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Standarder får världen att fungera
SIS (Swedish Standards Institute) är en fristående ideell förening med medlemmar från både privat och offentlig
sektor. Vi är en del av det europeiska och globala nätverk som utarbetar internationella standarder. Standarder är
dokumenterad kunskap utvecklad av framstående aktörer inom industri, näringsliv och samhälle och befrämjar
handel över gränser, bidrar till att processer och produkter blir säkrare samt effektiviserar din verksamhet.
Delta och påverka
Som medlem i SIS har du möjlighet att påverka framtida standarder inom ditt område
på nationell, europeisk och global nivå. Du får samtidigt tillgång till tidig information om
utvecklingen inom din bransch.
Ta del av det färdiga arbetet
Vi erbjuder våra kunder allt som rör standarder och deras tillämpning. Hos oss kan du köpa
alla publikationer du behöver – allt från enskilda standarder, tekniska rapporter och standardpaket till handböcker och onlinetjänster. Genom vår webbtjänst e-nav får du tillgång till
ett lättnavigerat bibliotek där alla standarder som är aktuella för ditt företag finns tillgängliga.
Standarder och handböcker är källor till kunskap. Vi säljer dem.
Utveckla din kompetens och lyckas bättre i ditt arbete
Hos SIS kan du gå öppna eller företagsinterna utbildningar kring innehåll och tillämpning
av standarder. Genom vår närhet till den internationella utvecklingen och ISO får du rätt
kunskap i rätt tid, direkt från källan. Med vår kunskap om standarders möjligheter hjälper
vi våra kunder att skapa verklig nytta och lönsamhet i sina verksamheter.
Vill du veta mer om SIS eller hur standarder kan effektivisera din verksamhet är
du välkommen in på www.sis.se eller ta kontakt med oss på tel 08-555 523 00.

Standards make the world go round
SIS (Swedish Standards Institute) is an independent non-profit organisation with members from both the private
and public sectors. We are part of the European and global network that draws up international standards. Standards
consist of documented knowledge developed by prominent actors within the industry, business world and society.
They promote cross-border trade, they help to make processes and products safer and they streamline your
organisation.
Take part and have influence
As a member of SIS you will have the possibility to participate in standardization activities
on national, European and global level. The membership in SIS will give you the opportunity
to influence future standards and gain access to early stage information about developments
within your field.
Get to know the finished work
We offer our customers everything in connection with standards and their application. You
can purchase all the publications you need from us - everything from individual standards,
technical reports and standard packages through to manuals and online services. Our web
service e-nav gives you access to an easy-to-navigate library where all standards that are
relevant to your company are available. Standards and manuals are sources of knowledge.
We sell them.
Increase understanding and improve perception
With SIS you can undergo either shared or in-house training in the content and application
of standards. Thanks to our proximity to international development and ISO you receive
the right knowledge at the right time, direct from the source. With our knowledge about the
potential of standards, we assist our customers in creating tangible benefit and profitability
in their organisations.
If you want to know more about SIS, or how standards can streamline your
organisation, please visit www.sis.se or contact us on phone +46 (0)8-555 523 00
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Foreword
ISO (the International Organization for Standardization) is a worldwide federation of national standards bodies
(ISO member bodies). The work of preparing International Standards is normally carried out through ISO
technical committees. Each member body interested in a subject for which a technical committee has been
established has the right to be represented on that committee. International organizations, governmental and
non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely with the
International Electrotechnical Commission (IEC) on all matters of electrotechnical standardization.
International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 2.
The main task of technical committees is to prepare International Standards. Draft International Standards
adopted by the technical committees are circulated to the member bodies for voting. Publication as an
International Standard requires approval by at least 75 % of the member bodies casting a vote.
In exceptional circumstances, when a technical committee has collected data of a different kind from that
which is normally published as an International Standard (“state of the art”, for example), it may decide by a
simple majority vote of its participating members to publish a Technical Report. A Technical Report is entirely
informative in nature and does not have to be reviewed until the data it provides are considered to be no
longer valid or useful.
Attention is drawn to the possibility that some of the elements of this document may be the subject of patent
rights. ISO shall not be held responsible for identifying any or all such patent rights.
ISO/TR 23081-3 was prepared by Technical Committee ISO/TC 46, Information and documentation,
Subcommittee SC 11, Archives/records management.
ISO/TR 23081 consists of the following parts, under the general title Information and documentation —
Managing metadata for records:
 Part 1: Principles
 Part 2: Conceptual and implementation issues
 Part 3: Self-assessment method

iv
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Introduction
This Technical Report provides records professionals and IT professionals with a self-assessment method to
evaluate the current state of records metadata capture and management in or across their organization, and
provides direction on how to improve on the current state. The self-assessment method aligns with
ISO 23081-1 and ISO 23081-2. A software tool (spreadsheet) that supports the self-assessment method is
annexed to this Technical Report.
Metadata management is an inextricable part of records management, serving a variety of functions and
purposes. In a records management context, metadata are defined as data describing the context, content
and structure of records and their management through time (see ISO 15489-1:2001, 3.12). As such,
metadata are structured or semi-structured information, enabling the creation, registration, classification,
access, preservation and disposition of records through time and within and across domains. Each of these
domains represents an area of intellectual discourse and of social and/or organizational activity with a
distinctive or limited group of people who share certain values and knowledge. Records management
metadata can be used to identify, authenticate and contextualize records and the people, processes and
systems that create, manage, maintain and use them and the policies that govern them.
NOTE

The paragraph above is adapted from ISO 23081-1:2006, Clause 4.

All organizations, regardless of their size or the nature of their business, exist and act to achieve certain goals
and objectives. Every organization generates records from its business processes. These records constitute
evidence of the organization's goals and objectives, of its decisions and of its transactions. For a full
understanding of these business records, contextual and management metadata are needed. This
understanding facilitates several key functions, including the identification, management, access, use, and
preservation of records as an asset of the organization.
To realize its own specific goals and objectives, each organization determines and applies appropriate
metadata creation which supports the ongoing business and records management processes of the
organization.
This Technical Report is intended for:
 records professionals (or persons within an organization assigned to managing records) responsible for
creating and managing records (and their metadata) in either a business system or dedicated records
application software;
 system or business analysts responsible for designing business and records systems that will create,
manage, store, and preserve records and their metadata;
 auditors responsible for ensuring compliance with regulatory policies and procedures;
 risk managers responsible for managing risks associated with business operations.
For the purposes of this Technical Report, metadata self-assessment involves:
a)

defining and communicating a policy and objectives for records management;

b)

determining strategies necessary to achieve the records management objectives;

c)

establishing processes and practices necessary to achieve the records management objectives;

d)

determining and providing the resources necessary to achieve the records management objectives;

v
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e)

designing and implementing records processes and systems;

f)

establishing and applying methods to measure the effectiveness and efficiency of processes and
systems;

g)

determining means of preventing nonconformities and eliminating their causes; and

h)

establishing and applying a process for continual improvement of the records management system.
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Information and documentation — Managing metadata for
records —
Part 3:
Self-assessment method

1

Scope

This Technical Report provides guidance on conducting a self-assessment on records metadata in relation to
the creation, capture and control of records.
The self-assessment helps to:
a)

identify the current state of metadata capture and management in or across organizations;

b)

identify priorities of what to work on and when;

c)

identify key requirements from ISO 23081-1:2006 and ISO 23081-2:2009;

d)

evaluate progress in the development of a metadata framework for the implementation of specific
systems and projects;

e)

evaluate system and project readiness (move to the next phase in a system or project) when including
records metadata functionality in a system. A records metadata readiness evaluation is provided for key
steps from project inception through to the implementation/maintenance phase.

2

Normative references

The following referenced documents are indispensable for the application of this document. For dated
references, only the edition cited applies. For undated references, the latest edition of the referenced
document (including any amendments) applies.
ISO 15489-1:2001, Information and documentation — Records management — Part 1: General
ISO 23081-1:2006, Information and documentation — Records management processes — Metadata for
records — Part 1: Principles
ISO 23081-2:2009, Information and documentation — Managing metadata for records — Part 2: Conceptual
and implementation issues
ISO/IEC 11179-1, Information technology — Metadata registries (MDR) — Part 1: Framework

3

Terms and definitions

For the purpose of this document, the terms and definitions given in ISO 15489-1, ISO 23081-1, ISO 23081-2
and ISO/IEC 11179-1 apply.

1

This preview is downloaded from www.sis.se. Buy the entire standard via https://www.sis.se/std-82575
SIS-ISO/TR
23081-3:2011 (E)

4

Components of the metadata self-assessment method

4.1

Introduction

This metadata self-assessment method is designed to identify an organization's current state of records
metadata readiness, the risks associated with the current state and to give direction on how to improve the
organization's readiness. This metadata self-assessment method is not exhaustive.
The self-assessment method takes into account two levels:
 the metadata framework level, and
 the systems level.
Before conducting a metadata self-assessment, it is essential to have identified the organization's metadata
policies and rules, metadata structures, roles and responsibilities assigned, and existing metadata schemas.
The metadata self-assessment method includes the spreadsheet ISO 23081-3 metadata of self-assessment
method spreadsheet, which contains the following components:
a)

how to use this checklist (spreadsheet Annex 1);

b)

self-assessment checklists (spreadsheet Annex 2):
1)

criteria for the establishment of a metadata framework,

2)

criteria for monitoring the design and implementation of metadata into systems;

c)

framework readiness report (spreadsheet Annex 3) assessing readiness based on responses to
framework criteria;

d)

system readiness report (spreadsheet Annex 4) assessing readiness based on responses to framework
criteria and system-specific criteria.

4.2
4.2.1

Self-assessment checklists
Metadata framework criteria

The set of metadata framework criteria is used to rate how well an organization has established a framework
to meet key recordkeeping metadata criteria. The framework components include a metadata strategy,
policies and rules, identification of (existing) metadata repositories, metadata structures including schemas
and encoding schemes, and system design principles for metadata. There are nine main criteria which are
independent of specific systems that create or maintain metadata, and map to specific references in
ISO 23081-1 and ISO 23081-2.

2
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An example of a framework criterion on strategy is shown in Table 1.
Table 1 — Example of metadata framework criterion
Req Grouping Criterion title
ID
F1

Strategy

Reference

Metadata
ISO 23081-2:2009,
implementation
4.2.4 Risk
strategy
management

Quotes from
ISO 23081-1 and ISO 23081-2

Current state
scoring criteria

ISO 23081-2

0

Don't have this

4.2.4 Risk management
Metadata implementation
strategy

1

Metadata implementation
strategy drafted, including
identified risks, degree of
risk and the strategy
covers 4.2.4 a) to c)

2

Strategy approved at
appropriate organization
level

3

Strategy fully deployed in
business system
implementations, and
subject to regular review

The organization's metadata
implementation strategy should
identify the risks that exist,
consider the degree of risk
entailed, and ensure that the
implementation strategy
a) provides access to critical
business systems over time,
b) satisfies legal requirements
for authenticity and
reliability, and
c) is sustainable from a
resource perspective over
time.

4.2.2

System-specific criteria

The set of 20 criteria for systems and system-related projects includes criteria regarding:
a)

implementation of metadata elements into systems,

b)

event history, and

c)

the management of metadata processes.

For each of the criteria one can indicate the current state and the coverage. The current state can be indicated
in four stages, ranging from “nothing is in place” to “fully implemented”.
The coverage can be defined similarly in four stages, ranging from “none” to “all of the organization”.
Based on the values per criterion entered for both the current stage and the coverage, a score can be
calculated which provides the current metadata readiness state of an organization. The scores are presented
in the framework readiness report and the system readiness report.

3

