
they are defined by the object to which they r€f@r Financial administration’), or they
may lack the action determining them ('06 Legahaf, ‘08 Human resources’). This is
mostly a wording issue that shows inconsistencyraag cause problems in understanding

the way in which these first categories are orgathiEor example:
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Action-object pairing Morphological | Comments
analysis
01 | Governance Noun It identifies an action (toegoy
02 | Regulatory activity Adjective + It may identify an action (to
noun regulate)
03 | Planning Noun It identifies an action (to plan)
04 | Management Noun It identifies an action (to
manage)
05 | Relations with countries,Nouns It may identify an action (to
entities and partners relate) and its objects
06 | Legal affairs Adjective + It identifies an object. The actign
noun should be “Management” (of
legal affairs)
07 | Financial administration Adjective + | It identifies the object and the
noun action (to administer)
08 | Human resources Adjective + | It identifies the object. The
noun action should be “Management”
(of human resources)
09 | Communication angdNouns It identifies the objects, in this
information case the action is “Management”
of communications and
information. However, they may
also be identified with actions (to
communicate and to inform)
10 | Information  TechnologyNouns It identifies an object. The actipn
Systems should be “Management” (of
information technology systems)
11 | Logistics and  supportNouns It identifies an object. Again, the
services action should be “Management”

(of logistics and suppo

't

services)
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If we analyze the second classification level ilCRIOM’s scheme, similar comments
could be made. For example, the activities idesdifat the second level, under the first
heading ‘01 Governance,” are ‘General Assembly,bu@cil,” ‘Director-General.’” In
reality, as it may be observed in the table belbnwse are governing bodies, not activities.
Even if these are stable organs, well defined gallenstruments, the second level should
have been identified by the activities that thaggns carry out.

Code Level | Level Il

01 Governance

01-01 General Assembly
01-02 Council

01-03 Director-General

According to Paez Garcig, the organic elements must be present in a furaition
classification scheme, but they should occupy #is¢ level of the hierarchy, instead of the
first ones (as it occurs in organic classificatiechemes). For example, in an organic
scheme the series ‘Policies and procedures’ app@armany times as there are
administrative units; instead, this series will @pponly once in a functional scheme, as
the different administrative units must be spedifigt the last level. A concrete and
imaginary example is illustrated in the followingpte, in which each administrative unit
(placed at the last classification level) may @eafile where the records produced for or

generated by General Assembly meetings are clegsifi

372 Mateo Antonio P4ez Garci@padro de Clasificacién Funcional para Fondos det#ivos del
Subsitema Autonémico Andaluz: El Fondo de la Censefle Agricultura y Pescait., 2002, p. 20.
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Function Activity Series Sub-series Sub-series

(organs) (administrative
units)
Governance
Participation in
governing
bodies
Series of
governing
bodies
meetings
General
Assembly
Office of the
Director-
General
Sites Unit

Collections Unit

Knowledge and

Communication

Services

Each section of a classification scheme is predantin assigned to one administrative
area (in this specific case, ‘Governance’ is assigio the Office of the Director-General)
and, even if other units can be classified in théxtion (as functional classification
schemes generally avoid duplication of headingg}heunit creates its own file at the last
classification level. The records produced by thé& tesponsible for the proper records
maintenance and preservation within the assigned have higher value and different
retention periods than those records produced byitathat is not responsible for that
function/activity (and which just produces partialincomplete files, containing sporadic
contributions to the activity or copies for infortima). At the same time, different access
permissions apply to the files organized by an adstrative unit or office. In synthesis,

even if there is no duplication of headings at biglevels, there are recurrent files

identifying the different administrative units atler levels. Therefore, the redundancy of
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headings is unavoidable.

This is a consequence of what is considered adtmait of the hierarchical records
classification scheme. Nickols states that hiefasthmodels reflect a functional or
vertically focused organization, with a system adrarchically distributed authority, in
which often no one individual is accountable forogesses that cross functional
boundaries. They are instead responsible onlyuioctions and processes confined to their
functional area and perhaps portions of cross-fanat processes found within their
functional areas. Consequently, functional areassametimes referred to as ‘silos.” Thus,
vertical relationships prevail in this scheme aeden when processes are involved (in
which relationships between work activities are izmmtal), each unit creates and
maintains its own file on the process step for Wwhids responsiblé’?

According to Barbadillo, the fact that an archiwatit may only belong to a
documentary series should not be mitigated by dafin of records within the
classification structure, although this is a comnemptatior?’* In reality, the redundancy
of headings is also accompanied by records dupditatas the same record may be
classified by different offices in their own filedue to the compartmentalization still
existing in institutions.

Coming back to ICCROM's records classification suobeit is interesting to analyze
the second macro-area that relates to the spesdafimctions of the institution (see the
table below). In this particular case, only onetitnonal function has been identified:
‘Activities implementation.” This function is subwided into five activities: ‘12.01
Programmes,’” ‘12.02 Special projects,” ‘12.03 Lattory,” ‘12.04 Technical advice,’
12.05 Fellowships programme.’” As previously mengd, the classification elements are
indistinctly used at the same level and their ngmis inhomogeneous (i.e., '12.03
Laboratory’ and ‘12.05 Fellowship programme’ are maustrative units of the
organization). In any case, the focus of this asialis addressed to the activity identified
as ‘Programmes/Projects.’ In reality, this actiyitycated at the last classification level,
forms the records series of programmes implemeriigdthe organization. These
programmes and projects reflect ICCROM’s field ofnpetence and specific subjects of
actions. They may change often, therefore theyegpeesented in the scheme at the level

of files and sub-files. Each programme correspdadm affair, which gives rise to a file.

373 Fred NickolsDefine Your Terms: Clearing up the confusion amfomgtion, process, procedure,
operation, task, step and activigQ16, p. 4.
374 Javier Barbadillo AlonscApuntes de clasificacién archivistiagt., 2007, p.22.
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At this point, the file plan gives indications teaus on how to break down and organize

the records produced by programmes.
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Code | Levell Level Il Level | Files Sub-files Content
[
12 Activities
Implementation
12-01 Programme / Two filing possibilities are foreseen: a)

Projects

and b) for complex/big programmes; on
b) for less complex activities.

y

a) Name of the

Programme / Project

1. Administration(2 sub-files: 1.
Correspondence; 2. Logistics)

. Budget and fund raising

. Partners

. Human resources

QB |WIN

. Management structure

Records related to the organs that man
the programme (steering committee, etq

age

)

(o)}

. Planning

Including needs assessments, preparat
meetings, etc.

Dry

7. Programme missions

Only missions related to Unit
programmes. For other missions, see
heading “Management.”

8. Evaluation and follow-up

9. Information and
Communication

10. Reporting

b) 11. Name of activity

11.1 Administration(3 sub-files: 1.
Correspondence; 2. Logistics; 3.
Social activities)

11.2 Budget and fund raisirig
sub-files: 1. Budget; 2. Fundraising;

3. Payments (including contracts); 4.

Scholarships)

11.3 Partnerg3 sub-files: 1.
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Correspondence; 2. Logos; 3. MoU

11.4 Tean(3 sub-files: 1. Staff; 2.
Interns; 3. Lecturers)

11.5 Participant¢Application and
selection, and certificates)

Heading to be also used by the Training

Information & Fellowship Office

11.6 Activity missions

11.7 Plannindg3 sub-files: 1.
Preparatory meeting; 2. Activity
announcement; 3. Course
programme)

11.8 Activity implementatiors
sub-files: 1. Bibliography/glossary;
2. Session outline; 3. Binder
materials; 4. Course visits/Case
studies; 5. Contributions by
participants)

11.9 Evaluatior{2 sub-files: 1.
Questionnaires; 3. Evaluation repor

)

11.10 Follow-up3 sub-files: 1.
Correspondence; 2. Reports; 3.
Meetings)

11.11 Information and
communicatior(4 sub-files: 1.
Web; 2. Printed material (newslette
posters, articles); 3. Presentations;
Others (bags, t-shirts, etc.)

:;)..

11.12 Photographs and
audiovisual material

11.13 Activity final report

12-02 Special projects

12-03 Laboratory

12-04 Technical
advice

12-05 Training and
Fellowship
programme
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5.5 Critical aspects

Several critical aspects have been recognized gluha analysis of ICCROM'’s records
classification scheme. These mostly relate to thentification of the classification
elements, their interrelation and naming. The feilgg are some recommendations

available in literature that presents these issues.

5.5.1 Definition and identification of classificaton elements and levels

The identification of the hierarchy elements anckls is an issue that is shared among all
the disciplines that use this type of structurenganize concepts or objects. For example,
in the context of the business process managenmiplthe, Nickol's article on ‘Clearing
up the confusion among function, process, procedyperation, task, step and activity’ is
eloquent. He affirms that all these terms refentok, to goal-oriented activities. “Whether
we choose to say that a process is made up of tapesar that an operation consists of
processes is less important than recognizing theatare using those terms to indicate
relationships between and amdegels of detail,”®” which are intended to produce some
result. He also adds that in vertical relationshipsre is a hierarchy of detail, in which
more detail is given at the bottom and less towtasl top. Thus, one can construct a
hierarchy of detail that is job, task, and stepwimich a job consists of tasks, and tasks
consist of steps); or process, operation, and imcbr process, operation, function, job,
task, and step.

The conclusion that can be drawn from Nickol's weordgs that, to avoid
terminological and operational confusion, the arahidiscipline should establish and
clearly define the elements and level of detailsb® used for the articulation of
classification structures. As previously mentionéds generally recommended that levels
of detail be composed of three elements: functiactivity and transaction (which
identifies records series). Within the series, twore subdivisions could be made
according to the need for series specificity. Tfaree the hierarchy of detail (from the top
down) is function, which consists of activities,daactivities which produce records; or
(from bottom to top) records series, which are posdl by activities, and activities which
perform assigned functions.

As Aga Rossi - Guercio remark, it is necessaryrut fthe number or classification
levels, ensuring, however, a balance in the ovesallicture of the scheme. It is

recommended to avoid both the risk of classificattategories that do not require the

37> Fred NickolsDefine Your Terms: Clearing up the confusion amfomgtion, process, procedure,
operation, task, step and activigQ16, p. 2.
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presence of more files, and the case of archiviéd timat are too numerous and too diverse.
In both cases, the articulation of the classifmatplan should be rethought, assessing its
adequacy to effectively accompany the institutiaiogumentary productiott In some
way, balanced structures are also defended by Belend De Felice, both inspired by
Dobrowolski theories. In any case, they advocateaio unlimited number of levels,
composed of few child numbers, which reflect theural records relationships that,
according to Dobrowolski, are never unbalanced.

How to identify functions, activities and recorderiss, as well as how to
hierarchically relate them is one of the main uoke=d issues. But, this is a common point
with other disciplines. Again, in the business s management context, Nickol writes
that “Another source of difficulty in all this ishat the verb-object pairings used to
construct action statements (i.e., open mail) aszluo refer to specific, observable actions
such as ‘press the enter key’ and to broad coastais of activity such as ‘acquire new
business.””’ Therefore, the identification of broader or specffinctions and activities,
their aggregation and naming is not an easy taskillldepend on a mix of logical and
pragmatic needs, aimed to arrange records series nion-complex, agile and flexible

structure.

5.5.2 Naming of classification headings

Aga Rossi - Guercio write that, since it constisudecrucial aspect for the efficiency of the
classification system, both from the point of vielvease of classification and the speed
and completeness of retrieval, it is appropriateadopt some draft naming rules. For
example, headings with too detailed informatiorcfsas regulatory references) should be
avoided as they can be subject to continuous mVisi necessary, such information can
be included in the explanatory description of thene heading. Thus, short and concise
names are advisable so as to immediately visualiwk understand the scheme. Generic
headings (various, miscellaneous, general corresgae) should also be controlled and
limited, as records classified in this way risk riggiuntraceable. Names without any
specificity, in particular headings that coincidgharecords recipients, should be avoided
too, given the risk of multiplying the possibilsigor classification and the consequent
fragmentation in the creation of files and orgatiacraof records. In the case of first level

headings, significant and unique expressions a@menended in order to avoid or at least

378 Elena Aga Rossi - Maria Guercioa metodologia per la definizione di piani di cléisszione in
ambiente digitalecit., 2005, p. 26-27.

37" Fred NickolsDefine Your Terms: Clearing up the confusion amfomgtion, process, procedure,
operation, task, step and activigQ16, p. 2.
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reduce the risks of ambiguous interpretations. &hesadings should be matched with
macro-functions to prevent the abnormal growthhef ¢lassification scheme and ensure
the tree structure effectivene$sAlong this line, Mas recommends that main headings
should be grouped on the basis of a single or damtiariterion (i.e., function), and the
number of main headings should be reduced for stersty and quick retrieval. Moreover,
a rational and uniform criterion in the headingdesrshould be followed, i.e., if some
second level headings frequently recur, it is ahs that they are always repeated
following the same sequence. Finally, inconsistencgaming classes and/or files should

be avoided, as well as the duplication and redurydanclasses with similar headings.

Further naming rules are provided by Roberge, wlopgses three lists of terms,
expressing actions, management objects and retgpds. The interconnection of these
terms following Roberge’s ALO methodology allowssiandardize the naming of classes
(functions or activities). A similar naming methdolgy can be found in the business
process management discipline, which uses verkeblpairings to construct action
statements for processes analysis modeling. Asadireseen in Chapter 3, Roberge
recommends naming rules in which the wording o$s#s is based on the use of an action,
combined with an object, and exceptionally, with amjective. In addition, he pays

attention to the form in which words should be tert(singular or plural).

5.5.3 Naming of records aggregations or categories

Roberge proposes to name records aggregations ubmgword ‘files’ and their

management objects (i.e., files of personnel, fidscustomers, etc.). More detailed
guidelines are elaborated by Barbadilfowho combines three main criteria for naming
records aggregations: 1) the documentary strucargeneric one: ‘Files,” or a specific
one: ‘Record type’), plus 2) an administrative atyi or 3) an organic reference. For
example, a combination of a general documentancitre and a specific administrative

activity should read as follows: ‘Files of licensts building,” ‘Files of licenses for

3’8 Elena Aga Rossi - Maria Guercioa metodologia per la definizione di piani di clégsizione in
ambiente digitalecit., 2005, p. 26-27.

379 Javier Barbadillo AlonscApuntes de clasificacion archivisticgf., 2007, p. 17-18. In these notes
about archival classification, Barbadillo addregbesnaming of series and sub-series, which hexdiare
the most fundamental level of classification andodigtion of records. Series and sub-series hasarval
description perspective but, as already mentiotexdSpanish archival field deals with the concépt o
classification in a broader sense, embracing recor@hagement and archives. Thus, classificatiohespp
both current records and archival fonds. In thésth section, series and sub-series have beetatethsto
records aggregations (files and sub-files), ageghbemmendations given by Barbadillo also applies to
aggregations of current records.
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occupying public road.” It is also possible to @sgreater degree of specification of the
administrative activity to define similar documemntdypes, i.e., ‘Files of licenses for
occupying public road with trenches,” ‘Files ofditses for occupying public road with
paths for vehicles.’ It is also possible to combénspecific documentary structure and an
organic reference, when it is not possible to deitee the administrative activity subject,
l.e., ‘Minutes of the City Council meetings,” ‘Mites of the City Council Permanent
Commission.’ In this last case, variations of tldenanistrative procedure may result in a
differentiation of similar series types, i.e., &3l of international subsidies: ordinary
procedure,” ‘Files of international subsidies: urggrocedure.” Another less frequent
criterion is the use of a generic recipient as dement of identification, i.e.,
‘Correspondence of the Mayor,” ‘Correspondenceénefayor: Military authorities.’

5.6 Guidelines for records classification and filig

5.6.1 General guidelines
This section focuses on the classification anddilof operational guidelines provided by
the archival literature, especially in the Italiand Canadian context. In Italy, these
procedures are written in records management mamwiakch public administrations are
required to adopf’ These manuals regulate and provide instructiongfoper records
management, including records creation, registnatadassification, filing, retention and
disposal. In 2006, the National Centre for Inforimat Technologies in the Public
Administration (Centro Nazionale per I'Informatica nella Pubblidéanministrazione -
CNIPA) issued a reference manual for the manageroérthe public administration
electronic protocol register, records and archividss tool is used by public entities to
elaborate their own manual, which is adapted tadlwsyncrasy and specific reality of the
entity.

The CNIPA manual provides indications on the cfassion and filing system
elements and operational procedures. Even so,pisis not as well developed and

%0The Italian manuals consulted to elaborate thipihaare as follows: CNIPAlanuale di gestione del
protocollo informatico, dei documenti e dell'arcioivlelle pubbliche amministrazioni: Modello di
riferimentq «i Quaderni»(Supplement to «InnovAzione», 21 (2006), nUsijversita di Padovdecreto
rettorale: Regolamento per la gestione, tenutateltudei documenti amministrativi dal protocollo
all'archivio storico per 'Amministrazione Centrgl&azzetta Ufficiale della Repubblica Italiana3f1, 29-
12-1997, art. 66; Comune di PadoManuale di gestione del protocollo informatico, flassi documentali e
degli archivi Padova, 2015; Universita degli Studi dell'Insablstruzioni operative per la fascicolatura in
Titulus 2014; Universita degli Studi dell'Insubrislanuale di gestione del protocollo informati@916;
Comune di Loanovianuale di Gestione Documentale “Rivier@016.

219



detailed as the one dedicated to records regmtratthich provides detailed description of
registration elements, modalities and workflowscluding records that need to be
registered, records excluded from registrationoms subject to special registration,
deferred registrations, restricted registratioascellations, assignment rules, the flows of
work for incoming, outgoing and internal records, e

As stated in the CNIPA manual, records classifozatand filing is required by
Italian law and must be supported by the use acards classification scheme, which is
defined as the pre-established system of hierarchically omileadstract partitions,
identified on the basis of the entity's functiofbe records to be classified and filed are
the ones generated by an organization during thesecof business (incoming, outgoing
and internal records), including those ones nojestitho registration.

Classification, understood as the assignment aycason of a class to a record, is
preliminary to filing. Each record, once classifigd introduced in or associated to its
related file. Filing means that records pertainiaghe same process/procedure are kept
together based on the chronological order in wihingy are created, in order to get a file
that contains the history of the process/proceddlassification is unconceivable without
filing. In fact, classification without filing is ansidered a bad practice, as it does not
properly support records evidential value. Broatigaking, classification is understood to
be the entire process of assigning to a recordaddition to the comprehensive
classification code, a file number and, eventually,sub-file and inseft numbers.
Classification can be carried out at different mataethe officer assigned to the protocol
register can introduce the higher classificatiodesy while the attribution of the file codes
can be delegated to the person responsible faaftag or administrative procedure. Thus,
all registered and/or classified records are brotgdpether into files, which are normally
opened at the last level of the hierarchical resatdssification structure.

The two main types of files that are identifiedltalian manuals refer to natural or
legal persons, and affairs, activity or administetprocedures. Thdiles relating to
business/affairs, activity or administrative progexs are considered files in the proper
sense, as they gather within a same class all decmlated to a particular case or
administrative procedure. The difference betweenttiee is described as follows: The
files on business/affairs contain records related thon-proceduralized competence, in
which a deadline for its conclusion is not stipatht The files on activities keep records

lnsert (“inserto”) is a partition of a sub-file, ih is in turn a partition of a file. Paola Caryda fonti
archivistiche: ordinamento e conservaziooi., 1998, p. 212.
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related to a proceduralized competence, for whidbption of a final provision is not
expected. Finally, the files on administrative gagres contain diverse type of records
that represent homogeneous administrative actidrnishwend with a conclusive recot.
As a rule, each affair/activity and each admintsteaprocedure gives rise to a file. The
filing operation, in the case of incoming, outgomginternal records, must be carried out
by the responsible of the administrative procedurdesignee. The file is closed at the end
of the procedure or affair, and the closing daflerseto the date of the last document
produced.

In relation to the other file type, procedures aade that a file should be created for
each natural or legal person (i.e., employee, mtassociation, institution, etc.). The files
regarding a natural person comprise records onowsriadministrative procedures
(identified by affair or activity) related to andividual. These files can be open at the first
or second classification level, independently & thasses, and contain aggregations of
records with different classifications. For examale employee file can be open at the first
level, under Human Resources, and can containilesrélated to the employee selection,
recruitment, disciplinary action, etc., which ardfadently coded. As a general rule,
personnel files are opened at the time of recruitnoe reopened in the event of re-
employment, and are closed at the time of ternonatf the employment relationship.
Personnel files make up archival series, arrangeth® employee register number or, if
absent, in alphabetical order by the employee narhe.files regarding a legal person,
which keep records related to entities, associgtiaic., follow procedures for their
creation and management similar to those on ngperabns®

The classification process is briefly described ltglian and Spanish records
management manuals. When a record is assigned elikrdd to a department, the
service responsible or its designee determineshehde record is related to an ongoing
affair or procedure (in this case, the record idealdto an existing file), or whether the
record gives rise to the initiation of an autonomodousiness/affair, administrative
procedure or relationship with a natural or legatspn. In this last case, the records
assignee must open a new file and file the recocdrding to the chronological order of
the record registration; that is, following the fm@ol number assigned to it. The opening
of a new file includes the registration of the doling information: Year; Classification

code (title, class, sub-class, etc.); File numbeiti{e case of a nominative file, the series

32yniversita degli Studi dell’lnsubriadanuale di gestione del protocollo informati@f16.
¥3Comune di Padovaanuale di gestione del protocollo informatico, flassi documentali e degli
archivi, Padova, 2015.
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number should be also included); File name/subj€gpening date; Department;
Responsible person name; Security level (Top seseetet, confidential, restricted, etc.).

When creating new files, it is necessary to avbel innecessary fragmentation of
files, an excessive number of records within theeséile, or the tendency to create files by
recipient, rather than based on the analysis otga®es and functions. It is also
recommended that sub-files only be created whenfithecontains a large number of
records that can be grouped by affair or homogeneativities. Filing should be carried
out in the shortest possible time after recordatara or receipt to avoid a backlog in filing
operations®

Some manuals devote attention to hybrid files, @xptg that a file, as a logical unit,
can contain records on different media. This detees the creation of hybrid
aggregations, which generally are composed of papdr digital records. This duality
gives rise to two archival units, which may maint#hieir unity through the classification
system (specifically, by means of the file idecafion elements) and the records content.
A file will then occupy two different places (a béile and a file system) for its entire life,
making the management of files and records moreptenf®

According to Italian manuals, native paper recaluisll be kept in paper files, which
may also contain printed copies of born-digitalorels (only if strictly necessary). In
general, unique original paper records are thoserde whose content cannot be derived
from other records that should be permanently Kept, minutes of meetings, etc.).
Therefore, records with handwritten registratiortagdaacronyms, signs and signatures
(when no digital signature is available) are coamed unique analogue records to be kept
in paper files®

Born-digital records should only be assigned omweissed to a digital file. They
should not be printed, nor placed into paper filestthermore, it is recommended that
digital files should contain a representation o€ thaper records available in their
corresponding paper fif’ This is possible through the creation, in the rdssystem, of a
non-electronic record that references a physiaare This means that the record can be
traced and details of where it is physically stoced be recordedhe paper record can
also be digitized and its image can be introducgd ithe system. This practice does not

exempt the original paper record from being pre=seia the paper file.

4Universita degli Studi dell'lnsubriddanuale di gestione del protocollo informati@f)16;
Universidad de Alicantéylanual de organizacion de archivos de oficiga03.

3>Universita degli Studi dell’Insubridstruzioni operative per la fascicolatura in Tits|L2014.

3% bidem.

%7 |bidem.

222



In general, the creation of a complete and entieeiri digital form is privileged in
records management manuals. In any case, manualsecmund stating that either of the
two media (paper or digital) can be adopted to pecedcomplete files, following the
criteria of economy and preservation assurances Tihcludes the production of
authenticated copies of original paper or borntdigrecords, depending of the final
decision takei®®

Italian manuals also contain procedures for mampgimd retrieving files through a
tool called ‘register of files’ (‘repertorio deidaicoli’).** While the records classification
scheme represents abstractly the functions and etemqges of an entity, the register of
files represents concretely the activities thatehtaken place and the records produced in
relation to those activities. The register of fjleshich is constantly updated, should
indicate the following file elements: 1) Openingteja2) Classification code; 3) File
number (and any other partitions into sub-filesimserts); 4) Closing date; 5) File
name/subject (and possibly the subject of sub-fles inserts); 6) Annotation on the file
status (active, semi-active, inactive): whether fite is still active; or whether it has
exhausted its immediate administrative value aretisg¢o be sent to the records center; or
whether it is to be disposed of or transferrecheodrchive.

Some manuals may also contain indications on teaiog and inventory of dossiers
(‘repertorio dei dossiers’), which are aggregatiohsultiple files that can be formed as a
result of operational needs; for example, dossefiesring to a natural or legal person that
contain files related to different administrativ@gedures connected to the same entity or
person. These files, which contain different clésaiions, are aggregated under a single
dossier. The register of dossiers management puoeg@re similar to those of the register
of files3®°

Finally, manuals introduce the concept of archisaties, which are defined as
aggregations of archival units (records, files, isegs) based on homogeneous
characteristics, such as the records’ nature anch,for the subject matter, affair or
procedure to which they relate. There is an ar¢hiné to which manuals pay particular

attention, that is the special register, in whiphgfic type of records are grouped together.

$8Comune di PadovAdanuale di gestione del protocollo informatico, flassi documentali e degli
archivi, cit., 2015.

389 ‘Repertorio’ is a register (or inventory) in whiéikes are annotated with an annual progressive
number, following the chronological order in whittey are created within the records classificaticimeme
subdivisions. Therefore, it is an orderly and upddist of files annually created within each cld3sola
Carucci,Le fonti archivistiche: ordinamento e conservaziarie, 1998, p. 225.

390CNIPA, Manuale di gestione del protocollo informatico, decumenti e dell'archivio delle pubbliche
amministrazioni: Modello di riferimeniait., 2006.
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Thus, records, such as resolutions of the goverbmdjes, contracts, or invoices, are
subject to special registration (what is known espértoriazione’). Generally, these
records are not registered in the protocol regitet only in this particular register which
includes information, such as type of register drdctype), registration number
(chronological and progressive), date, record ifleation elements (subject/object);
classification and filing data, and annotationsedé records, which constitute archival
series by records type, can also be associateflleg 'bgether with the records referring to
the same affair or administrative procedure. Thasshival series, as other series, are
identified in the records classification schemersure a proper organization of records by
users. In fact, manuals highlight that the recodisssification/filing scheme is a
fundamental instrument for identifying and managanchival series.

This review of classification and filing guidelinesly partially addresses user needs.
When electronic records management systems arelaice,pfurther procedures are
especially required to solve specific issues thaly mrise for records workers. These
include: the identification of the records that sldobe classified and filed in the system;
the types of records to be included in the filed #meir arrangement; the principles for
establishing opening and closing periods of fildes arrangement; etc. In addition, the
organization and management of e-mails also regjaperational procedures that clarify
problematic aspects, such as filing responsibilité the sender, recipient, or any other
individual receiving a record copy, the distinctitsetween official records, working
materials or copies, and their filing in the remhanagement system or just their
temporary storage in individual e-mail folders,.etc

Standards and specifications for records managemeséctronic systems focus on
quality processes and requirements for the systemtibnality (as seen in Chapter 4).
Little attention is paid to operational aspectsrevf they undoubtedly contribute to the
implementation of these records systems among .usralready seen, guidelines for
classification and filing are not yet fully expldren the literature. Apart from Italian
manuals, there are other sources of informatiomjlave mostly in the Anglo-Saxon
context, which relate to procedures for recordkeg@ind e-mail management. A summary
of these guidelines is now available, mostly based series of recently revised and edited
guides for managing records (including e-mails) elleped by the British Columbia
Government Records Service (GRS). These are thd owmprehensive operational
guidelines available online. Other guidelines, eslly focused on e-mail management,

contain similar recommendations.
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5.6.2 ldentification of records to be classified ahfiled in the system

In general, literature remarks that complete anzli@te records need to be created and
kept to document decision-making and work actisitie The British Columbia
Government Records Service (GRS) guides on reaoatsgagement distinguish between
significant business records and transitory recoftiss disjunction is taken as a criterion
to determine what is filed and what is not filedthe records system. In reality, these
guides distinguish three categories of recorddciaffor business records (to be filed);
drafts and working materials (to be filed or napdnding on the judgement of the records
creator or worker) and transitory records (notediled). Their identification or distinction

is based on the records content and context, naamrds format or storage medium.

The official records are originals or copies reqdifor statutory, legal, fiscal, audit,
administrative or operational purposes. They previlvidence of official business,
policies, actions, transactions or decisions. Sexemples of official records are: work
and project plans; activities documentation (wockexlules, assignments, etc.); records
that help explain the history of a relationship¢id®n or project; formal communication
with external entities about official business;ipi@ls and directives; drafts or revisions
with unique information on decisions or approvalgcision records, instructions, and
advice; final report or recommendations; meetingnalgs or minutes; documentation of a
policy matter or how a case was managed; docunmemtaf initiation, authorization, or
completion of business transactions.

The drafts and working materials may be considef@dial or transitory records. If
they contain significant annotations, commentsy@mis and substantial changes that are
considered important to understanding final docus)ethey are filed in the system and
retained. If they are considered transitory recondeded to complete a routine action or
prepare a final record, they are not filed or regdi This is the case of drafts or revisions
that do not provide information on decisions oroagsted approvals; duplicates that have
already been filed or reproduced/summarized in féinia record; rough or preliminary
notes and calculations used to prepare a finalrde@nd routine correspondence about
drafts and revisions.

The transitory records hold a temporary usefulnéssy are not filed within the
records system, but temporarily kept in employesege network drives or e-mail folders
for convenience or reference use; for preparatfoancongoing record; or to complete an

31Government of British Columbiguide: Managing Drafts and Working MateriaBRCS 195-45,
2014.
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immediate or minor transaction. Examples of tramgitrecords are as follows:
training/conference advertisements; social evemancements; meeting arrangements;
simple messages related to commonplace interactfoas instant messages or text
exchanges/conversations); duplicate copies forerée convenience; cover memos that
do not add value to attachments; advertisementrangtional material from businesses
that does not relate to a transaction; messagesveecas part of a distribution list or
received from listservs and other Internet soursekely for convenience of reference; e-
mails that result from personal use of the offigkdctronic messaging system or messages
in a form used for casual communicati®n.

The British Columbia records management guideg skett the authority to identify
transitory records is delegated to the recordsares employee, who is also authorized to
dispose of these records once their business w® &he records that are filed in the
records systems can be permanently retained oosbksipof in accordance to the approved
retention and disposal schedules, which are integraith the classification scheme (the
known ARCS and ORCS are tools aimed to classifig, fretrieve and dispose of
administrative and operational records).

Italian manuals indicate the records that neecktalassified and filed in an indirect
manner, when describing record types based onntiaa®n modalities. Thus, files should
contain incoming records (originals), outgoing melso(draft) and internal records (drafts
and originals), including preparatory records, opfihal provisions and the conclusive
record (if foreseen). Incoming records are understdo be records of legal (and
evidential) relevance received by an organizationthie exercise of their duties and
originated by other public or private entity. Outgp records are records of legal (and
evidential) relevance produced by an organizatiorthie exercise of their duties and
addressed to a different public or private entitiyd also to its employees as individuals
and not in the exercise of their functions. Intémegords are records exchanged between
the different departments of the same entity. Tiernal records of prominent legal and
probative value are those prepared by staff inetkecution of their duties, in order to
document facts on the activity performed. They asmprise records from which rights,
duties or legitimate expectations from third partienay arise. Finally, informal

communications between offices, which include titernal exchange of information, with

392Government of British Columbi&uide: Transitory RecordsARCS 195-45, 2014; Government of
British Columbia, GuideE-mail Decision Diagram — Keep or DestroyfRCS 195-45, 2014; Carmen
DelgadoFile Classification Scheme for Administrative Fuoies Common to all UN Offices: Guidelines,
2012,
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or without attached records, are not subject tastegion, and their classification and
retention is optionaf?

Italian manuals also mention transitory and inseaotal records, when dealing with
disposition of paper files. When a file is closed¢ords of transitory and temporary
character, which have exhausted their functiong dine final provision has been emanated
or which are not closely related to the administeaprocedure (i.e., notes, memos, copies
of legislation and general documents) should beaete¢d (and disposed of) from the file

by the person or operator responsible of the basiaéfair or proceduré?

5.6.3 Filing responsibilities

In Italian administrations, the person in charge asf administrative procedure is
responsible for proper file management, includimg ¢reation of files and the assignment
or association of related records to those files.

Similarly, the GRS guides propose, as recommendeactipe, to assign
responsibility for filing to a specific office omdividual. For example, in the case of
project team workspaces, the office responsible decretariat/project lead functions
should be assigned as the office of primary respoitg (OPR) and should file official
records into the recordkeeping system. Somethinglasi occurs when records are the
result of collaboration; one author needs to tasponsibility for declaring a document as
final, and somebody should be designated as treopaesponsible for filing the official
copy of the final version as well as relevant wogkimaterials. This person needs to
determine what to keep and what to destroy; thatlet is a transitory record and what is
not3%

In the case of e-mails, the GRS guidelines reconanbat the filing of incoming
mail messages received from external sources ieiponsibility of the recipient, who has
to determine which of the e-mails are significansibess records to be filed. In the case
that the recipient receives a cc (carbon copy)aor(blind carbon copy), it can be deleted
once no longer required for business purposesefe-mail was widely distributed, the
initiating office (as the sender) is responsiblefiting an official file copy (i.e., directives,
administrative circular or notices received by maffices). Within each receiving agency
or office, the person who is responsible for thbject or function covered by the e-mail

393yniversita degli Studi dell'lnsubriddanuale di gestione del protocollo informati@f)16.
394
Ibidem.
39 Government of British Columbi&uide: SharePointARCS 195-45, 2014; Government of British
Columbia,Guide: Managing Drafts and Working Materiatst., 2014.
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should assume responsibility for filing an officfdé copy, if required. Other recipients in

the agency or office can then manage their comesaasitory, especially if they do not

need to comment or reply to the message. In the ch®utgoing e-mail messages, the
filing is the responsibility of the send&t.

The United Nations Archives provides further rules originators of e-mail
messages, such as 1) if the e-mail message isedréatresponse to one or several
recipients, the originator must ensure that thgimai text and all responses that form the
complete e-mail record are retained; 2) if thereais ongoing e-mail exchange, the
originator should determine at what stages in teeussion a copy of the e-mail should be
captured as an official record. This judgement sdede based on the significance of new
information in an e-mail response to a previous sags; 3) if the originator adds
information to an e-mail record received, it is sioiered as a new original e-mail that must
be kept and filed’ In case of message discussion sequences, whidradjgninclude
previous text from the various senders and recipidn the discussion, each single
exchange of e-mails is considered a new e-mailréfbee, it should be filed according to
the significance of the new information provided the response (even if containing
previous discussion texts).

Traditionally, filing responsibilities have beensed on the principle of hierarchy
and, in some way, the above-mentioned rules arpirets by this criterion. This is
remarked in the Spanish University of Alicante meisomanagement manual, which states
that, to avoid generating duplicates of internalespondence, as they are kept by both the
sending and receiving administrative units, thegple of hierarchy should be followed.
Thus, internal notes sent by the Management Offidbe various services must be kept in
the Management Office, together with the repliesny, of such services, as it is the unit
having a superior hierarchical level. Services kibepinternal correspondence (and related
responses) that they exchange with administratiies wf lower rank. This criterion of
hierarchy can be used if administrative units athifghest level follow the same principle
and systematically keep the internal correspondenxodanged with the lower unit§.
This practice can clearly be applied to entitiearabterized by hierarchical structures.

However, it will find difficult implementation in latter structures, in which lines of

3% Government of British Columbi&uide: E-mail responsibilitiesARCS 195-45, 2014; Government of
British ColumbiaGuide: E-mail tipsARCS 195-45, 2014.

397Carmen Delgaddsile Classification Scheme for Administrative Fuors Common to all UN Offices:
Guidelines2012.

3%®Universidad de Alicanteylanual de organizacién de archivos de ofiGi2803.
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communication, policies, authority and respondilksi are delineated with few or no levels
of management. In this case, as GRS pointed ougenwiecords are the result of
collaborative decision-making processes, an officeomebody needs to be designated as
the secretariat responsible for filing operations.
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6. CONCLUSIONS

This dissertation focused on how records shoulthsstt or accumulate once generated by
business activities. The initial literature revieasulted in the assertion that the archival
functions or operations by which records manageasikasts exercise control over the
sedimentation process are classification, filingl amrangement. These three activities
provide the formal rules and methods for establishing relationships between records and
their business context. These relationships determiie archival structure through logical
records groupings or aggregations. The tool trawifily used to define the structural
relations between records is the records classditascheme, which usually proposes
hierarchies and associative or sequential intemtigreces between records aggregations.

Further literature analysis aimed at examining thkements, structure and
methodology for constructing classification schenie®rder to give answer to one of the
major questions addressed by this work: What isthe of knowledge with respect to the
elaboration of records classification schemes? ¢Que 1). Starting by analyzing the
elements that compose a classification scheme faostructural (classes, files) and
conceptual (competence, function, activity/proceastion/transaction) perspective, it
emerged that the relationship between function @mpetence (functional and organic
aspects) is still not clearly addressed in reca@ssification schemes. Most of the
literature analyzed recommends the use of fundimsed classification schemes, even so
there are authors who believe that competence dhmmuktonsidered a classification level,
as the presence of organic elements is neededKkordiality (an office task) with the
abstract components of functional schemes. In ipgcdunctional schemes tend to move
the organic element to lower levels (file/sub-fivel), as offices need to keep (and
classify) records that are not directly linked heit main areas of activity. Thus, they use
headings predominantly assigned to other officescteating their own file (which is
identified by the office name) under those headidgsther challenging topic, linked to
the previous one, is establishing the relationdbgpween activity/transaction (abstract
concept) and records series (which concretely semtethe records produced in relation to
the activities). Again, the abstract and concréteedsion of records classification presents
operative difficulties that are not sufficientlycagnized in the literature and would need
further study.

This dissertation also examined the analytical @secthat needs to be followed to
identify, define and name functions, activities records categories when designing a

records classification scheme (Sub-question 1)mFeo theoretical point of view, the
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elaboration of functional-based classification sshs should be based on functional and
sequential analysis of the work processes/activitiat generate records. The use of both
analyses is needed as they are complementary i@adlyethods for identifying the
classification scheme elements, which are basidaihctions, activities/processes and
transactions. As ISO/TR 26122:2008 stdtefinctional or top-down analysis examines
the organization’s functions; identifies the adtes, programmes or projects performed to
achieve those functions; and descends to the thosa which constitute each activity.
The sequential or bottom-up approach mainly focusesidentifying the sequence of
transactions that make up each process. It worksa amaller scale than functional
analysis, i.e., at the transactional level. Theefdhe analysis of work processes for
records management allows the identification ofcfioms, activities and individual
transactions within an organization and defines ribey relate to one another. This
architecture or structure is fundamental to givatert to records, as it connects records
aggregations to the goals and objectives of tharorgtion (operational and administrative
functions), to the processes and transactions tchwihey relate, and to the people (or
office(s), organizations, if more than one) invalweith their performance.

From a practical point of view, the analysis of Wwa@rocesses is complex and
requires high level expertise, particularly the diwement of administrative
managers/process analysts working jointly with sists. As this collaboration is rare, the
work process analysis for records is not applied satisfactory way. There is then a gap
between theory and practice that is filled by rdsananagers/archivists through the use of
the same methodology adopted for historical recondien the classification structure of
an existing fonds is built up. This starts by amadyg the existing records series, which are
later grouped and linked to their related actigitihich in turn are the result of functions.

How the relations between records and their congdxhformation materialize in a
structural model relates to Sub-question 2: Is exanchical structure still necessary to
classify and file records? Relationships estabtishetween functions, activities and
transactions have been generally developed thrbiggarchical part-whole structures, as
they reflect the way in which the organization’sring processes were performed.
Institutions in public administrations (or other veonments) were and still are
characterized by a hierarchical corporate cultmt@ch depends upon structure, rules and
top-down control to guide business practices artovzies. This hierarchical decision-

¥9nternational Organization for Standardizatit®Q/TR 26122:2008(E): Information and Documentation
Work Process Analysis for Recor@eneva, 2008, p. 3-5.
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making system is reflected on the relationshipaldisthed between the records generated
by business processes. Thus, the functional asatysicomes are represented through
hierarchical relationships between functions arelrtbonstitutive activities/processes and
transactions. By contrast, the relationships anfangtions, or among activities/processes,
or among transactions, have an associative, naarblgcal, nature, as they relate to each
other at the same level of the hierarchy. In theesavay, associative relationships are
established among files, and also among recordaddiition, relationships of equivalence
can also be created between records.

As traditionally understood, classification is sagpd by a logical and hierarchical
architecture of generally exclusive categoriesesgented only once. In this architecture, as
already said, records are aggregated into fildevihg internal non-hierarchical relations.
Generally, each file is linked to a specific opemator transaction within a specific
activity/process, which in turn is a constitutivarpof a function. In any case, there may be
instances in which this unidirectional and logitlalv acquires broader perspectives. An
activity/process may be developed across more @hanfunction, or may be linked to, or
be dependent on, other processes and systemsdiitbadmore than one division of an
organization may be responsible for a function rmug of processes within the function.
These variations may determine that one file caads®ciated to more than one series, or
one series can be associated to different acsyitiections (as there may be more than one
classification criterion. For example, the presgote given at a corporate meeting may be
classified under the activity file created for timeeting, or under the function responsible
for producing or managing corporate presentations).

More recent IT systems applied to records (and)daanagement have addressed
the issue of multi-criteria relationships amongores and their aggregations. They
propose poly-hierarchical, faceted or network dtres, based on metadata attributes that
connect records with information describing thegation and use. These systems employ
tools, such as thesauri of functions, agents, dsctypes, and series, or other types of
rules, for establishing relationships. Practicalthese solutions split the functional
sequence of working processes that determine tassitication elements (functions,
activities/processes, transactions or series) aswl them separately as categorization
metadata. Multiple links may be created betweerordsc aggregations, which can be
grouped following different categorization criteria this way, the relationships between
functions, processes and transactions do not folebwpre-established logical and

hierarchical sequence, but are defined randomlyubgrs. The application of these
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solutions may vary, but generally they tend to @dkatter structures that do not clearly
provide a comprehensive overview of the workingcpsses, that is, the sequences of
transactions required to produce an outcome thampbes with an organization’s
governing rules. They tend to enrich the accesstpoo records, simplifying the structure
behind them. The issue is that the creation ofta@ay relationships with a non-rule-driven
control may produce incomprehensibéggregations in which the record-originating
activity and the sequence of production are diffita identify, as records generated by
different processes or activities may be mixechagearch result. Such indiscriminate and
unlimited growth of relations only leads to systeamplexity and fails in supporting the
evidential value of records. Retrieval becomes oosssful and unfruitful for users,
mainly because the volume of documentary produdsonigh. Generally, these systems
are folder-less, that is, records (and their agajiegs) are not filed into file folders, but are
linked to metadata categories.

In traditional paper environments (which mostly usierarchical classification
schemes), multiple records associations are oltalmeugh duplication or production of
records copies. The same record is classified aktigres according to the multiplicity of
functions to which it refers. In electronic recomsnagement systems using hierarchical
schemes constituted of folders, there is no neatlpdicate records, as only information
on the connections between the same record amdpiss is duplicated. The same occurs
when multiple relations are established betweerordsc aggregations. The archival
discipline states that the unchecked proliferatioin relationships can be counter-
productive, and recommends restraining the mutiion of records copies to avoid the
excessive growth of an already large documentaogumtion. It burdens management
functions and methods of research and should, firerebe kept within the limits that
actually meet the administrative requirements efrétords creatd??

Technological solutions facilitate the increaseasfociations between records. A
record can be associated with one or more files¢lwin turn may be linked to one or
more series, etc. Yet, records relationships shooldbe established randomly. Records
should be part of files and series, which are piggere-)defined and identified to reflect
working processes, and to guide users in their sifiestion tasks.
Relationships/aggregations need to be stable teigecevidence of the records used to

perform a specific process. In synthesis, hieraathielationships are necessary, as are

400 Autorita per I'Informatica nella Pubblica Amminiazione (AIPA) Linee guida alla realizzazione dei
sistemi di protocollo informatico e gestione das8i documentali nelle pubbliche amministraziornt I C
2), 2000, p. 83.
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associative relations. An archival system incluldeth, hierarchies in which records series
are part of processes and functions, and assaeiagiationships in which the semantic
connections between archival units and recordseseare enriched, increasing the
perspectives and avenues of access. Records idassif schemes, in which hierarchies
and associative relations can be (pre-)establishexifundamental to effectively manage
digital records, and constitute organized archives.

Most electronic records management systems havedhsification scheme as a key
component of their applications. Much of the I'Etdture, however, advocates for a folder-
less structure in which metadata (and search)ad tes‘classify’ records (this is a distorted
and misinterpreted use of the concept of classifina often present in IT writings). At
present, records management systems may combin@pptoaches. They may offer auto-
filing possibilities, that is, they allow filing cerds to target file folders within the
classification scheme through metadata. For exantple hybrid system permits auto-
filing configurations which may include several gaeters, such as: 1) path of the root
folder where records are to be auto-filed, 2) diktrecords types to which the auto-file
configuration applies, 3) list of metadata promrtthat determines the folder path to
which records will be auto-filed, etc. If, for imsice, it is decided that records are filed by
two metadata fields, “Project Name” and “Documenfpd,” these two properties are
configured in such a way that new records are aatioally filed into the correct folder:
“/{Root Path}/{Project Name}/{Document Type}**

Classification may also be automated in recordsagament systems through other
means, for example, the automation of workflows ahhintegrate the management of
records with the work tasks. The automation of iess processes in whole or in part is
accomplished by the design of templates and/ordatanroutes for tasks (records are
passed from one user to another for action, acegrti a set of procedural rules, which
include auto-filing). According to Hart, automatetassification involves automatically
extracting index, category, and transfer data, dhasepredefined criteria or a self-learning
machine process at the time records are capturedtive system. She believes that
automated classification is in “its early staged aray have great potential; however, this
is yet unproven. This approach may reduce recoilisg fefforts but requires a
significantly greater information technology infrasture than standard classification

system (replacing those long-lost file clerks vétlstems staff)?

“1Technology Services Grouputo-filing Content in Alfrescc014.
4%2gysan HartEntry: Records Classificatigrin Encyclopedia of Archival Scienceit., 2015, p. 332.
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Classification, whether automated or not, needaous, tools and procedural rules
to be effective. Regretfully, the archival disa@ihas dedicated little effort to investigate
classification. Throughout the 20th century, arehitheory and research concentrated on
historical archives and archival description. Wtle arrival of digital technology, more
attention was given to records management, but feeriocus was redirected to digital
preservation. Basic and fundamental activities doganizing current records, such as
classification and filing, were set aside, overwhgdl by newer and more pressing topics.

This explains, in part, the scarcity of classificatand filing procedures available to
users, which leads to Question 2 of this reseastan outcome of this literature review, it
can be said that current records management mapaglsnore attention to registration,
retention or disposal, than to classification. Tdst chapter of this research is dedicated to
the analysis of existing operational guidelines fecords sedimentation, taking into
consideration hybrid environments in which the dsxce of analogue and digital
records pose challenges and issues concerningriteggrated management.

This study has also revealed some other importapeas to be taken into
consideration when classification is addressedh sag 1) the need for dedicated and
specific staff within offices to undertake classdfiion and filing operations in order to
provide continuity and consistency to these tasks, @dministrative assistants who may
also have a recordkeeping role; contact personskaydusers who have undertaken
specific training in classification, etc.); andtBg need for continuous and constant follow-
up and staff training (to be developed throughrats, training on the job, and written
guidelines) to guarantee the sustainability of résananagement projects, particularly of
classification tasks.

Finally, it is worthwhile to remark on the need foture research on classification
and filing practices, based on real-world situagiom which multidisciplinary working
teams of archivists, administrative managers, E®@nalysts, and related professionals,
have the capacity to further develop common priesipand methods for constructing
classification systems. Empirical research sholdd ae applied to records management
performances to inform the elaboration of more itketaand accurate guidelines for
classification and filing, as basic questions, sashwhat should be classified, how and

where, by whom and when, need to be clarified tosus
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