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Federal President's Message 

The 
Federal 

Executive met in 
Brisbane on 

Friday 10th November 
1995 to discuss a wide 
ranging agenda. The 
major topics concerned 
the following matters: 

Review of the 
Memorandum and 
Articles 

Our Federal Vice- 
President, Ray 
Holswich agreed to 
undertake a comprehensive 
examination and review of the 
Memorandum and Articles of the 
Association. Ray's initial steps are to 
seek expert legal advice concerning 
the framing of a new document. 
Once this advice has been received, 
Ray will commence the task of 
systematically drafting a new set of 
rules for the Association. 

Records Management Standards 

According to recent advice received 
from David Moldrich, the re-edited 
version of the 'draft' Standards will 
be published by Standards Australia 
some time during December 
1995/January 1996. It is 

anticipated that the final document 
will incorporate many of the 
changes that were recommended by 
the Association and that the revised 
document will be truly 
representative of the best standards 
in records management within 
Australia. 

All Federal Directors and Branch 
Council's have been urged to 
undertake a careful examination of 
the revised Standard for the purpose 
of assessing its ability to meet our 
needs. The Standard will also be 
discussed at the February 1996 
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meeting of Federal 
Directors. 

Code of Ethics 

A review of the 
Code of Ethics has 
been completed and 

the revised draft is 

currently in the 
process of being 
examined by the 
Membership Status 
and Ethics 
Committee, 
Chaired by Judith 

Ellis. The Committee is also in the 
final stages of producing a revised 
edition of the Membership Status 
Guidelines. Both documents are 
expected to be available by February 
1996. 

Marketing Plan 

The Federal Executive invited Joy 
Siller to articulate her plans for the 
implementation of marketing 
strategies for the coming year. Joy 
tabled a revised [amended in 

accordance with the comments 
made by Federal Directors at our 
September 1995 Meeting] 
Marketing Plan which was accepted 
by the Federal Executive. 

The new plan is now with Federal 
Directors and Branch Councils. 
The implementation schedule for 
the Marketing Plan provides for the 
implementation of a series of 
prioritised key tasks which will 
enable the Association [at Federal 
and Branch level] to properly 
implement initiatives which are 
directed at greater market 
penetration and the provision of 
quality service to our members. 

Finances 

Our Federal Treasurer, Alan 
Kavanagh has worked very hard on 

IINIFOR, 

producing and maintaining, a 

consolidated financial report on the 
Association's finances. The financial 
and audit report on the National 
Convention, Victoria is nearing 
completion and present indications 
are that the Association will make a 

healthy profit from this event. The 
ACT Branch was granted a loan of 
$10,000 to assist with expenses 
related to the Canberra 1996, 
National Convention. 

Competency Standards 

Special congratulations also go to 
Ray Holswich and his Competency 
Standards Committee. Ray has 
been a driving force in obtaining 
funding from the Federal 
Government for the purpose of 
advancing the work of the 
Committee. 

On behalf of all Federal Directors, 
I would like to wish all members all 

the best for 1996 and look forward 
to providing a more outwardly 
looking Association and one which 
can capitalise on the significant 
advances made in 1995. 

Denis Comber ARMA 
Federal President 
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Editorial 
Anfter 

browsing the 
umerous press clippings 

hat I have 
accumulated on the Royal 
Commission into 
Commercial Activities of 
the Western Australian 
Government in the 
1980's, the official report 
of the Commission itself 
and now the 
recommendations of 
the Commission 
on Government, 
I am convinced 
that a window of 
opportunity 
exists to promote 
all aspects of 
records gi 
management 
reform not only to the legislature, 
but also to administrators, auditors 
and the wider business community. 
Indeed, such a window may well not 
present itself for another quarter 
century or more. The submission of 
the Western Australian branch of 
the RMAA to the Commission on 
Government is published in this 
edition and of course much remains 
to be done to maintain the 

Standards 

Australia is pleased to 
advise that the six part 
standard for records 

management has been approved and 
will be released on the 5th February 
1996. The project brings to finality 
work commenced over two years ago 

momentum and to ensure real 
reform is achieved. 

The release of the 
Australian standard AS 

4390/1-6 for records 
management, expected 
about the same time as 

the publication of this 
journal will, I am sure, 

go a long way towards 
lifting the credibility of 

our industry. 

The existence of 
records 
management 
systems and 
standards can lead 
to organisational 
accountability 
but to what 

extent? Auditing such systems is 

essential as pointed out by Karuna 
Raj in her article on defining and 
auditing recordkeeping regimes. 

We also are pleased to publish the 
Reserve Bank of Australia's 
guidelines for the storage of 
electronic records. The editorial 
committee would be pleased to hear 
from other organisations that are 

coming to grips with managing both 

to write standards for the operation 
and evaluation of recordkeeping 
systems. The project bought 
together a wide range of people to 

formulate a standard applicable for 

industry, organisations and 
professional staff 

paper and electronic records. As 

most of us try to manage 
information in both forms of media, 
it is interesting to note that thc 
computers and high technology 
section of the Australian newspaper 
recently reported on a company in 

the USA that is 100 per cent 
electronic and there is no paper! 
The company, VeriPhone, is based 
in California but sees itself as a 

company without headquarters. It 
operates in many countries and 
employees get a laptop before they 
get a desk, internal paper mail is 

banned and there is a 24 hour a day 
real time computer network. Brave 
new world! The article does note 
however, that no matter how 
advanced the technology a company 
is still made up of human beings 
and the greatest challenge is 

changing the way people work. 

Ken Ridley 

"if 

Australian Standard for Records 
Management Approved 

The Standard is AS4390/1-6. 

Copies of the documents are 
available from Standards Australia 
offices in each state. 

w. INFORMAA FEBRUARY 1996 
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Guidelines for Stor 
Records in the Reserve 

Allan Seymour BA, Dip Arch Adm 

Trevor de Groen ARMA 

lían is the Manager, Records 
Management in the Reserve 

ank. He is a member of the 
Australian Council of Archives 
Electronic Records Sub-Committee, 
the Australian Society of Archivists 
Electronic Records Special Interest 
Group and was a founding member 
of the Canberra branch ofthe RMAA. 

Trevor is the Senior Records Systems 
Officer in the Reserve Bank and has 
been managing the Bank's Electronic 
Records Project since November 
1994. He was granted Associate 
status of the RMAA in 1991. 
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Allan and Trevor have been 

involved in the development of the 
Bank's records system for almost 15 
years. In that time they have 
overseen the implementation of a 
computerised record management 
system and have been involved in 
managing the records system through 
a number of organisational 
restructures. 

ABSTRACT 

As part of a project set up to look at 
managing unstructured information 
being created and stored in its 

microcomputer network, the Reserve 

Bank recognised that there was a need 
to establish standards and controls. 
Naming conventions and directory 
structures were seen as areas of concern 
and which needed to be addressed 
with some urgency. 

In January 1995 the Records 

Management Section of the Reserve 

Bank of Australia surveyed 
unstructured electronic records being 
generated by individual officers and 
work groups throughout the Bank. 
The Bank has some 1,400 
microcomputers within local area 
networks in every department and 
branch. This represents virtually a one 
to one microcomputer to staff ratio. 
These microcomputers are used fir a 
wide range of purposes including word 
processing, spreadsheets, databases and 
electronic mail (e-mail). The Bank 
has a mixed environment with both 
PC and Macintosh computers in 
operation with Windows as the main 
operating system. 

The increasing use of 
microcomputers had resulted in the 
creation of electronic records which, 
we assumed, were not being 
duplicated in the traditional paper 
records system. The information on 

e of Electronic 
ank of Australia 

personal microcomputers and 
servers was being managed in 

varying degrees depending on thc 
experience and training of 
individual staff members. 

Against this background, it was 

decided to develop a common 
approach to the management of 
unstructured electronic records 
which would satisfy good 
information management practices 
as well as ensuring that the Bank 
continued to meet its basic 
legislative requirements. 
Accordingly, a small project team 
was established to investigate and 
develop a system for the 
management of information created 
in the Bank at microcomputer level 

and stored locally on hard disks or 
centrally on each department's file 

server. 

An extensive range of areas of the 
Bank was then surveyed on the use 

of microcomputers for creating and 
storing data. While the survey 
revealed marked inconsistencies 
across the Bank in directory 
structure and naming practices, 
there was a strong indication that 
some guidelines would be 
welcomed. Some similar overseas 
organisations were also contacted for 
information on how they were 
approaching the challenge of 
managing electronic records. 
Publications of the Australian 
Archives and the Information 
Exchange Steering Committee were 
also important reference sources. 

Drawing on this collected 
information, we then compiled the 
Guidelines for the Storage of 
Electronic Records. The Guidelines 
focus on directory structures and 
consistent file or document naming 
conventions. 



At this stage the Bank's primary 
corporate records are still being 
maintained in hard copy form . 

Consequently the Guidelines 
represent an interim step in the 
educational process to prepare staff 
for the formal move to corporate 
electronic records. This will require 
the development and 
implementation of an electronic 
document management system 
which will improve access to the 
Bank's electronic information 
sources and provide a decision and 
accountability trail for our business 
functions. 

The Guidelines are reproduced 
below. 

RESERVE BANK OF AUSTRALIA 

GUIDELINES FOR STORAGE OF 

ELECTRONIC RECORDS 

1. INTRODUCTION 

The Reserve Bank of Australia is a 

knowledge and information- 
intensive organisation. Much of its 
work revolves around locating 
information, integrating data from 
internal and external sources and 
making, documenting and recording 
decisions. Historically, paper has 

been the primary medium for 
maintaining the "institutional 
memory". However, as greater 
investment is made in information 
technology, procedures are needed 
to ensure that the information we 
require to carry out our many 
functions continues to be both 
secure and accessible. 

These guidelines have been 
produced to assist staff with thc 
management of information stored 
electronically on microcomputers 
and servers. They have been written 
in accordance with guidelines 
published by the Information 
Exchange Steering Committee of 
the Australian Public Service. They 
should be read in conjunction with 
Privacy and E-mail guidelines and 
Security Instructions. [Internal Bank 

telgE.1211:11r 
policy documents] 

What is Information? 

Information is one of the Bank's 
most valuable assets. When created 
or received in an electronic format, 
that information may be stored in 

directories as part of the computer 
network. Directories themselves are 

simply tables containing details of 
stored data items, including their 
locations. The establishment of a 
standard system for organising and 
naming these directories and the 
individual documents stored in 
them will help to protect the Bank's 
information and greatly assist in the 
retrieval process. The efficient 
management of information also 

requires procedures be in place for 
the review and orderly deletion of 
data that is no longer required. 

Information can be divided into 
three tRes: 

corporate information "owned" 
by the Bank and contained in 
Bank records; 

group information "owned" by a 

work group; and 

personal information "owned" by 

an individual staff member. 

Corporate Records are kept because 
they provide evidence of business 
activity or because they are required 
for use by others or affect the work 
of others, or comprise a 

Commonwealth record as defined in 
the Archives Act 1983. They are of 
importance to the Bank and should 
only be disposed of with the proper 
authority. They are controlled by 

Bank procedures and/or processes 

and are stored for corporate access. 

Once corporate records are finalised, 

they must not be altered although 
they may be copied for other uses. 

Examples are: 

final versions of reports; 

policy documents and 
statements; 

formal communications between 
officers of the Bank or with 
external agencies, organisations 
or individuals; and 

formal minutes of Bank 
committees. 

Work-group Documents are worked 
on by one or more persons for work- 
group purposes and have been 
created in the work-group or 
received from external sources. 
They are retained for their 
informational content and for the 
possible re-use of that content (i.e. 
they can be changed or updated). 
They are stored in a shared 
environment because of the need for 
access by all members of the group 
and are managed by the group. 
Both work-group and personal 
documents may be deleted at the 
discretion of the author. Examples 
of work-group documents are: 

drafts being finalised by the group; 

copies for information of the group; 

staff lists; and 

administrative arrangements of 
the group. 

Personal Documents are worked on 
or used by one person only. They 
may have been created by the user 
or received from an external source 
and do not affect the work of 
anyone else in the organisation. 
They are managed and stored by the 
individual owner. Examples are: 

personal invitations; 

copies of documents for 

information; 

personal notes; and 

job applications. 

The identification and classification 
of information into one of these 
three categories is a vital part of the 
efficient management of 
information. The physical location 
of these categories of records is not 
important. 

tal INFORMAA FEBUARY 1996 
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Unless otherwise stated, the 
guidelines set out in the following 
pages primarily apply to Corporate 
records. 

Keep in mind that for the time 
being, wherever practicable, copies 
of all important (i.e. Corporate) 
records should be printed out and 
forwarded to Records for filing. 

2. DIRECTORY STRUCTURE 

The Subject Classification Approach 

A logical arrangement needs to be 
applied to all information we store 
in directories to make it as accessible 
as possible. This arrangement 
should reflect the structure and 
functions of the work area creating 
the information. 

The classification system used in the 
Bank's Records Handbooks has been 
developed over a number of years to 
organise our paper records. It is 

constantly updated and directly 
reflects all the programs, activities 
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and tasks performed in thc Bank. 
While computers should not be 
used to replicate manual systems, 
the Records Handbooks' hierarchical 
structure is a good model for 
organising information in 
directories. In most cases, the 
information which is now being 
kept in an electronic format was 

previously only on paper. 

Assistance with designing or 
modifying the hierarchical structure 
of directories should be sought from 
Records Management section of 
Support Services Department. New 
directory structures should be 

implemented by your computer co- 
ordinator in consultation with 
Office Automation section of 
Systems and Technology 
Department. 

Departmental or branch directories 
should directly reflect the 
departmental or branch 
structure/functions. For example: 

Our world of today is information 

rich and time poor... 
In every day business we receive volumes of 
data in many different forms which wc either 
act on, record or file away. All too often the 

records we need for accurate decision making 
cannot he located in 

time to be useful. Lost. 

misplaced, damaged or 
destroyed records can 

amount to loss in 

productivity for an 

organisation or even 

loss in livelihood and 

disaster. 
Put simply, proper 
records management and document security 
does not have the priority that it should. 

Consequently. filing can come without 
adequate thought to retrieval. Expensive 
delays and embarrassing losses. 

Get peace of mind... 
Part of the large and diverse. 

Brambles Group, Brambles Information 
Management is dedicated to unburdening 
you from die ongoing and costly problems 

typically associated with in-housc records 

al VA 

PUT YOURSELF IN CONTROL OF 

YOUR INFORMATION WORLD 

AND THE REST COMES EASY... 

I. Bank Supervision 

Group 1 

- ANZ 
- Global 

2. Support Services 

Training Services 
Internal Courses 

- Departments 
- Financial Administration 

USE OF "SHARE" DIRECTORIES 

Share directories are used by the 
members of multiple work-groups 
who need joint access to a 

document, and by users for 
viewing/amending copies of 
documents. Some areas already have 
share directories, which are usually 
named with the appropriate 
abbreviation (two letter) followed by 

share, e.g. adshare, bsshare. 
Everyone in the relevant area has 
access to the share directory. 

Management. How? By providing optimally 

secure, accurate, cost effective storage and 

retrieval solutions for all documents whatever 
the medium. We offer an all encompassing, 
integrated range of services, from data 
preparation and indexing, document and 

computer media storage and retrieval and 
imaging, supported by 

sophisticated 
management 
information systems, 
active file 

management, and 

extensive transport, 
facilities manage- 
ment, consulting 
services, security 

destruction & consulting services. 
Talk to a Brambles representative 
today and put yourself in control 

or your information world. 

Brambles 
' Records Management 

.3 Division of Br11111,1es Ai rr, ta I Amited 

iNFORMAA 

(Duality 
Endorsed 
Company 

AS 

NSW (02) 427 2966 \l(: (03)9706 5169 

A(:1 106) 280 6944 ()IA) (07) 846 2999 
SA W8) 346 4588 W1 (09) 345 3290 
TAS 10(12) 31 3424 
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USE OF "PERSONAL" DIRECTORIES 

The personal directories located in 

G Drive have been installed 
specifically to store system files 

relating to each individual user's set- 
up. They should not be used for 
personal information, such as 

resumes and personal 
correspondence which should only 
be stored on microcomputer hard 
disks (C Drive) or floppy disks. 
Staff should be aware that 
information stored on any other 
drive is the property of the Bank. 

Whatever basis is chosen for the 
design of your directories, the 
following principles should be kept 
in mind: 

it should be as simple as possible; 

it should be logical - the subject 
of the document should dictate 
the arrangement; 

it should use clear and consistent 
words to describe subjects; and 

it should be flexible to allow for 
additions and deletions. 

3. NAMING CONVENTIONS 

Each department or branch should 
set up its own directory names. A 

person should be nominated to take 
responsibility for coordinating the 
establishment of consistent directory 
structures. Sub-directories and file 

names would be determined by 
work groups, but all users should be 
involved in the setting of these titles 
to ensure that they meet work needs. 
Once the directories and sub- 
directories have been established, it 
is essential that all staff adhere to 

these conventions for consistency. 

Some of the advantages this will 

provide include: 

easier and quicker location of 
documents stored on the network; 

greater access to information 
where workspace is shared; and 

easier to review and delete 
information in work-group and 
personal directories which is no 
longer useful. 

For the present, PC users are 
restricted to 8 character titles for 
directories and similarly for 
documents which have the standard 
software application extension (e.g. 

.doc, .xls, .tmp, etc.). To make 
identification of documents easier, 

they should be given a name rather 
than accept the automatic allocated 
number. While Macintosh users have 
a 32 character field to use, it is 

important that titles still be applied 
in a consistent manner to ensure that 
users, other than the authors who have 

named the documents, are able to 

recognise and retrieve the information 
they require. With the advent of 
Windows 95 in the near future, PC 
operators will have a 255 character 
field for naming directories and files. 

Nevertheless, a consistent approach 
must still be used and uncontrolled or 
free form naming not allowed. 

Using a subject classification system, 
and subject to the 8 character 
limitation on PC,s, one of the following 

naming methods could be applied: 

use the first main word in the 
subject title. For example, for 

the title Human Resources, use 

HUMAN; 

use the first syllable of each word 
up to a maximum of 4 characters 
per word and omitting spaces. 

For example, for the title Human 
Resources, use HUMRES; 

use the first two main words in 

the subject title, eliminate spaces 

and specify the number of 
characters allocated for each 

word, e.g. dividing the number 
of characters allowed by the 
operating system by two. For 
example, for the title Human 
Resources, where each word is 

allocated four characters, use 

HUMARESO; 

use consonants only, omitting all 

vowels, double consonants, 
spaces and plurals. For example, 
for the title Human Resources, 
use HMNRSRC; and 

where the classification of the 
information to be stored is 

determined by a date or period 
of time this detail may be 
included in the title. For example, 
for the title Budget Papers 1995/96, 
use BUDGET95 or BUD9596. 

In many areas standard 
abbreviations are common and these 
could be used in preference to a 

variety of individual choices. 
Examples of these are the 
International Standards 
Organisation BIC (Bank Identifier 
Code) and the Clearing House 
Code, both of which are used in a 

number of areas of the Bank. The 
official department and branch 
abbreviations could also be used e.g. 

AD, AL, BN etc. [List of standard 
abbreviations for departments and 
branches used within the Bankl 

In some cases it may be appropriate, 
where there are a number of 
commonly occurring words, to use a 

set of abbreviations which have been 
agreed on within the department, 
branch or section. These 
abbreviations should be circulated to 
all staff concerned and should be 
strictly followed to ensure consistency. 

Remember that certain symbols such 

as slashes, ( \ or / ), full stops, dashes 
etc. may not be used in directory or 
file titles. If you wish to split up the 
8 character name you must use an 
underscore, e.g. HUM RES. 

The convention selected should be 

documented and made available to 
all staff. Its application should be 
strictly followed and no individual 
variations should be allowed. If 
functions change and existing 
naming conventions are no longer 
appropriate, they should be 

formally modified. 

st INFORMAA FEBRUARY 1996 
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P4. DELETING ELECTRONIC 
RECORDS 

The Archives Act 1983 requires, 
among other things, that the Bank 

dispose of its records only in 
accordance with procedures approved 
by the Australian Archives. These 
include the application of approved 
retention periods [Australian 
Archives RDA Nos 1137 and 1138] 

for all the records created or acquired 

by the Bank. These retention 
periods, which are formally set out 
in the various departmental and 
branch Records Handbooks, are 

determined in accordance with the 
appraisal criteria detailed in the 
Appendix to these guidelines. 

The same retention periods should 
be applied to all electronic records if 

they have not been printed to paper 
and sent to Records. Staff should 
make themselves aware of the 

correct retention period for records 
which are retained only in electronic 

"Then we have the solution" 

CARMS 
When it comes to Records and Document Management. 

some 800+ companies agree.." 

CARMS II 

Features: 
Multi-Media & Database Independent 
Open Systems & OLE Compliant 
Microsoft Windows / DOS / UNIX / VAX / IBM 

Barcode Tracking, Barcode Readers & Barcode Labels 

We welcome your enquiries... 

Tel: (02) 9955 5499 Fax: (02) 9955 4446 
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formats and ensure that they are not 
deleted or otherwise destroyed 

contrary to the Bank's legal and 
other obligations. If, after 

consultation with your Records staff, 

it appears that there is no direct hard 
copy equivalent, please assess thc 

type of record in relation to the first 

four appraisal criteria then contact 
Records Management. 

Privacy, confidentiality and security 
requirements must be observed over 

the "life" of the electronic record 

and officers should ensure that 
access to information falling into 
these categories is limited to staff 
with appropriate clearance or a 

"need to know." Particular care 

needs to be taken with information 
in shared directories. 

Reviewing of Directory Contents 

The contents of directories should 
be reviewed on a regular basis. 

Electronic documents and records 

I N Fewm re 4,1A 

do not carry signatures, are relatively 

fragile and are subject to 
unauthorised alteration and 

deletion. Deletion of information 
should only take place after 

consultation with authors. 

If a paper copy has been taken of a 

corporate record and forwarded to 
the Records area, consideration 
should be given to deleting the 
electronic version. If it is no longer 

of use, e.g. as a precedent or as a 

template, it should definitely be 

deleted. 

Group information should be 
reviewed by a formally nominated 
officer of the group and deleted 
when no longer required. 

Personal information is, of course, 

the responsibility of the individual. 
However the same procedures - of 
review and deletion of information 
no longer required - should apply. 

"Is keeping records of your files, assets, correspondence 
with clients & customer becoming uncontrollable?" 

International Pty Ltd 
ORTEX 
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Regular deletion or archiving of 
unwanted information saves space 
on disks and back- up facilities and 
will improve the system's processing 
speed. The reduction of material 
that needs to be searched means 
that you are more likely to locate 
the information you are seeking. 
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Management of Electronic 
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For a discussion of the 
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Adapted from Managing Your 
Computer Directories and Files. 
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Board of Canada, 1993 
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TRIM for Windows 
The quality standard in 

Records Management software 
TRIM [crown - lER000 I fi]] 

Browse my attached electronic doeumena 

"Every organisation has a records 
management problem and every records 
management problem is different" 

Modules 
TRIM for Windows (Base) 
Barcode Tracking 
Subject Classification Hierarchy 
Thesaurus 
Electronic Records Management 
Archives 
Action Tracking/Workflow 

Technical Features 
Windows GUI 
ODBC Compliant 
Multiple Document Interface 
Client Server Architecture 
Object Oriented Design 
User Definable Record Types 
User tailorable screens 

IQuality 
Endorsed 
Company 
AS 3901 Lic 4083 

Standards Australia 

TOWER 
SOFTWARE 

Canberra 
Ph: (06) 282 4655 

Sydney 
Ph: (02) 211 2254 

Melbourne 
Ph: (03) 592 5655 

Perth 
Ph: (09) 339 8991 

INTERNET Address 
toweatowersoft.com.au 

WWW HomePage 
http://www.towersoft.com.au 
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CONGRATULATIONS - On selecting TRIM for Windows !! 

Since the availability of Version (2.0) in April 1995, the following organisations have selected TRIM for 

Windows. Approximately 659f were the result of open tenders or industry comparisons. 

MAKE YOUR OWN COMPARISON! 

ACT Government 
ACT Government - Central 

Records 
ACT Public Works - Direct Labour 

Section 
ACT Public Works - Housing 

Section 
ACT Public Works - Support 

Services Section 
Adelaide TAFE (Educational) 
AIDAB PNG ICD Project 
Air Force Materiel AC'fNET-0 
Air Force Materiel ACTNET-I 
Albury-Wodonga Development 

Corporation 
AMRAD Operations Limited 
Army Land I teadquarters IA IQ 
Army South QLD - Logistics 
AusAID - SA 
Australian Broadcasting Authority 

(Acr) 
Australian Broadcasting Authority 

(NSW) 
Australian Fisheries Management 

Authority 
Australian Geological Survey 

Organisation 
Australian Government Publishing 

Service 
Australian Miscellaneous Workers 

Union 
Australian Property Group - NSW 
Australian Survey Land 

Information Group 
Australian Teaching Council 
Band Etna Logistic Group 
Bureau Of Meteorology - NSW 
Business & Regional Development 

Bureau 
Canberra Institute of Technology 

(Educational) 
Cancer Council of NSW 
Chief of Air Staff 
Chief of Naval Staff 
City of Bunbury 
City of Darebin VIC 
City West Water VI(' 
Commonwealth Department of the 

Senate 

Quality 
Endorsed 
Company 
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Commonwealth Fi re Board 
Commonwealth (;rants 

Commission 
Commonwealth Law Enforcement 

Board 
Confederation of Australian Motor 

Sport (National) 
Defence Centre Melbourne 
Defence Centre Perth 
Defence Centre Sydney 
Defence Emergency Management 
Defence Personnel - ACT 
Defence Quality Assurance 
Defence Signals Directorate 
Department Administrative 

Services - QED 
Department Administrative 

Services - SA 
Department Administrative 

Services - VIC 
Department of Social Security - 

South West Area 
Department of Productivity and 

Labour Relations WA 
MAT Communications 
Diamond Corporation - DeBeers 

(South Africa) 
DLIMS-LC Victoria 
DNCS - Dept of Defence - (Multiple 

Sites) 
Great Barrier Reef Marine Park 

Authority 
Griffin Coal Mining Company - 

WA 
Griffith I lniversity 
la mmersley Iron 

Digh (Nowt of Australia 
IIMAS Cerberus 
IlmAs Coonawarra 
IIMAS Penguin 
Hunter Institute oh' Technology 

(Educational) 
Independent Broadcasting 

Authority (South Africa) 
Insurance & Superannuation 

Commission 
King Island Municipal Council 
Lower Huh Council NZ 
\Immingham City Council 

Government 
Endorsed 
Supplier 
,wrpxr.r, 

For further information 
TOWER Software 06 282 

4655) 
Visit our WWW Home Page 
littp://WWW.towersoft.co 

TRIM for Windows 

Melbourne Water 
Metropolitan Ambulance Service 

VIC 
Ministry of Premier and Cabinet - 

WA 
Monash International P/L 
Mutual of Omaha (Nebraska USA) 
National Film & Sound Archive 
National Museum of New Zealand 
National Science & Technology 

Centre 
Naval Support Command - Sydney 
North Forest Products 
North Forests Eucalypt Research 

Centre 
NZ Department of Health 
NZ Internal Affairs 
North Sydney Tafe College - 

Educational 
Office of Surveyor-General 

Victoria 
Price Waterhouse Brisbane 
Primary Industries, SA - State 

Flora 
Public Sector Standards 

Commission 
Public Trust Office 
QUE Industries (Multiple Sites) 
RAAE Base Amberley 
RAAF Base East Sale 
RAAE Base Williamtown 
RAAOC Centre - Band iana 
Rotorua District Council (NZ) 
Screen Producers Association of 

Australia 
Sea lcorp Holdings Ltd 
SA Cooperative Bulk I land ling 
State Rail Authority' 
State Superannuation Office 
Sydney Electricity 
Trust Bank Tasmania 
University of Canberra - Student 

Administration 
University of South Australia 

(Educational) 
Village Nine Leisure 
The Water Resources Commission 
Workcover Corporation - SA 
Worksafe NSW 
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In October 1992, the findings of the 
Western Australian Royal Commission 
into the Commercial Activities of 
Government and Other Matters were 

published. The massive report made 
many recommendations for reform 

and of particular interest to records 

managers and archivists, was 
recommendation number 20 calling 
for a separate and independent 
archives authority to be established 
acting under it's own legislation and 
the Commission on Government to 

enquire into the terms of legislation. 
The RNIAA WA Branch subsequently 
made a submission to the Commission 

on Government (COG) which appears 
below. 

Submission to the 
Commission on 
Government from the 
Records Management 
Association of Australia 
(Western Australian Branch) 

Reference Nine 

The Setting up of a Separate and 
Independent State Archives 
Authority [Public Records Office] 

SEPTEMBER 1 995 

This 
submission has been 

written with the assistance of 
Associate Professor Allan 

Peachment, Professor of Public 
Administration at Curtin University 
and contains the views of the 
Records Management Association of 
Australia (Western Australian 
Branch). It takes into account: 

the report of the Royal 

Commission into Commercial 
Activities of Government and 
Other Matters. 

9114:1 

the dramatic developments 
occurring in information 
technology and 
telecommunications. 

the role of accountability in 
records management. 

The submission concludes by 

presenting arguments favouring the 
creation of an independent State 
Records Office for Western Australia. 

The submission requests the 
Commission on Government to 
make the following 
recommendations to the Parliament. 

RECOMMENDATIONS 

Recommendation 1: Introduce 
legislation to establish an 
independent State Records Office 
(SRO). 

Recommendation 2: Ensure the 
SRO reports directly to the 
Parliament. 

Recommendation 3: Adequately 
resource the position of chief 
executive officer, support staff and 
related SRO facilities. 

Recommendation 4: Ensure that 
executive direction and management 
of the SRO is controlled by neither 
LISWA nor the Library Board and is 

not part of the Arts portfolio. 

1.0 The Report of the Royal 
Commission 

1.1 There are at least two good 
reasons why the Commission on 
Government should give serious 

consideration to the 
recommendations made in this 
submission. 

1.2 First the Report of the Royal 

Commission into Commercial 
Activities of Government and Other 

Reform of Public Sector Records 

Management Legislation in Western Australia 
Matters sets down arguments in 

relation to the need for effective 
records management in the Western 
Australian government (Report, 
1992 4-7). 

1.3 The views concerning state 
pubic administration and the 
management of public records in 
WA are clearly a major indictment 
of our Westminster System of 
government. In summary the 
Commissioners made the following 
points: 

1.3.1 official papers were lost, 
deliberately destroyed or 
removed by officials and 
records of major decisions 
were often not made. 

1.3.2 proper record keeping is a 

prerequisite to effective 
accountability and the records 
themselves form an integral 
part of the historical record of 
the state itself. 

1.3.3 records creation, maintenance 
and retention practices of 
government and its agencies 
are matters for which ministers 
and chief executive officers bear 

particular responsibility. 

1.3.4 experience in other Australian 
states suggests that the general 
responsibility of public records 
should be given to a separate 
and independent authority 
acting under its own legislation. 

1.3.5 The RMAA endorses the royal 

commission's call for the 
establishment of an independent 
authority equipped with adequate 

powers to oversee the 
management of public sector 
records. 
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1.4 When it is recalled that the 
Royal Commission's inquiries were 
adversely affected not only by poor 
record keeping on the part of public 
sector bodies but also by the 
decision of the Parliament to uphold 
privilege in relation to its own 
records, the importance of creating 
independent public records of 
integrity is underscored. 

2.0 Information Technology and 
Telecommunications 

2.1 The second reason for giving 
serious consideration to the 
recommendations made in this 
submission is the dramatic 
developments that have taken place 
in the information technology and 
telecommunications industry in the 
past ten years or so. These include 
the common use of facsimile machines, 
E-Mail, interactive computers, 
multi-media and the use of the 
internet by a few governments and 
parliaments as a means for informing 

their citizens. (eg the White House, 
some Canadian provinces and the 
House of Commons). At the time of 
writing some senior Australian 
federal ministers and a few WA state 
government departments (eg. 

DOHSWA, Commerce and Trade, 
Minerals and Energy and the Office 
of Senior Interests) have developed 
internet links or have home pages 
on the World Wide Web. This 
number is likely to grow 
dramatically over the next few 
months. 

2.2 For several reasons it is 

regrettable that the Royal 
Commission did not consider the 
technological aspects of records 
management. For example, as the 
continuing development of this 
technology moves into the home it 
will raise important questions for 
representative democracy which in 
liberal democracies like our own 
may well be irresistible. Second, 

technological advances will allow the 
costs of implementing an effective 
records management system to be 
kept to a minimum. Third, the 
technology already makes it much 
easier to police the integrity of the 
records system electronically. These 
last two points have been 
commented on by David Roberts, 
Manager, Records Management 
Office Archives Authority of New 
South wales in his recent (July 
1995) monograph, Documenting the 
Future. Roberts writes: "The 
insight that not all electronic 
information systems are record 
keeping systems is one of the most 
fundamental contributions...to the 
theory of electronic records 
management. Electronic 
information systems are designed to 
support current business needs for 
information... They are not 
designed to keep records of 
transactions carried out using them 

ARCHIVES 
AT TM! 

CENTRE 

CONFERENCE 
1 996 

Australian Society of Archivists Inc. 

1996 Conference Archives at the Centre 
at the Plaza Hotel, Alice Springs 

Friday 24 and Saturday 25 May 1996. 

You are also invited to attend the Annual General Meeting 
and meetings of Special Interest Groups of the Society 

Thursday 23 May 1996. 
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Greg, Linda, Barry or Maureen at: 
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unless that record keeping 
functionality is built into the 
system." (p22-23) 

2.3 This last point is of course 
particularly relevant to the WA Inc 
years and has been well illustrated by 

Professor Allan Peachment of Curtin 
university in his recent publication: 
Westminster Inc: A Survey of Three 

States in the 1980's. Peachmcnt 
quotes the journal New Scientist 
which reported the case of Colonel 
Oliver North who was employed as 

a senior adviser in the White House 
and who was successfully prosecuted 
in relation to the Iran-Contra 
scandal. Prior to the investigation 
North had attempted to delete 
incriminating evidence from his 

computer files but unknown to him 
the evidence in question remained 
on backup tapes. North was found 
guilty but this verdict was later 
reversed by the US Court of Appeals. 

2.4 The extent to which files may 
have been deleted or improperly 
modified prior to the Royal 

Commission is not known. 

2.5 As Peachment points out, in 
modern fraudproof electronic record 
systems the computer may now 
record the identity of anyone 
opening (and presumably reading) a 

document and what alterations may 

have been made, by whom and at 

what date and time. (Peachment 
1995, 77-78) Such technological 
developments will continue and 
must be incorporated into records 
management systems. 

3.0 Accountability 

3.1 As the Royal Commission 
pointed out proper record keeping 
serves as a prerequisite to effective 

accountability. This view was 

endorsed by the 1994 report of the 
state Auditor- General, a report that 
is timely for two reasons: (Auditor- 
General WA, 1994, 43) 

3.1.1 The apparent failure of the state 

government to act on a wide 

range of matters but in particular 

the recommendations of the 
Royal Commission with respect 

to the establishment of an 
independent State Records Office. 

3.1.2 The credence it gives to the value 

of recorded information per se, 

its budgetary saving implications, 
and the vital link it provides to 
the accountability of agencies 
and executive government to the 
Parliament and ultimately, the 
people of Western Australia. 

3.2 The report goes on to highlight 
the inadequacies of the Library 

Board of Western Australia Act 
1951-1983 and makes two key 
recommendations: 

3.3 At a strategic 'whole of 
government' level, government 
should ensure that a comprehensive 
records management framework is 

developed, implemented and 
resourced to assure the effective and 
efficient management of public 
records. Government should ensure 
that the records management 
framework is supported by 
legislation which: 

3.3.1 addresses the deficiencies in the 
current legislation. 

3.3.2.is sufficiently flexible to address 

the technological advances being 
made in record keeping. 

3.3.3 is complimentary to other 
legislation impacting on public 
sector records management such 
as the Financial Administration 
and Audit act 1985, Public 
Service Act 1978, (now the 
Public Sector Management Act 

1994) and the Freedom of 
Information Act 1992. 

3.4 At a tactical individual agency 
level accountable officers and 
authorities should, within the 
records management framework: 

3.4.1 ensure that their records 

management units provide the 
level of integrity, service and 

support necessary to assure 
effective and efficient records 
management practices and 
appropriate discharge of 
accountability. 

3.4.2 provide adequate induction and 
training to all personnel (both 
records and non-records staff) 
with respect to records 
responsibilities. 

3.5 While the Auditor-General's 
report does not recommend the 
establishment of an independent 
State Records Office (nor is it 
argued against) it does identify the 
need to resource a comprehensive 
records management framework that 
is sufficiently flexible to address the 
technological advances being made 
in records keeping. 

3.6 Except for the emphasis it 
would wish to place on the creation 
of an independent State Records 
Office, the RIvIAA wholly endorses 
the views of the Auditor-General. 

3.7 We note however that the 
Records Management Office in the 
Public Records Office of LISWA has 

been consistently understaffed and 
under resourced since its inception 
in 1989 and that the Library and 
Information Service of WA 

(LISWA) has been unable, or 
unwilling, to secure funding to 

support adequate records 

management in this State. Notably, 

additional funds have been found to 

support other LISWA operations. 

3.8 The Commission on 
Government should avoid the error 
made by the Burt Commission on 
Accountability (1988) which 
adopted a narrow and outdated 
model of accountability. This 
model, based on Gladstone's "circle 

of control" focuses on an old version 
of a Westminster system of 
parliamentary control of the public 
purse. A critical reference to this 

model may be found in a 1966 

publication on the subject by former 
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Governor, G.S. Reid (p.95-96). A 
further critical reference may be 
found in a 1985 report of the 
Legislative Council which described 
the Gladstonian circle as "sadly 
deficient". (Legislative Council 
1985 Sixth report, p.34-5) 

3.9 Accountability should not be 

confused with 'control', a concept 
which tends to focus on error. A 

more positive and proactive notion 
of accountability is that which is 

supportive of the application of 
initiative and is directed to the 
achievement of agreed goals. 

3.10 Such a model has been put 
forward in a United States context 
by Romzek and Dubnick (1987, 
p.227-38). These two writers 
describe "public administration 
accountability" as involving the 
means by which public agencies and 
their workers manage the diverse 
expectations generated within and 
outside the organisation. (p228) 

3.11 The writers go on to suggest 
four alternative systems of public 
accountability each based on 
variations involving two critical 
factors: 

whether the ability to define and 
control expectations is held by 
some specified entity inside or 
outside the agency; and 

the degree of control that 
entity is given over defining 
those agency's expectations. The 
interplay of these two 
dimensions generates four types 
of accountability systems which 
they label bureaucratic, legal, 
professional and political. The 
Commission is urged to give 
consideration to these four types, 
an abbreviated version of which 
may be found in Peach ment, 
1991, p196-7. 

4.0 An Independent State 
Records Office For Western 
Australia 

4.1 In four states: Victoria, 

INFORMAA FEBRUARY 1996 

Queensland, New South Wales and 
South Australia a long series of 
official inquiries has identified a 

crisis in accountability and records 
keeping in all tiers of government. 
At this time, Western Australia is the 
only state to have outdated records 
management legislation 
administered by a Library Board. 

4.2 The RMAA urges the 
establishment of an independent 
State Records Office (SRO) 
equipped with adequate powers to 
oversee the management of public 
sector records. 

4.3 The SRO should be a wholly 
separate entity from LIS WA, the 
Library Board and the Arts portfolio 
for the following reasons. 

4.3.1 Records management is a 

business related activity driven 
by economic issues, effectiveness, 

accountability and efficiency and 
is an integral part of the day to 
day administration of the 
public sector. 

4.3.2. Public records need to be viewed 

and managed as a continuum 
from creation to authorised 
destruction or archiving. 
Archival administration and 
historical considerations should 
not take precedence over issues 

relating to the 'real time' 
creation and management of 
current operational records. This 
is a vital issue when related to 
electronic document management 

systems, E-Mail, facsimiles, 
document imaging and 
electronic data interchange. 

4.4 The new agency should be 
created by stature and report directly 
to Parliament in the same manner as 

Freedom of Information 
Commissioner and the 
Ombudsman. As with these bodies 
and others, it should be placed 
beyond ministerial and political 
interference insofar as the 1994 
Public Sector Management Act allows. 

11 
4.5 The new agency should be 

established as a single entity and 
appropriately staffed and resourced 
via the consolidated revenue fund as 

with agencies such as DOHSWA, 
the Ministry of Justice and the 
Information Commissioner. 

4.6 Just as the Financial 
Administration and Audit act 
regulates the use of financial 
resources and the Public Sector 
Management Act the use of human 
resources, so too legislation is 

required to control, manage and 
preserve government information - 
particularly in its formative and 
confidential stages as with cabinet 
documents. 

4.7 The importance of making this 
recommendation for the creation of 
a State Records Office cannot be 

overemphasised. Under the 
Westminster system of government, 
public servants are accountable to 
ministers, ministers to parliament 
and parliament to the electorate. 
Without adequate and proper 
records the very core of public 
administration is open to threat and 
abuse. 

4.8 Recorded information is a 
valuable resource to both 
government and the people of 
Western Australia. It follows that 
the new legislation should include 
provisions to strongly discourage the 
destruction of information about 
transactions of government, set 
down minimum record keeping 
standards and to provide audit trails 
for accountability. This would assist 
in avoiding a repetition of the 
infamous "whiteboard" affair that 
recently occurred within a Federal 
Government Ministry. What this 
and other incidents suggest is that 
the principle of accountability 
through proper record keeping is 

not properly understood or 
recognised by politicians, or if it is, 

they find it politic at times to place 
it in abeyance. 

AA 



5.0 Role and Function of the 
State Records Office 

5.1 The proposed State Records 
Office should be responsible for: 

5.1.1 The development, promulgation 
and promotion of policies, 
practices and standards for 
records creation, use, storage and 
disposal, including departmental 
and ministerial recorded 
information regardless of format 
(eg. paper, electronic and 
micrographic). 

5.1.2 Training and education of public 
servants at all levels, but 
particularly an early focus of the 
Senior Executive Service. 

5.1.3 liaison with the Information 
Policy Committee (IPC) and 
Strategic Information and 
Information Technology Unity 
(SIITU) or replacement agencies 
charged with information 
technology issues on a whole 

of government basis. 

5.1.4 liaison with the Information 
Commissioner, Auditor- 
General, Ombudsman and the 
Office of Official Corruption. 

5.1.5 development of "whistle 
blowing" procedures for 
uncovering any illegal 

destruction and manipulation of 
public records. 

5.1.6 managing the provision of an 
advisory and consultancy service 

to government agencies. 

5.1.7 the identification, access, storage 

and preservation of state archives. 

6.0 The position of chief 
executive officer of the proposed 
State Records Office should 
equate to that of the Information 
Commissioner. 
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on-ncons Records Tracking 
Portable Data Collectors 
Opticon's lightweight portable data collectors, with built in bar 
code readers, are user friendly tools for everyone involved with 
records tracking. The batteries will see you through 8 hours of 
continuous operation. 

Whether it is the palm laser 
scanner for non contact scanning, 
or the memory pen for contact 
scanning, Opticon portable data 
collectors are the ultimate tools 
for efficient records tracking. 
For more information contact: 
Opticon Sensors Pty Ltd 
Suite 1, Level 2, 65 Epping Road 
NORTH RYDE NSVV 2113 
Telephone: (02) 878 5577 
Facsimile: (02) 878 5827 
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In December 1995 the Commission 
on Government submitted it's report 
on reference nine to the Parliament 
making 24 detailed 
recommendations spanning some 
120 pages. The most significant 
recommendation calls for the 
establishment of a Public Records 
Act and for a Public Records 

Authority headed by a 

Commissioner for Public Records. 
Other salient points include: 

The development of standards 
for thc creation, maintenance, 
preservation and disposal of 
public records 

The definition of a public 
record to include cabinet records 

The definition of a public office 
specifically includes the WA 
Parliament and government 
trading enterprises and 
corporatised bodies 

The right of the (Commissioner) 
to inspect public records 

Specific provision for retention 
and disposal of electronic records 

*MAW 

New Faces 

and identification of metadata 

Substantial penalties for unlawful 
removal, damage or destruction 
of public records 

It is important to note that these are 
only recommendations to the 
government of the day and it 
remains to be seen if the 
government will legislate prior to 
the next election which is due in 
early 1997. 

Ken Ridley 

[Reference: Commission on 
Government Report Number 2 Part 
2 Perth, Western Australia 1995.] 

Stephen Renouf, ARMA - Shoalhaven City Council 

Stephen's early career was as an Administrator in the NSW Public Service in 
Sydney. 

He moved into Local Government as a Records Manager, completed relevant 
studies, then left Sydney to pioneer the profession in high growth regions 
such as Hervey Bay, Cairns, Noosa and now Shoalhaven. 

Stephen has progressively developed his forte as an innovator through the 
installation of contemporary records management systems. 

Martin J McMurray - Unistat 

Mr William Moore, Chairman of Directors of Unistat Pty Limited, has 
confirmed the appointment of Mr Martin J McMurray as Managing Director 
of the Company. In making his announcement Mr Moore emphasised Mr 
McMurray's vast experience with Unistat spanning over some 33 years and his 
wide industry contacts and knowledge. 
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University of New South Wales 
School of Information, Library and 

Archives Studies 

Continuing Education 

Managing Archives 
November II - 22, 1996 ($795) 

Introduction to the Management 
of Recordkeeping Systems 

June 4 - 7, 1996 ($575) 

The following electives in the School's 
degree program have a limited number 
of places available to Continuing 
Education participants. Each course is 
28 hours long and is held over 9 weeks. 

March - June, 1996 ($485) 
Advocacy, Public Programs and 
Outreach 
Management of Electronic Records 

August - November, 1996 ($485) 
Management of Photographs 
Management of Moving Images 

For more information, contact: 
Maureen Henninger 
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New Graduate 

Diploma in Adelaide 

As 
the field of records 

management changes, driven 
o a large extent by changes 

in information technology, so must 
education for the profession. It is 

presently one of the greatest 
dilemmas, challenges or windows of 
opportunity facing records managers 
world wide - depending on your 
point of view. Responsibilities in 

existing positions are expanding, 
requiring a wide knowledge of 
techniques, software, organisational 
theory and management skills. 

Positions are being upgraded, and 
are becoming more specialised. 
Knowledge and skills that are 

required to fulfil the functions of 
records manager need to be both 
broader than at any previous time, 
and with a greater degree of 
specialisation - a seeming 
contradiction. 

Records managers are expected to 
have an understanding of workflows 
within an organisation, of how 
business is being re- engineered and 
the concomitant impact on 
documentation, as well as knowing 
how to organise, index, preserve, 
access, and protect this 
documentation in all its various 
formats. A striking aspect of this 
dilemma is the seeming lack of 
personnel equipped to handle the 
management of organisational 
information at a senior level. This is 

a job for the new, improved, records 
manager - the Corporate 
Information Officer. 

With these perceived developments 
in mind, the School of 
Communication and Information 
Studies at the University of South 
Australia in Adelaide is offering a 
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new Graduate Diploma in 

Information Studies (Corporate 
Information and Records 

Management). It is believed that 
this course will satisfy the needs of 
industry in a growing new field - 

that of Corporate Information 
Resource Management. Graduates 
of this course will be equipped to 

contribute at a professional level to 
managing the records and 
information resources of 
organisations of all sizes. They will 

be able to initiate and manage 
projects, ensuring that information 
resources are used effectively and 
efficiently. They will be able to 
identify problems and solutions, and 
organise information management 
functions. They will be effective 
users of the new technologies which 
are required in today's organisations, 
and will be able to function as 

technology transfer agents. 

A combination of theory, hands-on 
practice, case studies and fieldwork 
will ensure that the students have a 
comprehensive understanding of 
new technologies in organisations, 
and how to manage them effectively 
and efficiently. 

The course will be offered on a part- 
time basis in 1996, and will accept 
full-time students from 1997. 
Many subjects are presently available 
in distance mode, and it is hoped 
that all of them will be by 1997. 

The subjects include Introduction to 
Information Studies; Computing for 

Information Managers; Information 
Retrieval; Management for 
Information Professionals; Research 
Methods; Computerised Records 
Management; Electronic Document 

Creation and Management and 
Corporate Information Resource 
Management. 

All applicants should be graduates 
who hold a nationally recognised 
first degree or its equivalent. The 
University will also consider 
applications from prospective 
students whose qualifications and 
experience are appropriate. 

For further details, please contact 
Sue Myburgh, Senior Lecturer, 
School of Communication and 
Information Studies, University of 
South Australia, St Bernard's 
Road, Magill SA 5072, Adelaide. 

Phone: (08) 302 4421 
Fax: (08) 302 4547 
eMail: Sue.Myburgh@unisa.edu.au 

f 
Don't Get 

Left Behind 
Join the RMAA now 

for professional 
development through 
branch meetings, state 

seminars, national 
conventions and 
network with the 
people who speak 
"your language". 
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Defining and Auditing 
Recordkeeping Regimes 
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ABSTRACT 

The concept of organisational 
accountability has brought with it 
unique challenges to Records Managers. 
Specifically the design and/or 
implementation of effective 

recordkeeping regimes which target the 
evidential requirements of the 

organisation. The work of the Standards 
Australia Committee IT/21on Records 

Management Systems aims to provide 
guidance in this respect but has also 

brought the concept of auditing 
recordkeeping regimes into deliberation 
among profissionals. Records Managers 
are confronted with the challenge of 
not only defining recordkeeping regimes 

but also auditing them. As a profission 
we are left to reflect on what is the 

ideal strategy to adopt. One option 
would be to look to other professions 

with more established auditing 
frameworks; such as, auditing within 
the context of the accounting profession 

and its applicability in auditing 
recordkeeping regimes to ensure 

organisational accountability. 
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0 ne of the greatest challenges 
for Records Managers in any 
organisation is to facilitate 

organisational accountability via 
reliable recordkeeping regimes. 

Respectively, the Records Manager 
does not only require a clear 
understanding of the concepts and 
definitions underlying recordkeeping 
regimes in themselves but must also 
be au fait with the concepts and 
logistics of on-going monitoring and 
auditing of such regimes. 

The work of the Standards Australia 
Committee IT/21 on Records 
Management Systems has brought 
the concept of auditing recordkeeping 
regimes into deliberation. The standard 
aims to be a voluntary code of practice 

in the provision of guidance for the 
implementation of records 
management strategies, procedures 
and practices in any organisation 
which needs to control and manage 
its records to meet business, legal 

and fiscal requirements'. The standard 
can also be used to measure the 
effectiveness of records management 
systems and programs already in place 

or designed and implemented as a 

result of applying this standard. 
Effectively the standard provides a 

dual role. Firstly, as a management 
tool which can be used to improve 
the quality of evidence generated 
within an organisation, and secondly 
as an analytical framework for 
diagnosing the effectiveness and 
adequacy at which an organisation 
meets its evidential requirements. It 
is through this second role that auditing 
recordkeeping regimes becomes a 

crucial concept. 

The current state of literature and 
research provides a dearth of auditing 

methodologies and concepts as they 
might apply to recordkeeping regimes. 

As a profession we are left to reflect 
on what is the ideal strategy to adopt? 
We are in an interesting predicament: 
as we attempt to define key concepts 
which relate to recordkeeping regimes 
and define recordkeeping regimes in 
themselves we must also begin to 
formulate the correct strategies in terms 
of performance measurement and 
compliance indicators of such regimes. 

Fortunately we are at a favourable 

vantage point in that we have the 
opportunity to perform the necessary 

analysis; to determine the ideal auditing 
strategy(s) as they might apply, by 
looking to other professions with 
more established auditing frameworks. 

Auditing within the context of the 
accounting profession is one such 
well established framework from 
which the records management 
profession can possibly draw expertise. 

How are the concepts and 
methodologies underlying auditing of 
financial statements applicable in 
auditing recordkeeping regimes? 

Within the accounting profession, 
auditing is linked with accounting 
principles and procedures as embodied 
in accounting standards. The financial 

statements are the product of an 
accounting system and the judgements 
made by management. Specifically, 

taking raw data and allocating it to 
present, past and future profit and 
loss statements and balance sheets. 

The ultimate objective of the audit 
process as described above is to form 
an opinion about the financial 
statements. To make such a judgement 
the auditor must look beyond the 
financial statements and question the 
reasoning for allocations. 
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Clearly, the relationship between 
accounting and auditing is close but 
the scope of the auditor's work is 

broader in that it must bear in mind 
the total organisation. The 
accountant docs not necessarily need 
to distinguish between the data 
which must be accounted for and 
the operations which affect that 
data. Given that the audit function 
extends beyond the accounting 
function, how portable are the 
methodologies to other professions? 

The main justification for the financial 

statements audit is to close the 
credibility gap which arises because of 
the potential conflict of interest 
between those who prepare the 
financial statements and those who 
use them. Additionally, audits pick 
up accidental errors and deviations 
from accounting standards. Even 
though the onus of preparing 
financial statements lies with 
management' , the independent 
auditor provides some assurance of 
its credibility. 

IT/ 21 provides the justification for 
auditing recordkeeping regimes: 
recordkeeping is seen as a critical 
function in any organisation -" making 
and maintaining of complete, accurate 
and reliable evidence of business 
transactions in the form of recorded 
information" . An audited 
recordkeeping system provides 
enhanced records. That is, a 

recordkeeping regime which is 

subjected to regular audits ensures a 

certain degree of confidence that the 
records of the organisation are 
complete, accurate and reliable 
evidence of the business transactions. 

This might be seen as a comparable 
justification to that outlined for 
financial statements audits. Conflict 
of interest is certainly not restricted 
to financial records and this is 

clearly illustrated in areas such as 

quality assurance and where legal 

obligations exist between the 
organisation and interacting third 
parties. For example, obligations 

with employees, shareholders, 
suppliers and other stakeholders. 
The added benefit exits of detection 
of accidental error or deviation from 
policies and procedures established 
internally, other external regulatory 
factors and the standards themselves. 

Within the accounting profession 
different types of auditors exist 

which provide a different slant on 
the outcome of a particular audit. 
The concept of independence with 
respect to the external auditor is 

critical, given that they aim to 

provide an objective opinion so as to 
reassure those relying on the financial 
statements of a company. 

Internal auditors are usually 
employees within an organisation 
and they are primarily concerned 
with assisting management. For 
example, promoting efficiency of the 
company, checking the accuracy and 
reliability of financial data upon 
which management bases decisions 
and suggesting improvements. 

The organisation could well benefit 
from both internal and external 
recordkeeping auditors based on the 
same principles as those of the 
accounting profession. IT/ 21 

prescribes the need for regular 
performance measurement of 
recordkeeping systems implemented 
in an organisation. For companies 
with reporting requirements or other 
external regulatory pressures, the added 
credence provided by an external 

recordkeeping auditor could be seen 

as critical. 

The essence of the audit function 
can be traced back to the expression 
of the audit opinion which is based 
on gathering and evaluating evidence. 
The evidence which the auditor 
obtains must be sufficient and 
appropriate and obtained through 
the performance of compliance and 
substantive audit procedures'. 
Accordingly, the nature and type of 
audit evidence collected is an 

important aspect of the audit and I 

I 
will expand upon this momentarily. 
It is important at this point to 
overview the audit process. 

Generally, all audits begin with the 

acceptance of a client, or the decision 
to continue with an existing client, 
and end with the issuance of an 

audit report. The various phases in 
between involve different aspects 
which revolve around the collection 
and evaluation of audit evidence. 
This is a key activity in the process. 
Based on the evidence collected, 
auditing is essentially concerned 
with the verification of "assertions" 
as represented by management. 

Once the decision has been made to 
accept or continue with the client 
the next step in the overall audit 
process is the development of the 
appropriate audit strategy. Three 
major steps can be identified in the 
development of a strategy: 

Knowledge and overall 
understanding of the client's 
business. 

Planning the audit of the 
business unit. 

Preliminary decisions upon 
business unit components'. 

Audit strategies for individual clients 
are akin to corporate strategic plans 
and are based on an appraisal of 
internal and external factors. Once 
this is complete a more detailed plan 
can be constructed. 

The auditor can gain knowledge of 
the client's business from three broad 
areas: general economic matters, the 
industry in which the client operates 
and specific entity related factors. 

A sound knowledge of the client's 
business is paramount as it permeates 
the whole audit process. The sources 

available to obtain such knowledge 
include: previous experience with the 
organisation and its industry, 
discussions with people within the 
entity, discussions with internal 
auditors, discussions with industry 
experts, regulators and other external 
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parties, publications, reference material, 

visiting the premises and reviewing 
internally generated documents, such 
as, minutes, reports, marketing plans, 

job descriptions, policy manuals, etc.. 

Applying this specialised knowledge 
during an audit and at the pre- 
planning stages is the primary 
reason for its emphasis. This 
knowledge will affect judgements in 
all areas, including: assessing risk 
factors, evaluating the effectiveness 
of management controls designed to 
deal with risk factors, developing the 
overall audit plan and program, 
choosing materiality levels, assessing 

integrity factors, identifying areas 

requiring special audit consideration 
and skills, identifying non-arms 
length transactions, recognising 
conflicting information, recognising 
unusual circumstances, making 
informed inquiries and considering 
the appropriateness of policies6. 

The second step in developing the 
audit strategy is planning the audit 
of the business unit. This involves 
taking a closer look at the 
organisation and identifying the 
various units which make it up. For 
example, they could be departments, 
divisions, geographical locations. 
Upon identification of these units 
the auditor then assesses risks, the 
internal control environment and 
the extent to which reliance can be 
placed on the internal controls. 
These aspects are determined by the 
preliminary collection of evidence. 

The third step involves the auditor 
making a policy decision on exactly 

how to divide the organisation to 

enable the audit to be executed in an 
effective manner. The components 
may be financial report amounts 
taken from the financial statements. 
For example the individual assets, 

liabilities, revenues and expenses. 

Within those individual classifications 

groups of transactions could be 
identified as high risk areas warranting 

detailed attention. It follows that 

Pn 
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after identifying the relevant 
components that corresponding risk 
factors are attached which ultimately 
determine the scope of the audit 
program and the expected approach 
for each component' . 

The final outcome of these three 
steps is a detailed audit plan which 
involves two major steps: firstly, 

gathering further information to 
support areas insufficiently 
accounted for during preliminary 
investigations, and secondly 
selecting actual audit procedures. 

Selection of actual audit procedures 
can be traced back to the auditing 
standards requirements collect 
"sufficient and appropriate 
evidence" which aim to verify 

assertions underlying the accounting 
records of the various components. 

The audit program is the culmination 
of the above steps. The program 
outlines the actual audit procedures, 
the timing and the extent to which 
they are carried out, budget matters, 
specific timing estimates to complete 
various stages of the audit and 
assignment and scheduling of audit 
staff. 

A key aspect of the planning phase is 

identifying and documenting 
internal control mechanism. During 
the execution of the audit these 
controls may or may not be relied 

upon. Functional internal controls 
determine whether material 
misstatements are prevented or detected 

on a timely basis by the system. 
Therefore, if the internal control 
environment is effective it follows 

that the internal control risk is low 

and the auditor can place a relatively 

greater degree of reliance on these 

controls and will not have to carry 

out extensive substantive procedures. 

Factors which are considered in 
assessing the control environment 
include: management's operating 
philosophy, the organisational 
structure, assignment of authority 
and responsibility, the internal audit 
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function and policies used in 
information technology. Evaluation 
of the internal control environment 
is done via compliance testing. 
Procedures which may be used 
include: enquiry and observation 
techniques, inspecting and 
reviewing documentation and 
physical flow through procedures. 
That is, tracing a transaction right 
through the organisation and 
evaluating the factors listed above 
along the way. In compliance 
testing, the auditor is concerned 
about three main assertions: 

Existence:that the control exists 

Effectiveness that the control is 

operating effectively 

Continuity:the control has so 
operated effectively through out 
the period of review' 

Other inherent risk factors must also 

be considered. Regardless of whether 
internal controls can be completely 
relied upon, the auditor must 
perform some degree of substantive 
testing during the audit. Where 
internal controls are weak, 

substantive testing is extended. 
Substantive testing aims to satisfy 
some of the following accounting 
assertions about the business of the 
organisation: 

Existence 

Ownership 

Occurrence 

Measurement 

Completeness & Accuracy 

Valuation 

Presentation and disclosure 

The auditor determines the optimal 
mix of compliance and substantive 
testing based on preliminary 
planning and evaluation of internal 
control and inherent risk as described 

above. These are translated into the 
audit program and during the 

execution of the audit where these 

procedures are implemented the auditor 

must gather "sufficient and 
appropriate" audit evidence. A key 
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concept in determining "sufficiency" 
of audit evidence is materiality which 
refers to both the size and nature of 
a transaction . The nature of the 
transaction is important for example 
where the illegal circumstances or 
conflict of interest may surround the 
transaction9. The amount or size of 
the transaction clearly will affect its 

relative importance. 

The "appropriateness" of audit 
evidence relates to the relevance and 
reliability of underlying information 
and any corroborating evidence. For 
example, the auditor may gather 
evidence as to the value of a particular 
asset but secondary audit procedure 
may not provide corroborating 
evidence. In this situation, the 
auditor must gather further evidence 
to substantiate initial findings or 
confirm its inaccuracy. 

The five main methods of collecting 
"sufficient and appropriate" audit 
evidence are described in auditing 
standards: inspection, observation, 
enquiry and confirmation, 
computation and analytical procedures. 
Substantive audit procedures are 
applied in an order dictated by 
efficiency considerations. During 
the course of the audit "audit 
differences" are accumulated and 
unless they are clearly insignificant, 
management is encouraged to amend 
the financial statements by adjusting 
for "audit differences". 

Once the auditor is convinced that 
"sufficient and appropriate" audit 
evidence has been collected, then an 
informed opinion of the financial 
statement may be made. If the auditor 
cannot come to an informed conclusion 
then either the audit program must 
be modified to extend the collection 
of evidence or in the extreme case 

issue an inability to form an opinion. 
Finally the auditor communicates 
the audit opinion via the official 

publication of the audit report. 

The methodologies and conceptual 
reasoning underlying financial 
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statements audits could arguably 
provide an approach to 
recordkeeping audits. The premise 
being the common requirement to 
collect evidence to support certain 
assertions. Obviously these 
assertions will be different for each 
type of audit given that the 
outcomes of each system is different. 
But given that assertions can be 
equally made about recordkecping 
systems, then it may be possible to 
utilise the strategies adopted and 
refined in financial statements audits. 

Examples of recordkeeping 
assertions could be taken from the 
functional analysis performed and 
the recordkeeping requirements 
identified: 

Compliance 

Accuracy 

Complete 

Authentic, etc... 

Specific procedures for testing and 
gathering sufficient and appropriate 
evidence will obviously depend on 
the individual organisation and this 
is where the audit methodologies 
identified in financial statement 
audits become useful. IT/ 21 

describes strategies for documenting 
business activity through 
recordkeeping. Essentially the standard 
discusses capturing, maintaining, 
preserving and making accessible 
records to meet business and archival 
requirements via adopting policies, 
procedures and practices, designing 
new systems and implementing 
them'°. Therefore to adequately 
audit a recordkeeping system which 
aims to document business activity 
it is essential to have an understanding 
of business of the organisation - the 
first major step in developing an 
audit strategy in the context of a 

financial statements audit. The 
benefits of this process in the 
recordkeeping context are similar 
especially given that recordkeeping 
systems aim to document business 
activity via the satisfaction of 

evidential requirements. Primarily, 
it arms the recordkeeping auditor 
with the necessary knowledge to 
ensure informed judgments and 
opinions result, both during the 
planning and execution of an audit. 

The second and third steps in 

developing an audit strategy in the 
context of financial statements 
audits is also pertinent to the 
recordkeeping context. The 
performance of a recordkeeping 
audit involves an audit of the entire 
organisation, given that; 

"....Recordkeeping is not the province of 
archivist, records managers, or systems 

administrators alone, but an essential 
role of all employees..." 

Theoretically the recordkeeping 
auditor could adopt the financial 
statements approach in taking a 

closer look at the organisation but 
instead of dividing the organisation 
into organisational or structural units 
it would be more beneficial to use a 
functional basis for division. This 
approach would account for all areas 

of recordkeeping and not just the 
formal records management system(s) 

in place. Clearly the analysis of what 
is required of the recordkeeping 
auditor brings to light the need for a 
clear understanding and capacity to 
apply the theoretical underpinnings 
of recordkeeping concepts. 

The realisation of these steps would 
bring together the detailed 
recordkeeping audit plan. Selection 
of actual audit procedures can begin, 
followed by drafting of the audit 
program as described above. 

Evaluation of internal controls could 
further supplement the audit process. 

The internal control environment 
and principles underlying internal 
control mechanisms can be expanded 
in the record keeping context. 
Specific control mechanisms could be 

identified in all aspects of the 
organisation and not just restricted 
to the accounting system. For 
example, what control mechanism 
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are in place to ensure that records 

are captured? In the electronic 
records environment, EDP controls 
may be more relevant. Looking to 

design specification to ensure that 
evidential requirements are met. 

Taken further, appraisal processes 
could also be subjected to internal 
control evaluations. What controls 
exist to ensure that disposals are 
properly authorised? Has the 
appraisal process as documented in 

policies and procedures adequately 
addressed risk factors in determining 
appropriate retention periods? Are 

procedures in place which require 
periodic review of disposal authorities? 

Specific compliance tests of internal 
controls can be designed to address 
these questions. The assertions being 

tested will be the same as those 
described in financial statements audits: 

existence, effectiveness and continuity. 

Financial based audits utilise statistical 
techniques to determine the timing 
and extent of substantive testing 

required during the performance of the 
audit. Incorporated are key concepts 
of "sufficient and appropriate" audit 
evidence as I described earlier and 
complimentary concepts such as 

materiality. These concepts can 
have application in the recordkeeping 
context. Recordkeeping systems 
should be designed and implemented 
to provide for appropriate levels of 
evidence to be stored as records . 

Given this attribute the relevance of 
materiality and other concepts 
described above is clearly seen. The 
context in which records are created 
within an organisation gives rise to 
different levels of risk associated 
with non-compliance of the 

recordkeeping requirements and 
auditing assertions. Functional 
analysis once again becomes a necessary 

precursor in determining the 
application of materiality and other 
gauges in the recordkeeping context. 

The methods of collecting sufficient 
and appropriate audit evidence would 
be similar to that of financial statements 
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audits with primary objective of 
collecting underlying evidence about 
the recordkeeping assertions and 
corroborating or supporting evidence. 

Inspection, observation, enquiry and 

reperformance would be the most 
powerful tools in the performance of 
audit procedures. In the case of 
compliance testing on internal controls 

physical flow through procedures 

would be most emphasised. For 
example tracing a particular transaction 

through the organisation, noting 
satisfaction or failure of recordkeeping 
requirements along the way. 

The above discussion has brought to 

light many useful facets of financial 
statements audits and their 
applicability to the recordkeeping 
context. The strategies adopted do 
provide the profession with some 
clues but obviously need to be 

further refined to fit the recordkeeping 
framework. They do provide an 
important starting point if only to 
direct us purposefully. The analysis 
of audit methodologies should not 
stop here, prematurely, as the 
profession could certainly benefit 
from the expertise of other auditing 
professions which might prove to be 
more relevant for the circumstances. 
An influential implication that 
comes out of this analysis is the need 
to accurately define and evaluate 
recordkeeping regimes and the 
underlying conceptual framework 

within practical and operating 
circumstances. With this knowledge 
in hand a clearer understanding of 
the corresponding auditing 
requirements will prevail. 

FOOTNOTES 
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Records Management: Part 1: 
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Statement of Auditing Standard 
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General Requirements, Foreward, p4 

ib. id, para 23 

op. cit., Gul EA., et. al., p116. 

op. cit., Gul F. A., et. al., p117. 
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Australian Accounting Standard 
ASS 5- Materiality in Financial 
Statements., par a 14 

IT/21 Draft Australian Standard 
Records Management: Part 2: 

Strategies for Documenting Business 

Activity Through Recordkeeping, 
para 4.3. 

IT/21 Draft Australian Standard 
Records Management: Part 1: 

General Requirements, Foreward, p4 

12.IT/21 Draft Australian Standard 
Records Management: Part 1: General 

Requirements para 4.2. 

This paper was presented at the twelth 
National Convention in Melbourne 
September 1995. 
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TRIAD 
DATA MAGIC PTV LTD 

Authorised INMAGIC Dealer 

Tel (03) 9 696 4866 
Fax (03) 9 696 4869 

The software which combines 
database, text ad image 
management and is 

Easy to use 
Flexible 
Fast 
Powerful 

Triad's Imaging Service is 
available for scanning of 
documents for Records 
Management, Archives and 
Litigation Support or imaging of 

pictorial material for Galleries. 
Museums and Historical 
Societies. 
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Are your products in 
the RA/IAA Product 

Directoty? 
The "RMAA Product Directory" is the most 
comprehensive listing of records management 
products and services available in Australia. 

Product lists are under the headings: 
Bureau Services 
Computer Systems 
Conservation Services 
Consultants 
Destruction Services 
Disaster Recovery 
Filing Systems 
Micrographics 
Personnel Placements 
Record Retention Scheduling 
Reprographics 
Restoration 
Stationery - Filing 
Storage - Secondary 
Storage - Systems 
Training 

Inquiries: Rosemary Kaczynski 
Tel: (03) 417 3738 



QUEENSLAND BRANCH REPORT 

The 
seminar program 

continues to be of interest to 
members. In past months 

seminars have covered the topics of 
Disaster Planning, and recovery, To 
Image or Not to Image, and 
Convincing Management You Have 
the Right Solution with Tony 

NSW BRANCH REPORT 

The 
NSW Branch has enjoyed 

a high degree of success in 
the latter part of the year 

and has been particularly active in 
planning the future direction of the 
Branch for the coming 12 months. 
A number of administrative 
decisions have been made which 
have enabled the Branch to 
rationalise its special events by 
focussing more on Seminars, 
Workshops and Breakfast events. 
We have also reduced the number of 
members meetings, to six per 
annum and have concentrated on 
obtaining quality presenters for all 

meetings. Our 1996 Branch 
calendar has been produced and 
distributed to members. It shows all 

Branch Reports 
Poynton of Canon Australia. 
Videos of each presentation are 

available for $20 from thc Branch 

Secretary. Forthcoming topics 
include: Quality Management and 
TQM practices, and What the 
Computer Consultant Won't Tell 

You about your New Computer 
System. 

events and meetings for the year, 

thus giving members ample 
opportunity to record important 
dates. 

During the past three months, the 
Branch has mounted a concerted 
effort to follow-up lapsed members. 
Our efforts have been rewarded and 
we have found that direct telephone 
contact with members has 
personalised our image and assisted 
us in keeping members we thought 
were lost to the Branch. 
Furthermore, it has also permitted 
us to update our membership list. 

As a consequence, these renewals 
and new membership applications 
have resulted in an overall increase 
in our Branch membership 
numbers. 

SCHOOL OF INFORMA, 

Do you need to formalise your on-the-job experience to 
enhance your career prospects? 
Now is the time! Consider the possibility of full-time or part- 
time study in records management. Plan ahead. 
Do you qualify for entry through TAFE or extension studies? 
Courses available include the Bachelor of Applied Science 
(Records Management), Honours and Graduate Diploma, 
(On-campus and distance education modes) 
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curitin 
University of Technology 
Perth Western Australia 

Planning for the 1996 academic year 
in the Advanced Certificate in 

Records Management is underway. 
A wide range of subjects are being 
offered over 3 terms. 

Phillip Taylor MRMA 
Vice President 
Education and Professional 
Development 

We have farewelled the year on a 

high note the Branch can be well 
pleased with what has been a long 
and but highly productive year. 

Special thanks to all members of 
Branch Council who again have 
given their valuable time to promote 
the Association. 

Denis Comber ARMA 
Branch President 

^ I s 

Enquiries are welcome at any time. 
Course details available from: 
Margaret Pember, 
Records Management Co-ordinator, 
School of Information and Library Studies. 

Telephone: (09) 351 2732 
Facsimile: (09) 351 3152 
E-mail: Margaret@biblio.curtin.edu.au 

Curtin University of Technology 
GPO Box U 1987 
Perth WA 6001 

AND LIBRARY STUDIES 

ecor 



TASMANIAN REPORT 

I hope everyone has returned from 
their Christmas break re- energised 
and ready for all the records 
management challenges this year has 
to offer - there will undoubtedly be 

many. 

This Branch has planned a most 
active year with training courses and 
information sessions scheduled for 
every month. Training courses have 
been tailored to cater for all levels 

with subjects such as Records 
Management Operations 
(Intermediate), which is a follow-up 
to our Records Management 
Operations (Basic) held last year, 
right through to such things as 

Quality 
Endorsed 
Company 

AS 
9550 

Standard8A.sualo 

194:11 

t :0_ IOWA Ilia Ir 

Branch Reports 
thesaurus compilation, systems 
architecture and conflict resolution 
and negotiation skills. As you can 
see from this sample there will be 

something for everyone. 

With the National Marketing Plan 
now a reality the Branch can tailor 
its own strategic plan to 

complement it and ensure that we 
are all working towards the same 
goals. I feel that we all sometimes 
tend to get lost in parochialism and 
forget that we are one organisation 
striving for the same end result. 
This plan should go a long way 
towards making us a single entity 
consisting of eight member 
Branches, rather than eight Branches 
each doing their own thing without 

necessarily cons dering the welfare of 
the whole. 

Trish Wichmann ARMA 
Branch President 

THE WORLD'S RECORDS HOLDER 
When Steve Griffin managed to retrieve and hold the world's ballooning record, we went with him. 

Because when it comes to managing, retrieving and holding the world's records, PICKFORDS is the only choice. 

We have always been above the others. 

Outsourcing your records managements tasks to Pickfords makes everything simpler, easier and more efficient. 

Our computer bar codling system gives you access to your information instantly. We can link up with your computers, send hard copies 

via fax, arrange express courier delivery or provide comfortable discrete viewing rooms at our premises. 

With outsourcing, you get instant access, total confidentiality and security. 

Australia's biggest banks and insurance companies have entrusted 

their active secondary records to our care. 

We showed them outsourcing as the solution for information overload. 

Call us today and we'll do the same for you. 

PICKFORDS 

-MN 

Melbourne 387 01 65 

Sydney 748 3474 
Perth 334 5566 
Adelaide 268 8155 

Records Management Brisbane 275 2806 
Canberra 297 7500 
Darwin 47 0280 
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ACT BRANCH REPORT 

/n 
November 1995 the ACT 

Branch in conjunction with the 

University of Canberra held a 

seminar featuring Dr Luciana 
Duranti, Associate Professor of 
Archival Studies in the School of 
Library, Archival and Information 
Studies at the University of British 

Columbia. 

She is well known internationally 
and the seminar focused on her 
research on the application of the 
science of ̀ diplomatics' to current- 

NT BRANCH REPORT 

/t 
has been some time since the 

NT Branch reported in the 
Quarterly and my apologies for 

that. Our Branch Council for 

1995/96 is as follows: 

President: 
Ray Holswich 

Vice President: 
Greg Coleman 

Secretary: 

Linda Bell 

Treasurer/Registrar: 
Kay Moody 

Branch Councillors: 

Jenny Zerna 
Barbara Klose 
Judy English- Ellis 

Murray Maynard 
Pauline Honk" 
Barry Garside. 

Barry was re-admitted as an 
Associate after a long sojourn to his 
home country and Pauline is the 
new chum, (approved by Council 
6/12/95). As new "Associates" we 
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Branch Reports 
day reconikeeping. She promotes 
the concept of archives as places 

'where records are deposited so that 
they remain uncorrupted and serve 

as authentic evidence.' 

In December we held a Christmas 
Breakfast with Dan Daley from 

Canon Australia Pty Ltd presenting 
the Canon Exchange System. Dan's 

presentation highlighted the need 
for control over electronic 
information which prompted many 
questions and a lively discussion 
from the floor. 

extended our Christmas wishes to 
them by welcoming them to Branch 
Council the following week. 

The Branch is hopeful that Territory 
records management people will 
continue to take advantage of 
Murray Maynards very hard efforts 
and the RM Certificate course 
offered by Edith Cowan University 
together with NSW TAPE courses 
offered by flexilble delivery through 
the Faculty of Open Learning at 
NTU. 

We have been very fortunate to gain, 
con or simply co-opt the services of 
Arthur Langford-Smith (ACT 
Branch) to assist us with the Storage 

Media and the Law seminar during 
March 1996, we are also looking 
forward to having Ric Barry one of 
thc keynote speakers from the 
National Convention in Canberra 
join us afterwards (mid September) 
for a one day seminar. 

Recognition of records management 
and those working in our profession 
and/or industry has always been of 
concern for most of us in the NT 

One of our tireless and long 
standing Council members Kate 

McCarthy resigned as the Branches 

Federal Director in November and 

on behalf of the Branch I would like 

to thank Kate for her contribution 
as our representative on Federal 

Council. 

The 1996 Convention is progressing 

on schedule and we hope to have a 

full program ready for distribution 
in February. 

J I,enson ARMA 
ACT Branch President 

and I guess we are not unique in 

that respect. The NT government 
has finally recognised those concerns 
and the associated problems, so 
much so they are forming a group to 

promote and help co-ordinate 
records management in the NT. I 

would like to think that other 
agencies and organisations will be 
given the opportunity to participate, 
but I guess the government is a good 
place to start. Perhaps good records 
management practices, principles 
and systems will avoid a Royal 
Commission on the Top End. 

A belated Happy New Year to all 

our friends and colleagues in the 
South, West and Eastern States of 
Australia. 

Ray Holswich ARMA 
NT Branch President 

FORM,* 



Textbase Software 
The convergence of Database and Text 

Retrieval Technology 

/n 
the last issue of INFORMAA, 

Trimagic Software announced 
the availability of INMAGIC 

DB/TextWorks for Windows, a 

newly released textbase software for 
records management. 

Approximately 30,000 professionals 
throughout the world use INMAGIC 
software to more effectively manage 
records, archives, documents, and 
other types of textual information. 
This is because DB/TextWorks has 
several advantages over traditional 
records management systems or off- 
the-shelf database products, 
principally its flexibility, and 
affordability. 

GREATER FLEXIBILITY TO 

MANAGE INFORMATION 

Unlike many 'hardwired' records 
management systems, INMAGIC 
software does not impose a pre-set 
structure on your data. You, as the 
expert professional managing the 
information of your organisation, 
are free to customise the software in 
a way that best fits your 
information, needs and preferences, 
no matter how subtle or sweeping 
they may be. 

Because all fields are unlimited in 
length, your descriptions, comments, 
or any other text can be as detailed 
as necessary. Just as important, each 
field can hold an unlimited number 
of entries. For example, a 
CONTENTS field may have several 
entries for one record, and twenty 
for another. Given the diversity of 
information within an organisation, 
flexibility may be an essential 
requirement for you. In spite of this 
flexibility, search speeds are still very 
rapid, because each field (up to 250) 
can be keyword indexed. 

IMAGES SUPPORTED 

DB/TextWorks can accommodate 
scanned information in two ways. It 
can store pointers to vast libraries of 
images (with complete retrieval, 
display, and reporting capabilities) 
through an embedded imaging 
engine. It can also accommodate 
optical-character recognition to 
convert paper documents into 
electronic character-based records. 

MANAGING TEXTUAL 

INFORMATION 

In the past twenty years, organisations 
around the world have invested 
heavily in database management 
systems (DBMS) to manage and 
control large quantities of 
information. Primarily, these DBMS 
capture, manage, sort, report and 
derive greater value from numeric 
information - sales statistics, 
receivables schedules, inventory 
counts, and similar data. However, 
total information is not only in 
numbers, but also in text. In fact, 
recent studies suggest that at least 70 
percent of corporate information 
resides in a textual form. 

Textual information means not just 
documents, but also electronic files 

and e-mail. Examples of textual 
information include: contracts, 
bids, proposals, customer and 
prospect information, 
correspondence, company policies, 
industry or governmental 
regulations, insurance policies, 
resumes, meeting minutes, 
competitive intelligence, electronic 
mail, legal documents, schematics, 
blueprints, even photos or images. 

This textual information is 

frequently undermanaged or 
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mismanaged. Given the large 

productivity and competitive 
advantages gained from numerically 
oriented DBMS that manage 30 
percent of the information, it is 

logical to conclude that similar 
benefits are accrued through the 
management of text information. 

THE NEED TO MANAGE TEXT 

At first glance, the need to manage 
text might not be apparent - until 
you have tried. However, word 
processing software, e- mail, OCR, 
on-line databases, and CD-ROM 
publishing have converged to create 
vast volumes of text that can provide 
not only operational advantage, but 
also strategic insight. Consider the 
following examples from organisations: 

A custom engineering firm uses a 

separate textbase to track all of the 
documents associated with each of 
its complex projects. The firm tracks 
proposal, invoices, bids, contracts, 
memos and correspondence including 
author, product type, and deadline. 

A human resources department 
creates a resume textbase that is used 
to match applicants to job openings, 
saving outside recruitment time and 
costs. 

A shop floor employee has instant, 
unattended access to detailed 
regulations for handling hazardous 
materials. With this access, he or she 
avoids time-loss injury, potential 
fines, and litigation. 

A consumer goods firm tracks 

customer inquiries, comments, and 
complaints in a textbase. Operators 
can instantly retrieve recommended 
responses through a linked knowledge 

base. By collating enquiry trends, 
management can identify areas for 
redesign, recall, or upgrade. 

On closer examination, the need for 

managing text is, indeed, widespread. 

Recently Trimagic has provided 
solutions for information management 
needs as diverse as a large government 
department, and a Barrister-at-Law, 
using INMAGIC software. 

The government department located 
in Sydney had a very large collection 
of plans, architectural drawings, 
documents and contracts 
electronically stored using a standard 
database product. Due to certain 
limitations, they required a more 
flexible text retrieval software which 
could also display images. All the 
documents have been scanned and 
stored on CD ROM, and can now 
be linked to a comprehensive index 
to the data which has been created 
using DB/TextWorks. As this project 
has not been finalised, the name of 
the department cannot yet be disclosed. 

INMAGIC was also used in 
conjunction with CD ROM to present 

evidence by counsel for the one 
Australia syndicate in a US court. 
Dr Dayle Smith, Barrister-at-Law 
and Counsel for John Bertrand and 
the one Australia America's Cup 

INMAGIC DB/TextWorks for Windows 
Textbase software with integrated image. management 

CALL TRIMAGIC SOFTWARE Records management 

Authorised Dealer & Training Centre 
for a FREE DEMO DISK or consultation 
Ph: (02) 413 1799 Fx: (02) 413 1710 

Experienced consultants in 

information & records management 

campaign, chose this solution for 
two boat protest for America's Cup 
XXIX heard in December 1994. He 
required (very quickly) a portable 
system which would enable him to 

rapidly identify precise documents, 
and display them on screen. According 
to Dr Smith, the effect of the final 

product did improve his ability to 

present the case in a more persuasive 
light. He said, "The quality of the 
digital images was superb, and the 
flexibility of being able to use them 
in different ways was appreciated". 

INMAGIC products and services 
are available from Trimagic Software, 
located in Sydney. Trimagic has 

been distributing the INMAGIC 
range of products and services 
throughout Australia and Asia for 
over 10 years, and our company is 

an experienced provider of information 
solutions in the records management 
field. We have authorised representatives 

throughout Australia who can assist 

you in customising applications to 
suit most needs. Bar code 
processing, image processing, CD 
production, records management 
applications, consultation and 
training are provided by Trimagic. 

INQUIRIES 

Helen Jones 
Trimagic Software Pty Ltd 

Authorised INMAGIC Dealer - 

Australia & South East Asia 

Phone: (02) 413 1799 
Fax: (02) 413 1710 

INMAGIC 
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SPII 

The 
proliferation of electronic 

documents and incoming 
paper document are providing 

management the opportunity to 
redefine their records management 
needs. 

TOWER Software has continued to 
develop its product TRIM for 
Windows and is offering customers 
a records management system that 
will effectively manage all types of 
records whether they be paper or 
electronic based. 

In addition to the traditional 
management of files customers can 
through the selection of appropriate 
modules record, catalogue, relate, 
apply workflows, archive and restrict 
access to: 

paper documents 
electronic stores 
archive boxes and, 
electronic records (eg Word, Excel, 

images, CD-ROM etc). 

FEATURES 

TRIM interfaces with Oracle and 
a number of other Microsoft ODBC 
compliant client/server RDBMS 
systems. 

TRIM was engineered from the 
ground up, using modern Object 
Orientated techniques and 
represents a generational; leap 

forward in records management 
systems. 

TRIM was designed in 

accordance with the Microsoft 
Standard Windows style known as 

Multiple Document Interface (MDI) 
like your MS Word, MS Excel and 
MS Mail. 

TRIM is capable of managing 
multiple and diverse records within 
a single database (for both paper, 

electronic records and multiple media). 

TRIM includes a highly 
sophisticated retention and 
archiving system, the 
implementation of which alone 
justifies the purchase costs. 

TOWER Software has been 
certified as an "Endorsed Supplier to 
the Australian Government". 

Leading edge software that will 

interface with other information 
management software eg, 
Watermark, DocsOpen, etc. 

BENEFITS 

Apart from having a system that will 
record paper and electronic 
documents implementation of 
TRIM for Windows will provide 
two significant benefits: 

ease of use 

long term savings in resources, 

time and money 

Since the release of version 2 of 
TRIM in April 1995 over 100 

organisations in Australia, New 
Zealand, USA and South Africa 
have selected our product. (Refer to 
advertisement on page 8) 

TOWER encourages organisations 
to talk to us about their records 
management needs to see how 
TRIM for Windows can help. 

CONTACT: 

Michael Cliff 
TOWER Software 

10 Geils Court 
DEAKIN ACT 2600 

Phone: (06) 282 4655 
Fax: (06) 281 5082 
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Opticon Sensors 
Close Range Laser Scanner 

Anew 
handheld laser terminal 

from Opticon, the 
CLT1923, can scan from a 

distance and at very close range, 
making it both unusual and very 

versatile. 

Able to read from 380mm - Omm, 

the CLT1923 goes beyond the 
traditional laser scanner that reads 
only from a distance. It provides a 

host of good features. 

At 190 grams (including batteries) 
the unit is very light. Use of 
commercially available dry cell 

batteries means there is no need to 
recharge batteries. This makes it 
very cost effective. 

The CLT1923 also has a RS232 
port built in that allows direct or 
remote downloading to a host 
computer. No cradle is needed. 

For easy reading at night time and 
early in the morning, the CLT1923 
is equipped with a large graphic 
LCD (16 characters x 8 lines) that is 

backlit. Ability to change font sizes 

further enhances use by the 
operator. 

Other key features include a high 
scan rate of 100 scans per second for 
productivity, an IP65 'splash water' 
rating for durability, a powerful 32 
bit RISC processor for speed, C 
programming for customising 
applications and a variety of 
available memory sizes. 

The CLT1923 performs well in 
many different applications. 

CCD SCANNING AT A 
DISTANCE 

Those looking for a CCD contact 
scanner that can also read from a 
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distance will like Opticon's new 
XLT1000 scanner. 

The XLT is packed with nice 
features. It reads from a contact 
scan and also up to 130 mm, on 
average, from the barcode. There is 

a choice of a 60mm or 80mm 
scanning aperture both of which 
have the ability to read barcodes 

wider than the aperture width. A 
standard onboard decoder and 
interface on the XLT means it can 
connect directly to virtually all 

computer systems. Interfacing 
options include RS232, wand 
emultion, keyboard wedge and 

OCIA. Using one scanner for all 

interfaces creates a great deal of 
flexibility. 

The scan rate is programmable up to 

200 scans per second on the XLT 
and the scanner is fast enough to 

process every scan. This quick 
sampling allows a fast handling of 
products. 

The XLT1000 can easily read very 
high density labels, dot- matrix 
labels as well as coloured labels. 
And with power consumption of 
only 50mA (at 200 scans/sec), the 
XLT1000 is well suited to portable 
applications. 

The XLT's onboard programmable 
flash-ROM means the unit is not 
just menu programmable. This 
scanner has the ability to store a 
program written by users for 
specialised applications. Its 

programmability also provides easy 

software upgrades for both firmware 
and applications using Opticon's 
powerful DMC interpreter 
language. 

The XLT1000 aims to broaden the 

scanner's usefulness for those mainly 
doing contact scanning work. 

FOR MORE INFORMATION 

CONTACT: 

Dennis O'Connor 
Opticon Sensors 

Phone: (02) 878 5577 
Fax: (02) 878 5827 

e 
CALL FOR 
PAPERS 

Readers are invited to submit 
articles for publication. They may 
be in the form of case studies, 
conference papers, book 
reviews, surveys or any report 
which may be of national interest. 

Contributions should be typed & 
double spaced. Please include 
a short biography together with 
a black and white photograph. 

Submissions may also be made 
in electronic format on a 3 1/2 
inch diskette with Wordperfect 
5.1 preferred or alternatively as 
a standard ASCII text file from 
other word processing software. 

Send articles to 
Ken Ridley, Chair lnformaa 

Quarterly Editorial Committee, 
PO Box 8213 

Perth Business Centre 
PERTH WA 6849 

Deadline for the 
May 1996 issue: 

23rd March 1996 



UCollect Items 
Management 

Expanding 

and Simplifying 
your Information 
Management...It's hard to 

find information with your hands 
tied. Traditional systems let you 
manage and locate files and 
correspondence. But other relevant 
information sources such as books, 
maps, drawings and photographs, 
electronic documents or geological 
core, go into separate databases, if at 
all. You may even have to use a 
different software package! Then 
separate searches of each database 
take forever. Valuable information 
just doesn't get found! 

Total records management system 
for all information sources 

Logical Technologies has designed a 
system to overcome this problem. 
UCollect is an innovative, flexible, 

full-function records management 
system that can handle all your 
information sources. 

UCollect's focus is "item type" 
management. It is designed to make 
the customisation of each item type 
easy. Your system administrator can 
set up an unlimited number of item 
types and can then customise any or 
all of the following attributes for 
registration fields for each Item Type: 

field labels; you can use the 
terminology you want, and it may 
be different for each item type. 

whether the contents of the field 
are indexed; you may wish to index 
the contents of new fields for some 
item types and not for others. 

whether a look-up (legal list) is to 
be provided. 

whether entry is mandatory 

the length (up to 240 characters) 

the format: alpha/numeric; date; 
whether an item is an electronic 
document and may need to be 
viewed electronically. 

You may chose from 29 fields. Nine 
of these are linked to records 
management tasks such as titling, 
numbering, movements and 
classifications. The remaining 20 
fields are user-defined which can be 
used for any purpose eg. to record 
old file names, name and addresses 
of correspondents or to call up 
electronically stored documents. 

Simplifying Information 
Management 

UCollect can be really useful in 
simplifying your work and lessening 
your workload. 

UCollect provides easy navigation 
between records management 
functions. For example, the 
Registration screen includes pull- 
down menus for everyday records 
management tasks required by you, 
the records staff: Search, 
Movements, Actioning and 
Disposal. You do not have to leave 

one module to carry out other 
commonly used tasks. 

Searching for information is 

performed from the one easy to use 

screen. UCollect's design means 
that users do not have to nominate 
which item type and field to retrieve 
information; the user can search 
across all indexed fields for any or all 

item types. 

Other features designed to make 
your task easier include: 

physical or logical cross- 
references (association) to other 
items; you may set up links 
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individually or in bulk with other 
items, even if they arc of different 
item types. 

online thesaurus for vocabulary 
guidance during registration and 
searching. 

structured titling linked to 
classification schema. 

UCollect also addresses one of the 
most repetitive tasks in records 
management - disposal. Many 
records managers find the tasks 
associated with sentencing and 
disposal of individual records 
onerous, but all recognise the 
importance of the task. UCollect 
reduces the burden of one-by-onc 
sentencing by providing automatic 
sentencing at registration. If you 
use this option, all you will need do 
is to link item classifications with 
appropriate disposal templates. 

- UCollect Items Management System 
Complete Records 

Management 

Registration 
Movements 
Attachments 
Actioning 
Searching 
Disposal 
Reporting 

Unlimited Item Types 

Sales, Personnel, etc 
Correspondence 
Photographs 
Drawings 
Journals 
Electronic Documents etc 

File types e g Administration, 
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Then those items will have their 
sentences allocated automatically 
when they are registered, and 

sentence schedules will be triggered 
when the items are closed. 

As normal within UCollect, 
functions such as automatic disposal 

are provided as options which you 
choose to apply co relevant items. 
Depending upon the business rules 
you set for yourself, you will also 
have the facility to manually 
intervene and make changes later. 

UCollect "Items Management" 
offers a whole new approach to the 
task of managing information, yet 
incorporates all traditional records 
management functionality. It is 

designed to empower records 
managers, to place them at the 
centre of an 'information hub' that 
facilitates decision-making and that 
covers all information sources 

relevant to individual organisations. 

For further information or 
demonstration, please contact 
Jenny Robins at Logical 
Technologies, 2nd Floor, 535 
Flinders Lane, Melbourne, 
Victoria, 3000, 

Phone: (03) 9629 5200, 
Fax: (03) 9629 8383 
eMail: marketing@lt.com.au 

Automated, High 
Productivity 

Disposal 
Cross-Referencing 
Managing Attachments 

Customisable 
Up to 29 Fields 
User defined field labels 
Business Rules 
- Numbering 
- Titling 
- Legal Lists 

Any or all fields indexed for 
search purposes 

Writ), For Further information contact Jenny Robins or Mario Misso at 
Logical Technologies Pty. Ltd. Ph (03) 9629 5200 Fax (03) 9629 8383 

na 

Powerful 
Search 

Across one or more item types 

Across any or all fields at once 
Many searching options 

Unusual Flexibility 

Open Systems 
Windows, Macintosh, Motif etc 

most Network Protocols 
most molar databases 
DOS, UNIX, VMS and many 
other operating systems 
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MEMBERSHIP 
BENEFITS 

Professional 
development through 

Branch meetings, State 
Seminars & National 

Conventions 

Opportunity fo 
Professional recognition 

as Associate (ARMA), 
Member (MRMA) & 

Fellow(FRMA) 

gr.' INFORMAA FEBRUARY 1996 

Reduced fees for Branch newsletters & 
conferences & seminars 

Networking 
opportunities with 
people who speak 
"your language" 

seer 

RM 
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Informaa Quarterly Index 
Volume 11 1995 

AWARDS 

"Excellence in Records Management at Murdoch", by Regis Williams, No.2, May 1995, pp 22-24 

BOLTON, John 

"Freedom of Information and Protection of Privacy'", No. 4, Nov. 1995, pp 5-10 

BOOK REVIEWS 

"Past as Prologue: The Royal Commission into Commercial Activities of Government and Other Matters", reviewed 

by Ken Ridley, No. 3, Aug. 1995, p 35 

CASE STUDIES 

"Excellence in Records Management at Murdoch", by Regis Williams, No.2, May 1995, pp 22-24 

"Freedom of Information and Protection of Privacy" by John Bolton, No. 4 Nov 1995, pp 5-10 

COMPETENCY STANDARDS 

"Three "W's" of Competency Standards: What Are They, Where Do They Fit, And Why Have Them?", by Ray 

Holswich, No. 3, Aug 1995, pp 20-22 

CONVENTION REPORTS 

"Electronic Records: Terra incognito in the Modern Office: The Playing For Keeps Conference'", No. 3, Aug 1995, pp 6-7 

"The 1995 National Convention in Melbourne: How and What is Was'", reviewed by Marjorie Dalvean, No. 4, Nov 

1995, pp 17-20 

CODE OF ETHICS SEE ETHICS 

CROFT, Alison 

"Is Records Management a Candidate for Outsourcing", No.!, Feb 1995, pp 5-7 

EDUCATION 

"Education Report" by Dennis G Wheeler, No. 4, Nov 1995, pp 48-50 

"Sources of Expertise: Education and Training for Tomorrow's Records and Information Manager", by Vicki 

Wilson, No. 2, May 1995, pp 7-10 

ELECTRONIC DOCUMENT/RECORDS MANAGEMENT 

"Electronic Records: Terra incognito in the Modem Office: Thc Playing For Keeps Conference'", No. 3, Aug 1995, pp 6-7 

"Investigating Electronic Recordkeeping in Western Australian Public Sector Agencies", by Vicki Wilson, et al, No.4, 
Nov 1995, pp 23-28 

"Managing Electronic Records in the Modern Office" by John McDonald, No. 3, pp 8-15 

"Under Control: Putting Electronic Records Management in its Place" by Lee Welch, No. 2, pp 30-33 

ETHICS 

"Ethics and the Records Manager: is there any relationship?" by Stephen Yorke, No. 1, pp 17-19 

"Practical Ethics and the Records Manager" by Stephen Yorke, No. 3, pp 24-29 
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EVIDENCE 

"Emerging Technology - Evidentiary Issues - the South Australian Approach", by Graham Pratt, No. 1, Feb 1995, pp 8- 13 

FOI SEE FREEDOM OF INFORMATION 

FREEDOM OF INFORMATION 

"Freedom of Information and Protection of Privacy", by John Bolton, No. 4, Nov. 1995, pp 5 - 10 

HOLSWICH, Ray 

"The Three "W's" of Competency Standards : What Are They, Where Do They Fit, And Why Have Them?", No. 3, 
Aug. 1995, pp 20 - 22 

IMAGING 

"Emerging Technology - Evidentiary Issues - the South Australian Approach", by Graham Pratt, No. 1, Feb. 1995, pp 8 - 13 

INTERNET 

"The Internet Records Management LISTSERV Groups'", by Susan Myburgh, No. 3, Aug. 1995, pp 30 - 31 

LEGAL ISSUES 

"Emerging Technology - Evidentiary Issues - the South Australian Approach", by Graham Pratt, No. 1, Feb. 1995, pp 8 - 13 

"Freedom of Information and Protection of Privacy", by John Bolton, No. 4, Nov. 1995, pp 5 - 10 

"Information Collection, Data Matching & Privacy", by Vicki Wilkinson and Patricia Looker, No. 2, May 1995, pp 26 - 28 

MCDONALD, John. 

"Managing Electronic Records in the Modern Office" No. 3, Aug. 1995, pp. 8 - 15. 

MYBURGH, Susan 

"The Internet : Records Management LISTSERV Groups'", No. 3, Aug. 1995, pp 30 - 31 

OUTSOURCING 

"Is Records Management a Candidate for Outsourcing" by Alison Croft, No. 1, pp 5-7 

PRATT, Graham 

"Emerging Technology - Evidentiary Issues - the South Australian Approach'", No. 1, Feb. 1995, pp 8 - 13 

PRIVACY 

"Freedom of Information and Protection of Privacy", by John Bolton, No. 4, Nov. 1995, pp 5 - 10 

"Information Collection, Data Matching & Privacy'", by Vicki Wilkinson and Patricia Looker, No. 2, May 1995, pp 26 - 28 

PROFESSIONAL RECOGNITION 

"Excellence in Records Management at Murdoch", by Regis Williams, No. 2, May 1995, pp 22 - 24 

"The Three "W's" of Competency Standards : What Are They, Where Do They Fit, And Why Have Them?", by 
Ray Holswich, No. 3, Aug. 1995, pp 20 - 22 

SMITH, George R. 

"The Office of the Future'", No. 4, Nov. 1995, pp 11 - 15 

TECHNOLOGY 

"Electronic Records : Terra incognito in the Modern Office : The Playing For Keeps Conference", No. 3, Aug. 1995, pp 6 -7 

"Information Collection, Data Matching & Privacy'", by Vicki Wilkinson and Patricia Looker, No. 2, May 1995, pp 26 - 28 

"Investigating Electronic Recordkeeping in Western Australian Public Sector Agencies", by Vicki Wilson, et al, No. 4, 
Nov. 1995, pp 23 -28 
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TECHNOLOGY (cont..) 

"Managing Electronic Records in the Modern Office" by John McDonald, No. 3, pp 8-15. 

"The Internet : Records Management LISTSERV Groups'", by Susan Myburgh, No. 3, Aug 1995, pp 30- 31 

"The Office of the Future'", by George R. Smith, No. 4, Nov. 1995, pp 11 - 15 

TRAINING 

"Education Report" by Dennis G Wheeler, No. 4, Nov. 1995, pp 48 - 50 

"Sources of Expertise : Education and Training for Tomorrow's Records and Information Manager", by Vicki Wilson, 
No. 2, May 1995, pp 7- 10 

WELCH, Lee 

"Under Control: Putting Electronic Records Management in its Place", No. 2, May 1995, pp 30-33 

WHEELER, Dennis 

"Education Report'", No. 4, Nov. 1995, pp 48 - 50 

WILKINSON, Vicki, and LOOKER, Patricia 

"Information Collection, Data Matching & Privacy", No. 2, May 1995, pp 26- 28 

WILLIAMS, Regis 

"Excellence in Records Management at Murdoch", No. 2, May 1995, pp 22 - 24 

-WILSON, Vicki, et al 

"Investigating Electronic Recordkeeping in Western Australian Public Sector Agencies", No. 4, Nov. 1995, pp 23 -28 

"Sources of Expertise : Education and Training for Tomorrow's Records and Information Manager", No. 2, May 
1995, pp 7-10 

YOFtICE, Stephen. 

"Ethics and the Records Manager: is there any relationship?", No. 1, Feb. 1995, pp 17-19 

"Practical Ethics and the Records Manager", No. 3, Aug. 1995, pp 24-29 

Informaa needs your help to report on the new faces that are 

emerging in the Records Management Industry. 

In every edition of Informa there will be a new section that 

reports on new people in new positions or people with new 

ideas. If you or anyone you know has recently changed 

positions or developed a new idea for records management, 

Informal would like to know about it. 

All you need to do is send us a photograph and fifty words and 

we will consider it for printing in Informaa. 

Deadline for copy and photos 23 March 1996 

Please send copy and photos to: 

Marketing Advisers for Professionals 

Cnr Scott Street & Parnell Place 

NEWCASTLE NSW 2300 

Tel: (049) 29 7766 Fax: (049) 29 7827 
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Yes I would like to know more about the following products 
which appeared in INFORMAA Quarterly - Volume Twelve 

Number One. (Please Tick) 

Name: 

Company: 

Address: 

Postcode: 

Type of Business: 

Position: 

Telephone: ( 

Facsimile: ( 

Please post or fax a copy to: 

Marketing Advisers 
for Professionals Pty Ltd 

Corner Scott Street and Parnell Place 
Newcastle NSW 2300 
Telephone: (049) 29 7766 
Facsimile: (049) 29 7827 
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Dialog Pty Ltd, Dialog House, Level 1, 

22 Marie Street, Milton, Queensland 4064 
Tel: (07) 368 2011 Fax: (07) 369 0815 

A fully integrated product , Concord for 
Windows provides complete control 
over files, paper-based documents, 
electronic documents and images. 

Concord for Windows makes storage and 
retrieval easy. Point and click "drill-down" 
functions allows retrieval of electronic 
documents into native applications. 

Physical documents are controlled by a 

technically advanced bar coding facility 
to warehouse and ensure data integrity. 

a e onto 
Ad Hoc Inquiry & Reporting 

Document Management 

Records Management 
Library Management 

Image Management 

Concord Database 

Word Dictionary 
Thesaurus 

Security 

Text 
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Quality 
Endorsed 
Company 
Lic 0644 

A Standards Australia 

CONCORD .FOR WINDOWS 



Are you using the World's best 
Document Management System? 

FIND OUT NOW... 

al your document 
'Management 
system: 

Does your 
system manage: 

Does your 
standard 
package include: 
(not third party add-ons) 

Can your vendor 
offer: 

Quality 
Endorsed 
Company 

OEC58.4 
ISO 9001 

A Easy-to-use? 
Quality endorsed to 1609001 standards? 
Proven, fast and totally reliable? 

A Physical documents (files and paper)? 
A Electronic documents? 
A Images? 
A Workflow? 

Retention and disposal? 

A High speed search engine? 
A Report writer? 

Extensive box and records storage management? 
A Classification system (Keyword Thesaurus)? 

Barcode support? 
A Full security? 

import and export of data? 
A Global change facilities? 

A Professional training throughout Australia? 
A Telephone, fax and E-mail support? 
A Consultancy? 
A Data conversions' ? 

ff you answered YES to all the questions: 
Congratulations! you must be using GMB's 
RecFind-Corporate. 1996 will bring you 
great joy and happiness! 

ff you answered NO to one or more 
questions: 1996 may bring a very large 
pile of unmanageable information causing 
great frustration and no joy at all. 

BUT WAIT Purchase RecFind-Corporate before June 30, 1996 
and mention this advertisement and we'll convert the data from your 
existing electronic system free of charge. Call GMB on (02) 418 6333 
today to discuss your requirements with the experts in the business. Providing Information 

Management Solutions 
RecFind - The World's Best Document Management System. since 1984. 

GMB RIMS ACN 002 879 254 PO BOX 867 Crows Nest 2065. Tel: 02 418 6333 Fax: 02 418 6636 Com,userve: 100236 402 Internet 100236.402@com ,userue.com 
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