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Question 1 

 

1.1 Define record management policy. 

 A record management policy is an essential tool for supporting good corporate 

governance and demonstrates an organisation’s commitment to effective record 

management practices. 

1.2 Explain the importance of developing an electronic record management 

policy (5). 

 It provide clear guidelines on what records are and why they need to be managed 

effectively. 

 It explain how good record management will serve the needs of the organisation. 

 It sets out general principles and policies relevant to the organisation on specific 

aspects of record management 

 It also form the basis for implementing new record management programmes after 

setting out general principles and policies. 

 It identifies statutory or other legal foundations for organisations record keeping. 

 Any other 

 

Question 2 

2.1 Explain the purpose of a record management policy. Describe the key 

components of such a policy (15) 

 PURPOSES 

 It provides for the requirements that must be met for the records of the organisation to 

be considered as authentic and reliable records of the activity of the organisations. 

 It provides for the requirements for systems, technology and processes that create, 

capture, use and preserve the organisation’s records. 

 It provides for the requirements for quality and reliability that must be maintained in 

the record-keeping process in order to ensure records are retained as valuable 

information and knowledge resources for the organisation. 

 It provides for the regular review of the policy and ongoing oversight of the quality of 

implementations. 

 Any other. 

 

 KEY COMPENENTS 

 Glossary                                                              

 Resources 

 Authorisation 
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 Monitor and review 

 Responsibilities 

 Legislation and standards 

 Policy context 

 Policy statement 

2.2 Explain three reasons an organisation should establish a formal record 

related policy statement and name at least three associated policies that 

should be developed to support records policies (10). 

 This policy ensures that the right information is captured, stored, retrieved and 

destroyed. 

 It also ensures that the appropriate technical, organisational and human resources 

elements exist to achieve the desired results. 

 It ensures that the organisation preserve its records in accordance with all statutory 

requirements to maintain an authentic and reliable record of its actions, transactions 

and decisions. 

 It ensures that all staff involved in managing records will receive the necessary 

training. 

 

 Three associated policies 

 Best practice principles for organisations 

 Data protection legislation 

 Access to information legislation 

 Information security 

 The organisation’s e-government strategy 

 Archives management policies 

 The management and implementation of technology. 

 Any other 

 

Question 3 

 

3.1 Discuss the challenges which records managers and archivists have to 

content with when dealing with electronic record (10) 

 Electronic records are technology dependent they can only be read with a computer 

and it is not possible to hold a computer disk up to the light and read, than as one can 

read a paper document. 

 If software for retrieval and appropriate hardware are lacking, it gives records and 

archivists stress/challenges because electronic records cannot be accessed and 

retrieved even if the medium on which they are recorded is preserved. 

 The other major challenge of electronic record is technology obsolescence 
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 The separation of materials between what must be stored and what may be disposed 

of is more complex with electronic records than with paper-based records. 

 Electronic records are extremely vulnerable to loss or alteration through human error 

or acts of nature. 

 Electronic records are vulnerable to computer viruses and other criminal intervention. 

 Security and privacy are other dilemmas raised by electronic records. 

 The costs of hardware and software can be every high 

 Lack of skills and training of record managers and archivists in information 

technology. 

 Electronic mail adds to the problem of preserving computerised information 

 Any other  

Question 4 

4.1 Discuss the opportunities created by electronic records (10) 

 It is faster to have access to the information than traditional eye-on-paper scrolling 

through a hard-copy finding aid. 

 Reduced time of retrieval. 

  The use of information technologies improves information handling and allows for 

the speedy retrieval of records and information through electronic research facilities. 

 Enabling auditing, well-designed records and document management systems also 

allow an organisation to regulate and oversee actions and decisions. 

 The development of information technologies also usually involves the development 

of records management legislation and regulation, which are designed to control the 

process of creating, maintaining and using records. 

 The professional image of an organisation can be enhanced by improved information 

flow, and the organisation may be able to take on more complex work because it is 

more efficient and cost-effective. 

 Computers can improve communications, reduce the loss of essential information, 

speed up the completion of projects and increase public awareness of the organisation. 

 The use of technologies also exposes organisations to communicate outside of their 

normal client base, locally, regionally and internationally. 

 Information technology enhanced flexibility in the creation, storage, use and 

management of information and records. 

 Electronic records can be stored remotely or on CDs or tapes, allowing people to 

share records and use their information resources more dynamically. 

 People have more access to up-to-date information. 

 Staff resources are managed more effectively. 

 The use of new technologies, organisations are able to economise in terms of storage 

space, as computer system can store large volumes of data and records in small 

physical space 

 Any other 
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Question 5 

 

5.1 Identify four piece of legislation which has impact on electronic records 

(4). 

 National Archives and Record Service of South Africa Act 43 of 1996 

 Electronic Communications and Transactions Act 25 of 2002 

 Promotion of Access to Information Act 2 of 2000 

 Constitution of the Republic of South Africa, 1996 

5.2 Discuss four piece of legislation which has impact on electronic records 

(20) 

 National Archives and Record Service of South Africa Act 43 of 1996 

 This Act provides the legislative and legal framework according to which NARS 

regulates the records management practices of all government bodies. 

 The objectives of the Act is to ensure proper management and care of all records in 

the custody of government bodies. 

 It aims at promoting good governance and efficiency by ensuring sound records 

management. 

 It aims at securing the permanent preservation of records of long-term value for 

government and society at large as an important part of the nation’s archival heritage. 

 In terms of section 13 of the National Archives and Record Service of South Africa 

Act, the National Archivist determines classification systems to be applied by 

government bodies. 

 

 Electronic Communications and Transactions Act 25 of 2002 

 This Act was passed to provide for the facilitation and regulation of electronic 

communication and transactions. 

 The objectives of the Act is to promote the understanding and acceptance of, and 

growth in, the number of electronic transactions 

 To promote legal certainty and confidence in respect of electronic communications 

and transactions 

 

 Promotion of Access to Information Act 2 of 200 

 This Act gives effect to the right provided in the Constitution of access to any 

information by the state and any information that is held by another person and that is 

required for the exercising or protection of any rights. 

 The purpose of this Act is to promote transparency, accountability and good 

governance by empowering and educating the public to understand and exercise their 

rights. 

 

 Constitution of the Republic of South Africa, 1996 
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 The statutory and regulatory framework in which proper records management is 

founded is in line with the constitution of the republic of south Africa 195(1) outlines 

the basic values. 

 

Question 6 

6.1 Describe the steps to be followed when appraising electronic records 

(10) 

 Conducting research 

 Appraisal decision must be based on solid information and research 

 Conduct a record survey and audit 

 To gather and analyse as much information as possible about records 

 

 Determining value 

 The appraisal team uses the information and research gathered to determine the value 

of the records throughout the life cycle, to determine how long records should be 

retained. 

 

 Making an appraisal decision 

 On this step a decision needs to be made either to preserve the records or destroy 

them. 

 If the records are no longer found to be enduring, they will be destroyed 

 If the records are found to be enduring value, if it is reasonable to assume that they are 

authentic  and if long-term preservation is feasible, the records will be preserved 

 If the records are found to have enduring value, but there is some question of whether 

or not they are authentic. 

 

 Implementing the decision 

 Implementation involves two actions: destroying unwanted records and preserving 

valuable records. 

 Records with no long-term may be destroyed at end of their life. 

 For electronic records, destruction can be more complex. 

 Records with long term value will be transferred to the chosen archival facility. 

 

 Monitoring appraisal decision 

 Unexpected changes in business processes can affect how electronic records are used. 

 Minor changes in the software and hardware environment made after the system has 

been implemented may affect authenticity. 

 Major changes to the software and hardware environment may place records at risk of 

loss. 
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Question 7 

7.1 What steps are involved in planning an electronic records management 

project? (5) 

 Establish a record management team to develop and implement a strategic plan for the 

project and to provide a governance structure. 

 Conduct an organization-wide inventory of the records in your office. 

 Establish your organization’s records management policies and procedures 

 Develop a records retention programme 

 Implement a records management training programme 

 Any other 

7.2 What are the benefits of setting records retention periods? (5) 

 Better manage records that still have business value 

 Capture records of archival or historical value 

 Clear records backlogs 

 Reduce costs by clearing unneeded records from storage 

 Comply with archival legislation, for example Financial Intelligence Centre Act, 

 

Question 8 

 

8.1 What are factors involved in setting retention period of a record (5). 

 Operational business needs associated with delivering programmes, providing 

services or completing transactions 

 Legal requirements and considerations to comply with laws 

 Documentation requirements to afford protection in the event of litigation 

 Financial or audit requirements 

8.2 Mention three types of disposal authorities issued by the National 

Archivist (3) 

 Standing disposal authority 

 Limited disposal authority 

 General disposal authority 

8.3 Describe three types of disposal author (6) 

 Standing disposal authority is issued for current records in government bodies. 

 Limited disposal authority is issued for a particular public department for records 

inherited from the previous dispensation. 

 General disposal authority is issued for records that are common in public sector, for 

example tender documentation, financial records. 
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Question 9 

9.1 Name three steps to applying a disposal authority (3) 

 Gaining control of records 

 Applying for a disposal 

 Clearing of records 

9.2 Describe disposal symbols used by NARS (8) 

 A20- Transfer to archives repository 20 years after the end of the year in which the 

records were created. 

 D- Destroy 

 D7- Destroy seven years after closure 

 AP- Can remain in the custody of the body indefinitely, when disposal does take 

place. 

 DAU- Destroy immediately after auditing is completed. 

 DAU30- Destroy three years after auditing is completed 

 DAU- Destroy seven years after auditing is completed. 

 

Question 10 

10.1 Which representatives of an organisation should participate in the 

appraisal of records? (5) 

 The record creator 

 The information technology specialist  

 The record manager 

 Archivists 

 Auditors 

10.2 Which representatives of an organisation should participate in the 

appraisal of records and what are their different roles? (10) 

 The record creator brings knowledge of the day-to-day use of records and their 

importance to the organisation’s business. 

 The information technology specialist can advise on changes to electronic systems 

and best practices in IT operations. 

 The record manager supports the ongoing evidential and informational needs of the 

organisations and can balance the user’s needs for records against the resources 

available in order to make solid judgements about records retention. 

 Archivists have the long-term management of the records in mind and are responsible 

for ensuring that authentic and reliable records remain accessible over the long term. 

 Auditors and other experts can also contribute important insights during the process of 

appraisal. 
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Question 11 

11.1 List destruction methods for electronic media (3) 

 Demagnesation 

 Shredding/cutting/breaking the medium 

 Digital shredding 

11.2 List destruction methods used for final destruction of physical 

documents (50 

 In house shredding 

 Commercial shredding 

 Incineration 

 Burial at landfill 

 Recycling without shredding 

11.3. Define appraisal? (3) 

 Is a process of determining the records by deciding which records should or should 

not be preserved? 

Question 12 

12.1 What is an EDRMS? (10) 

 Is a software application that is used to manage digital information, the software 

provides a framework for the capture, maintenance and accessibility of records over 

time. 

 EDRMS are specifically designed to manage the integrity of and provide desktop 

access to information using existing office applications such as email, collaborative 

work systems and other applications already installed. 

12.2 Explain the steps involved in the process of configuring a new EDRMS 

system? (5) 

 Project charter creation and team formation 

 Requirements needs analysis 

 System selection 

 User training 

 Post-implementation 
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Question 13 

13.1 Define an RFI and RFP and explain the difference between them (5) 

 Request or Information (RFI) 

 An RFI is generally used when the solution to a business problem is not immediately 

evident or clearly defined. The RFI is used to gather information, not to make a 

selection. 

 

 Request for Proposal (RFP) 

 An RFP is used when the customer understands the business problem and what’s 

needed to solve it, including specifications and procedures. 

13.2 Explain Record management applications (5). 

 Are considered to be software used by an organisation to manage its records. The 

RMA’s primary management functions are categorizing and locating records and 

identifying records that are due for disposition. RMA software also locates, retrieves, 

and disposes of electronic records that are stored in a repository through integration 

with relevant core EDMS functions. Any RMA must have at least one core EDMS 

component. Without at least one core component the RMA would only be able to 

manage the policies and not the electronic records. It should be noted that RMA 

functionality is a critical piece of an overall record and/ or document management 

strategy for any organisation 

13.3 Explain Electronic Record Management (5) 

 Is using automated techniques to manage records regardless of format. Electronic 

record management is the broadest term that refers to electronically managing records 

on varied formats, be they electronic records, paper, microform, etc. Electronic 

recordkeeping is a subset of ERM, because ERK focuses on electronically managing 

electronic records. Electronic record management ensures your organisation has the 

records it needs when they are needed. 

13.4 Explain Version control (5) 

 Is a system that records changes a file or set of files over time so that you can recall 

specific versions later.  Everyone in your organisation can accesses the most recent 

version of a file with the ability to see previous version. The appropriate way to do 

version control is to keep draft versions of documents on the user’s desktops or in the 

document management system and only to file final versions into the records 

repository. Editing of final versions should not be allowed. However, where it is 

appropriate to retain various versions of a record as it passes through draft to 

finalisation, creating new and related versions of a record should be possible by 

making and editing copies of final version and saving them as new records. 
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Question 14 

14.1 Explain Document classification (5) 

 Is a worthwhile tool that can reduce the cost and time of searching and retrieving the 

information that matters. It plays an important role in variety of applications for 

effectively managing text and large volumes of unstructured information. It has two 

different methods, manual and automatic classification. In manual document 

classification, users interpret the meaning of text, identify the relationship between 

concepts and categorize documents. While this gives user’s more control over 

classification, manual classification is both expensive and time consuming. 

14.2 Explain Electronic record migration (5) 

 Is the process of translating data or digital objects from one computer format to 

another in order to ensure that users can access the data or digital objects using new or 

changed computing technologies. During migration, the bits of fata may change, 

which can risk the integrity of the data. Migration pf the information to a new 

standard or application program is ti e-consuming, costly and much more complex 

than simple refreshing. Migration-based preservation strategies are similar 

refreshment, in that both approaches involve converting the digital object, rather than 

technology used to create it, to a form that can be accessed in today’s contemporary 

environment. The concept of converting an object from one format to another is 

widely understood by everyone who uses, for example, word processing software 

such as Microsoft word. 

14.3 Explain Data versus Records (5) 

 Data is information that has been translated into a form that is efficient for movement 

or processing. Relative to today’s computers and transmission media, data is 

information converted into binary digital form. It is acceptable for data to be sued as a 

singular subject or a plural subject. Raw data is a term used to describe data in its 

most basic digital format. Record can be defined as recorded information in any form, 

created or received and maintained by an organisation 

14.4 Explain Metadata management (5) 

 Metadata is information about information, i.e. the description or cataloguing of 

records in order to make their retrieval easier. Preservation of metadata with the 

specific electronic document gives context to the document. Without the necessary 

context attached, the electronic document will not be a record. It is no use to have the 

content but not know where it comes from, who the creator was, when it was created. 

The record management software chosen must prompt the users to preserve the 

metadata with the documents they create. 
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Question 15 

15.1 Explain each of seven steps involved in developing a business case, 

project plan, a risk register, an issues log and reports. (7) 

1 Step 1: conducting a needs assessment  

2 Step 2: examining options for action  

3 Step 3: identifying a preferred solution  

4 Step 4: outlining the benefits  

5  Step 5: examining costs  

6 Step 6: presenting a conclusion  

7 Step 7: including annexes. 

 

 STEP 1: CONDUCTING A NEEDS ASSESSMENT  

 A needs assessment, also called a scoping study, is designed to gather sufficient 

information to enable management to determine whether or not to proceed with 

implementing a new records programme or upgrading an existing one.  

 A needs assessment provides the context of the business case: it explains why it is 

necessary to consider change.  

 A needs assessment allows readers to judge what benefits will result from changing 

existing practices by explaining the strengths and weaknesses of the current structure 

 Interviewing staffs 

 

 STEP 2: EXAMINING OPTIONS FOR ACTION  

 Do nothing the needs assessment should form the basis for any decision about 

whether to change systems or leave the situation as it is.  

 The needs assessment will be based on the facts, but the records professional may 

want to argue some points more forcefully. For instance, even if one of the options for 

action is to do nothing, which can be an appealing option if the organisation has 

limited resources, the records professional needs to emphasise the internal and 

external factors that may be important in forcing change. 

 Adopt an Interim Solution Another option might be to introduce a phased approach to 

change. For example, the organisation could decide to modify the current information 

technology infrastructure in order to implement an electronic document management 

system that manages current records, but it may decide to defer the installation of 

those computer features that address the disposal of records.  

 There may be a sense that time and money can be saved by implementing a partial 

solution and expanding the system later. 

 Adopt an Interim Solution Another option might be to introduce a phased approach to 

change. For example, the organisation could decide to modify the current information 

technology infrastructure in order to implement an electronic document management 

system that manages current records, but it may decide to defer the installation of 

those computer features that address the disposal of records.  

 There may be a sense that time and money can be saved by implementing a partial 

solution and expanding the system later. 
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 Implement a Complete Solution At the other end of the spectrum might be the option 

of creating an elaborate and sophisticated new enterprise-wide electronic information 

management system or completely revised records management programme.  

 It can be useful to explain briefly the issues involved with choosing this more 

advanced solution, even if only to demonstrate that less complex approaches may be 

more appropriate in the short term 

 

  STEP 3: IDENTIFYING A PREFERRED SOLUTION  

 Identifying Programme Requirements Assuming the recommendation for action is to 

implement a new electronic records management programme or expand an existing 

one, the next step in the development of a business case is to identify the 

administrative, technical, financial and other requirements for that new system.  

 The organisation needs to accept the validity of an electronic document as an official 

corporate record.  

 The new programme or systems need to be developed so that they maintain and 

preserve electronic records as reliable and authentic evidence of business actions or 

decisions.  

 The organisation needs to build into any new records management programme a 

classification scheme that organises files and folders into logical groupings 

 The organisation needs to define the metadata to be captured from the records and it 

needs to ensure any systems implemented can capture that metadata adequately.  

 The programme needs to manage the ongoing and systematic retention and disposal of 

records.  

 The programme needs to allow for the efficient and effective location of and retrieval 

of records.   

 The organisation needs to install security and access controls to protect the safety of 

the records and ensure that any requirements to provide public access or protect 

personal privacy are followed.   

  The organisation needs to establish an integrated (records management, information 

technology management and business management) steering or advisory committee or 

other governance structure to provide oversight for the records programme).  

 The organisation should consider the implementation of a vital records and disaster 

preparedness or emergency plan 

 

 STEP 4: OUTLINING THE BENEFITS  

 Step 4 is probably the most important part of developing the business case. Most 

decision makers considering new projects will be balancing benefits against costs.  

 This part of the business case provides an explanation of how the expected benefits 

will outweigh the expected investment and the expected risks.   

 improved staff performance may occur through time saved searching for records • 

 more accurate retrieval of information  

 stricter adherence to access and privacy requirements for information management  

  reduced staff costs for filing and managing paper records  

 Reduced storage costs for keeping records with no continuing value. 
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 Financial benefits are those improvements that can be measured in actual economic 

terms (such as savings in licence fees for superseded computer systems that have been 

replaced) or that can be calculated as monetary value (such as savings in staff time). 

Indeed, the better use of staff time is often a large part of the financial justification for 

developing or improving electronic records management programmes 

 Time saved filing information because it is no longer necessary to print out 

documents, find the correct file, insert the documents in the file and index them.  

 Time saved retrieving information because less time required to search for files, to 

wait for access to files that are being used by somebody else or to photocopy 

documents from files. 

 Essentially, stakeholder benefits are benefits experienced by people, such as: staff 

within the office, senior managers, users of the services of the organisation, subsidiary 

companies, other government departments or the public in general.  

 The greatest beneficiaries of improved records management are usually the employees 

who get to use the new, more effective office systems 

 better quality work resulting in improved morale   

  better access to information, resulting in improved work performance  

  increased opportunities for more flexible work patterns, such as working from home 

or job sharing 

 STEP 5: EXAMINING COSTS  

 By now, the business case will include a description of the context for electronic 

records management, an assessment of the current record keeping situation in the 

organisation and an explanation of the rationale for and nature of electronic records 

management programmes.  

 The case will also include a description of the organisational framework needed to 

undertake the proposed project and the benefits that are likely to be realised from the 

introduction of a new approach.  

 All these factors now need to be brought together and the actual cost of implementing 

the new programme needs to be articulated.   

 Most senior managers will be interested in the ‘bottom line’ costs, and many 

managers base their decision about the viability of the project in large part on the 

economics of the proposal. It hardly needs to be stated that the analysis of the costs of 

the enterprise must be accurate and the rationale for those expenditures clearly 

justifiable.   

 Presenting readers with a mass of figures can confuse them, detracting them from 

focusing on the arguments presented in the business case itself. 

  It is better to provide a broad outline or summary of the costs, with detailed figures 

presented in an annex. Many organisations may have their own template for 

presenting costs in a business case.  

 

 STEP 6: PRESENTING A CONCLUSION  

 It is always useful to have a formal conclusion to the business case.  

 The conclusion brings together key points and, as briefly as possible, summarises the 

main arguments presented in the case.  
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 A sample concluding paragraph might read as follows:  The implementation of an 

electronic records management system offers a significant opportunity for [the 

organisation].  

 As well as modernising the organisation’s approach to the management of 

information generally, the new system will promote the better and easier accessibility 

of information, enabling [the organisation] to undertake its work more efficiently and 

to meet all its legislative and regulatory requirements. 

   Much of the information in the conclusion can also be used as part of an Executive 

Summary 

 

 STEP 7: INCLUDING ANNEXES. 

 As mentioned earlier, people reading business cases – especially senior managers – 

will not want to be confronted with masses of detail. That specific information does 

need to be included in the business case as evidence, however. 

  The best place for such detail is as part of an annex to the report. Annexes provide an 

easy way for the reader to examine details without being forced to wade through vast 

quantities of information before they can see the argument being presented.  

 

 Annexes in a business case might include 

 descriptions of the qualities and functionality of typical ERM software systems 

  detailed technical requirements for new computer applications to support records 

management   

  detailed information about possible benefits or drawbacks  

 additional information about costs  

 summaries of surveys, interview responses or other research data gathered 

Question 16 

61.1 Explain the purpose of each of the following types of project 

documentation: a project initiation document, and what is the purpose of 

business case? 

 A business case outlines all the implications for the organisation if it chooses to 

proceed with any proposed project.  

 The objective of the business case is to obtain organisational commitment for the 

proposal: the business case is an argument for positive action.  

 The commitment must be real and sustained; it is not enough to present a business 

case for a new programme only to have senior management recommend more studies 

or reports. Therefore, the case must be accurate, thorough, detailed and convincing 

 Business cases are highly individualised documents. No one agency can take a 

business case developed by another government or agency and present that to senior 

management and argue that the same conditions apply.  

 The findings of every business case will vary greatly according to the organisational 

context. Still, much can be learned from the experiences of other organisations that 

have gone through the process of developing business cases, especially in order to 

plan and implement electronic records management systems.  
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 It is well worthwhile investigating to see if any case studies are available and whether 

any work undertaken by others might be reused or modified for the organisation’s 

specific purposes.  Business cases need to be presented in a clear and well-structured 

manner, in order to make them easy to understand. 

 Project Initiation Document the key features of the overall project should all be 

described in detail in the project initiation document or PID.  

 This document describes the project, provides any necessary background and defines 

the project’s objectives, scope, deliverables, resources and governance.  

 The PID will also include information about such items as the communication and 

quality plans described above 

Question 17 

17.1 What are functional requirements and why it is important to identify 

them when planning to acquire ERMS system? (3) 

 Functional requirements are the actions a software program will perform in order to 

generate a desired result: they are the inputs and processes that lead to intended 

outputs 

 The underlying task is to identify the controls needed to ensure a software system will 

complete the tasks it is intended to complete.  

 Functional requirements or business rules are not technical specifications. Rather, 

they are designed to help the people developing and implementing computer systems 

to understand what the organisation needs to do in order to ensure the system can 

work effectively. 

  Business rules are essential for defining the parameters of the project, so that anyone 

participating in the project understands what the organisation wants and so that there 

is an objective measure to confirm whether expectations have been met and services 

provided 

 An effective ERMS must be able to capture records created using any of the 

organisation’s business systems and applications, including email, word processing, 

financial management, human resources management and so on.  

 The software must also be able to capture the metadata for those records, as it existed 

at the ‘point of capture,’ so that information about the record’s content, structure and 

content (or provenance) are preserved as it existed at the time the record was in active 

use 

 Records creation includes: capturing the record itself, capturing any metadata 

associated with the record, identifying the record and categorising the record 

according to a classification scheme. 

 Only authorised users should be allowed to create new classifications at the highest 

levels, such as the function and activity levels. Individual users may have the 

permission to create volumes under the lowest record series level. • Capturing 

metadata should be automated whenever possible, so that information is inserted by 

the computer without additional input from records creators. 

 Records maintenance requires that the record in the ERMS should remain accessible 

and usable in its original, authentic form for as long as the organisation requires. 
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  Thus there must be an audit requirement in the ERMS that ensures that all 

information (metadata) about the record – such as when the record was captured, what 

software and operating system were used to create it, where it fits in the classification 

scheme, who has accessed and used the record over time, whether it has been 

transferred from one organisation to another and so on – should be linked to the 

record for as long as it remains in the ERMS 

 Another core function of the ERMS is to manage records according to established 

retention and disposal schedules, for periods ranging from one month to many years, 

and including both indefinite and permanent retention requirements.  

 The ERMS must be able to apply scheduling requirements to any record series, to 

individual records within a series and to records in any medium.  

 Automated functions may include tracking and reporting on retention periods, 

producing notifications about disposal actions required and documenting disposal 

actions taken 

 Records Dissemination the ERMS needs to include functions that control access and 

monitor security, so that records stored in the system remain authentic and reliable. 

Ensuring access and security involves a combination of approaches. One is to 

establish permissions and access rights based upon a user’s role in the organisation 

Question 18 

81.1 Explain the steps involved in the process of configuring a new ERMS 

system. (5) 

 specifying the metadata elements to be used in the software application  

 setting up the records classification structure   

  creating any thesauri or index of standardised terms to be used  

  creating retention and disposal rules and linking those rules to the appropriate folder 

in the classification structure   

 setting up security and permission rules for access to the electronic records  

  entering end user and administrator information (IDs, passwords, rights, roles and so 

on)  

 initiating the process of logging into the system through a ‘single-sign-on’ login 

window   

 Setting up pre-determined workflow processes and alerts. 

18.2 Identify and explain the different types of costs that need to be 

calculated when assessing possible implementation of computerised ERM 

systems. (3) 

 Cost-benefit analysis 

 Recurring Cost 

 Non-recurring cost 

 ERM system will typically involve an analysis of the costs and benefits of alternative 

solutions. 

 A cost benefit analysis can include a statement of the policy rationale or business case 

for undertaking the evaluation of alternative systems. 
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 RECURRING COST 

 RM staff: manage and oversee administration and use of the system. 

 Hardware maintenance 

 NON-RECURRING COST 

 Software conversion 

 Data conversion: records, file plans 

Question 19 

19.1 Why is it necessary to appraise records? Is appraisal more important 

for the management of electronic records than for paper records? Why or 

why not? (5) 

 To determine the value of records 

 To gather information based on the records that have value and those that have served 

their period 

 It ensures that valueless records do not accumulate in registries and office and that of 

long-term value are identified and properly preserved. 

 To analyse records to determine which categories are to be retained and for how long 

and which will be transferred for archival. 

 Appraisal is more important for the management of records because it is less 

expensive than appraising electronic records 

19.2 Define steps involved in appraisal and explain the importance of each 

step (5) 

 CONDUCTING RESEARCH 

 Appraisal decision must be based on solid information and research 

 Conduct a record survey and audit 

 To gather and analyse as much information as possible about records 

 

 DETERMINING VALUE 

 The appraisal team uses the information and research gathered to determine the value 

of the records throughout the life cycle, to determine how long records should be 

retained. 

 

 MAKING AN APPRAISAL DECISION 

 On this step a decision needs to be made either to preserve the records or destroy 

them. 

 If the records are no longer found to be enduring, they will be destroyed 
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 If the records are found to be enduring value, if it is reasonable to assume that they are 

authentic  and if long-term preservation is feasible, the records will be preserved 

 If the records are found to have enduring value, but there is some question of whether 

or not they are authentic. 

 

 IMPLEMENTING THE DECISION 

 Implementation involves two actions: destroying unwanted records and preserving 

valuable records. 

 Records with no long-term may be destroyed at end of their life. 

 For electronic records, destruction can be more complex. 

 Records with long term value will be transferred to the chosen archival facility. 

 

 MONITORING APPRAISAL DECISION 

 Unexpected changes in business processes can affect how electronic records are used. 

 Minor changes in the software and hardware environment made after the system has 

been implemented may affect authenticity. 

 Major changes to the software and hardware environment may place records at risk of 

loss. 

Question 20 

 

20.1 Explain what is regarded as the attributes, characteristics and 

metadata that are associated with records. (15) 

 ATTRIBUTES 

 Content- is the information contained in the record- the reason that record exists, that 

is what the record says 

 Structure relates to both the appearance and arrangement of the content and the 

physical or, more appropriately, logical relationship of the record to other related 

records in the system, (e.g. where a document is found in a file folder or in a bound 

journal), that is what record looks like, for example letter, submission or minutes 

 Context is the background information that helps explain the meaning of the 

document, that is, it indicates the who, what, where, how aspects associated with the 

record’s creation. One piece of information identifies the particular document, such as 

the title, author and date of creation. Another piece of information identifies the 

creator and the purpose of creation, such as the nature of the business function. 

 

 Characteristics of a record 
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 Static: records provide evidence of a particular action in time. During process of 

creating a record, a document will go through a phase of development and change. 

For example minutes of the meeting will be produced in draft format and reviewed by 

the members of the committee before being approved. Once this process of creation, 

or drafting, is finished and the document is considered complete, it may be regarded 

as a record. In order to provide evidence the record must now be fixed and must not 

be susceptible to change.  

 Authority- -Signatures, letterhead, seals and office stamps are obvious indicators of 

the official nature of records. However, not all records have official stamps. The 

continuous safekeeping of records is one important way to protect their reliability. If 

the official version of the minutes is unauthorised version will not form part of the 

official record. The authority of the official version will remain intact. 

 Unique- Records are not isolated of information. They have meaning because they 

were generated during a particular transaction or business process. The records make 

sense within the context of the overall functions and activities of the individual or 

organisation that created or used them. Their relationship with other records makes 

them unique 

 Authentic- It must be possible to prove that records are what they say they are, the 

authenticity of a record is derived from the record-keeping system in which it was 

created or received, maintained and used. A record is authentic if it can be verified 

that it is now exactly as it was when first transmitted. 

 

 METADATA 

 Metadata is information about information, i.e. the description or cataloguing of 

records in order to make their retrieval easier. Preservation of metadata with the 

specific electronic document gives context to the document. Without the necessary 

context attached, the electronic document will not be a record. It is no use to have the 

content but not know where it comes from, who the creator was, when it was created. 

The record management software chosen must prompt the users to preserve the 

metadata with the documents they create. 

 

20.2 Outline the core documentation that should be generated from each 

step in the appraisal process (5) 

 Conducting record survey/audit 

 A record retention schedule 

 Retention and disposal schedule 

 Developing and implementing  a retention 

 Implementing record management programme 
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Question 21 

 

21.1 Explain Record management 

 As the field of management responsible for the efficient and systematic control of the 

creation, receipt, maintenance, use and disposition of records, including the processes 

for capturing and maintaining evidence of and information about business activities 

and transactions in form of records. 

21.2 Explain electronic records 

 Another type of record is an electronic record. Electronic records are those 

records which are generated electronically and managed by means of computer 

technology, for example e-mail, SMS  and right fax.  

 These records are created, generated, sent, communicated, received, or stored 

by  electronic means and require some form of computer technology to access 

and use. Unlike a physical record (such as paper-based records), an electronic 

record can only be accessed, manipulated, transmitted or processed by a 

computer.  

 Electronic records are written on magnetic or optical  medium, such as 

magnetic tapes, CD-ROMs, DVDs, hard disks, USBs (universal serial buses) 

and  other digital storage devices, and are accessed using computer softwar 

Question 22 

22.1 Differentiate between structured and unstructured record systems (10) 

 Records management principles are applied to both structured and unstructured 

records.  

 Structured records are those that are kept in a structured form in columns and rows in 

a database.  

 Unstructured records are those that are not kept in an organisation’s formal record-

keeping systems, for example emails or records created on an individual PC’s hard 

drive. Examples of structured records systems include data warehouses and 

geographic information systems (GISs).  

 Data warehouses are central repositories that capture data from diverse online 

transaction processing sources for analysis and user queries. 

  They are mostly used actively in customer relationship management environments. 

GISs capture geographical information in the form of scanned and digitised images. 

 The most sensible way to manage unstructured records is to use an electronic records 

management application.  

 The purpose of this application is to manage all unstructured electronic record within 

an organisation including scanned images, word processed documents. 
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22.2 What are the benefits of an IDRMS (5) 

 Improved quality, accuracy and timely information (documents do not get lost)  

  Increased productivity and efficiency (faster retrieval of documents)  

 Increased reusability and information sharing  

 Better communication and collaboration  

 An audit trail and version control of documents 

  Improved management of information/documents  

 Greater accountability on documents and processes 

22.3 Discuss the strategies for the preservation of electronic records (10) 

 Preserving the original technology used to create or store the records  

 Emulating the original technology on new platforms  

 Setting of standards  

 Migrating the software necessary to retrieve, deliver and use the records  

 Refreshing  

 Replicating  

 Non-custodial approach  

 Transfer to paper or microfilm/conversion 

 

Question 23 

 

23.1 Explain Emulation (5) 

 Is a specialist strategy, where the need to maintain the look and feel of the original 

digital resource is of great importance to the users of the collection. Anyone relying 

solely on this strategy could be taking a significant risk. They would be depending on 

the technical ability of the software engineers to emulate a specific environment and 

sustain it, and on the commercial viability of anyone providing such a service. 

23.2 What are the disadvantages of emulation (5) 

 Special programs have to be written to emulate the obsolete software.  

 Emulation can be an expensive and complicated undertaking; that is, organisations 

considering this approach will need access to highly competent software designers 

and programmers.  

 It has not been fully tested.  

 Copyright issues have not been resolved 

23.3 Explain Refreshing data (5) 

 Is the process of copying data from one medium to another of the same type. During 

the process of refreshment, the hope is that the bits of data do not change. The 

purpose of refreshment is to replace data in one medium with a copy that is 

sufficiently the same that the data can continue to be accessed without difficulty. For 
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example, refreshment may consist of copying membership lists from an old stiffie 

onto a CD-ROM disk so that the data can be accessed using the same database 

management software. 

 Refreshing is necessary because storage media deteriorate and because the hardware 

needed to access and use data may change, meaning the storage media can no longer 

be used. For instance, people used to store documents on stiffies, but as computers 

stopped being manufactured with those disk drives, people had to copy the data onto 

other media, such as CDs or hard drives. 

23,4 Explain Replicating data (5) 

 Replication is a similar process to refreshment, but with one difference: the location 

where the record is stored will likely be different when a file is replicated. Again, the 

goal of replication is to ensure that the bits of data do not change. Data that exist in 

only one location are highly vulnerable to damage or loss. The software or hardware 

could fail; someone could alter or delete the files accidentally or intentionally; or the 

data could be lost in a fire, flood or other environmental disaster. Replication helps 

ensure the survival of information by storing the files in several different locations. 

 

Question 24 

 

24.1 Identify key steps in data migration (5) 

 Identify original data or records to migrate 

 Export into a different format or new software 

 Verify authenticity and integrity of data/ records 

 Maintain in the new software or system and provide access 

 If appropriate, delete records from the original system 

24.2 Name three computer environment that may be emulated (3) 

 Software Emulation 

 Operating System Emulation 

 Hardware Emulation 

24.3 Define conversion (3) 

 This is the oldest method of migration and has been used effectively for textual 

documents that may be retrieved and read, but that will not be altered and reused. It 

involves converting records to paper or microfilm. 

24.4 What are the advantages of conversion (6) 

 From a legal and a technological point of view, the methods of demonstrating the 

authenticity of printed or microfilmed documents are well established.  

 Alterations to records are more difficult and are relatively easy to detect.  

  Transfer to film or paper eliminates the problem of software obsolescence. 
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24.5 Explain the processes involved in implementing an electronic records 

management system (5) 

 project charter creation and team formation  

 requirements needs analysis  

 system selection  

 user training  

 post-implementation 

24.6 What are issues to consider when implementing an EDRMS? 

 Technology considerations 

 File plan management 

 Document filling 

 Document classification 

 Security 

 Version control 

 Archiving 

 

Question 25 

 

25.1 What are the important purpose of record-keeping (5) 

 identifying records  

 authenticating records  

 administering terms and conditions of access and disposal  

 tracking and documenting the use of records  

  enabling retrieval  

 restricting unauthorised use 

25.2 What is an audit trail (5) 

 An audit trail is a record of actions taken on records within the electronic repository. 

Records must be able to be deleted from the system. The electronic records 

management software must provide the functionality to record all events that affect 

the records to make it possible to track authorised and unauthorised deletion of 

records. 

25.3 Discuss functionalities of EDRMS. (20) 

 Save & retrieve: The system should provide the ability to save and retrieve documents 

from within desktop applications and the web interface. 

 Profile completion: The system should give users the option to complete a document 

profile when that option is selected. 

 User friendly: The save and retrieve process should be simple and intuitive. 
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 Default security: Default security will be set on the system initially. Further security 

should be set at document level. This may change as the system is used. 

 Changing security access: The system should allow users to change the default 

security access as required. 

 Secure documents: The system should prevent users from accessing documents to 

which they have no rights. Documents to which users have no access should appear in 

the search results lists; however, users should not be able to open them. 

 Prevention of deletion of documents 

 Only the records manager in the system should have the rights to delete documents 

from the records management repository. 

 Version control: The system should allow new versions of documents to be created. 

When a final version is declared as a record, editing should not be allowed. If it is 

necessary to create a new version of a record it should only be possible to check out a 

copy of the record and to create a new version with the copy. The new version should 

be checked back into the repository as a new record. 

 Searching for documents: The system should allow users to search for documents via 

any of the metadata held within a document profile. It should be possible to use 

wildcard characters where the full document name is not known. The system should 

also allow users to search on document, content or a combination of the two. 

 Save to folders: The system should allow users to save documents to a specified 

folder. It should be possible for users to share access to folders with other users of the 

system. 

 Saved searches (quick searches):The system should allow users to save predefined 

searches for future reference. It should be possible for users to share saved searches 

with other users. 

 Printing search results: The system should permit users to print the results of searches. 

 Document printing: In addition to the functionality inherent in a desktop application 

(eg MSWord), the system should allow users to print a document without opening the 

application. 

 Desktop application integration: The system should integrate with office, email and 

imaging software in use. 

 Email integration: The system should allow messages and attachments to be filed 

from the internal email system into the document management (DM) system. The 

system should also allow users to email documents from the DM system internally to 

other DM users and externally. 

 Capturing images: The system should allow the users to scan and capture paper 

documents into the system. 

 Migration: Electronic records need to be migrated to new hardware and software 

platforms constantly to enable them to remain accessible. Migration strategies have to 

be planned for during the design phase of the system. 

 Classification systems: Records in the system should be arranged according to the file 

plan. 
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Question 26 

 

26.1 What are the impact of implementing EDRMS? (10) 

 CURRENT WAY OF WORKING  

 Receive paper documents  

 Distribute paper document via messenger user 

 File documents according to own discretion 

 Obtain faxes from fax machine Receive fax Manage own e-mail  

 Limited information searches  

 

 NEW WAY OF WORKING 

 Receive electronic documents 

 Send link of electronic document to another  

 electronically via in-box of e-mail 

 File and index documents into the IDMS 

 File e-mail and attached documents 

 Search for information across DME and wide 

26.2 What are the Benefits of good electronic records management?(15) 

 Activities in the organisation can be completed in an efficient manner when 

information and records can be found easily and quickly.   

 Policies and procedures can be based on good information and on lessons learned 

in the past, which are documented in the organisation’s records.   

 Government services can be offered to all citizens in a consistent and equitable 

manner.   

  Legislative and regulatory requirements for information, documentation and other 

organisational obligations can be met because records and information are easily 

accessible.   

 Requests for information from auditors can be fulfilled without large expenditures 

of time and money.   

  The business of the organisation can continue with little interruption if there is a 

natural or human-caused disaster.   

  The business performed within any specific unit of the organisation can continue 

with little interruption in the event of staff turnover because documentation related 

to specific duties can be easily found and passed on.   

 The rights of employees and citizens can be proven and assured through access to 

important records.   

  Documentary evidence will be available and admissable in court, protecting the 

organisation and ensuring the rights of employees and citizens.   

  Fraud can be identified and proven since records are well managed throughout 

their life. 
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