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When they want to know,
do you tell them
where to go?

Now anyone can get what they want and you can get on with your job

FileMaster is the ultimate records management software. Not only
is it powerful and completely at home in Mac, Power Mac, Windows,
Windows 95, Windows NT and OS/2 environments, it's so easy to
use, anyone can do it with minimal training. In fact, a major user
reports, “Staff can be trained in searching facilities and reporting in
around one hour, with little follow-up support required.” Full details
of this and many other compelling testimonials are available from
DB Developments.

FileMaster records, controls and tracks the creation, movement and
contents of files, archives or other records. You can design your own
information control system, quickly and easily. And it’s so easy to

use, you can show anyone how to get access to whatever they want
- and what you allow them to see. So you won't be pestered for
information that anyone could get - if only they knew how.

Works the way you do

You can tailor FileMaster to work the way you do, so you're not
e b . el DB DEVELOPMENTS
trying to fit square pegs in round holes. Data entry is quick and

simple. And you can find what you're looking for in an instant.

47 Falcon Street, Crows Nest, NSW 2065.
Tel: (02) 9954 4687 » Fax: (02) 9954 5381
E-mail: 100240.1500@compuserve.com

Join leading Australian corporations that use FileMaster for total

control over their records management.

Call DB Developments for more information on (02)9954 4687
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Editorial

here is no doubr that records

impact on almost every facet

of our lives. The Australian
Financial Review recently published
an article on the ubiquitous capital
gains tax, introduced in 1985 to tax
the profits from asset sales. Many
Australians, it seems, fail to keep
even the most rudimentary records
of their own financial transactions

and the Australian Taxation Office
has re-printed a bookler entitled
“Capiral Gains Tax - What You Need
to Know”. The onus falls on the
individual taxpayer to maintain
derailed records of transactions (real
estate, share trading, stamps and
antiques etc) and records may need
to be kept indefinitely, or ar least
until 5 years after the sale of the
asset. Obviously, a person who
maintains meticulous records will
have few problems, burt on the other
hand, it could prove to be expensive
to have a detailed report of retrospective
transactions prepared by an expert.
The Australian Taxation Office can, of
course, also fine you up to $3000 for
inaccurate records!

I am sure thart the Internet will
continue to impact on records
managers for the foreseeable future
and in this issue we are pleased to
reprint a timely interner article from
the UK Records Management
Journal. Peter McDonald (one of

our few long term contriburors) has
written a thought provoking article
on less paper and faster service -
something to which we all aspire.

As you read this edition, most
branch council elections will have
been completed and a new group of
practitioners will have mer to plan
for the challenging year ahead. The
commitment of these people to
holding seminars, conventions and
identifying new issues as well as the
administrative and financial
operations of the RMAA often go
unnoticed. I encourage all members
of the Association to consider an
upgrade to their professional status
and volunteer to help this small but
dedicated group of councillors. The
Associations is only as good as the
commitment of its professional
members and there is no shortage of
issues for us to address.

Ken Ridley
National Coordinator
Informaa Quarterly

Letters To The Editor

Dear Editor

am deeply concerned abour the

trend amongst various levels of

government towards adopting one
records management package for the
whole of government. [ am even more
concerned that this trend has received no
discussion in the records management
journals and newsletters.

The adoption of one package for a
total government solution, whether it
be stare or federal government, poses
many dilemmas. Are governments now
saying that it doesn't matter what the
problems are in the management of
records? Are the powers that be

Vil

deciding that software X is the
solution to all your problems? What
happened to the investigation and
analysis of the existing systems, and
the determination of the best fit solution?
Surely as professionals, records managers
and records management consultants
should be opting for the software that
best suits a particular environment?
By forcing agencies to adopr one
software central agencies are ignoring
the diversity of government agencies.

And of course what happens when
the biggest client in the records
management sphere adopts one
software package? What affect will
this have on comperition? What

impact will this have on future
systems development? Will the
suppliers need to advertise or
sponsor records management
conferences and seminars if they
have the marketplace tied up?

And my second issue, why aren’t
records managers discussing this in
the forums available? Too scared of
the software suppliers? Or just not
really sure what to make of it all? I
find it hard to believe that I am the
only one concerned about this trend.

Mary Ann Rosenthal
Eltham, Victoria

INFORMAA AUGUST 1996
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The Internet & You

Authors

DAVID RYAN and
ALAN MURDOCK

David Ryan currently manages the
records centre of the pharmaceutical
company, Pfizer Ltd (Central research
division) at Sandwich in Kent. He was
formerly Curator of Maritime Records
at Merseyside Maritime Museum and
began his career as a Records Manager
for Merseyside Residuary Body. After
graduating from Kings College, London,
he gained a Diploma in Archives

Studies from University College, London.
Alan Murdock also works at Pfizer Ltd

in Sandwich with primary responsibility
for retention scheduling and supporting
IT projects. He was formerly Assistant
City Archivist in Edinburgh and began
his career at the BBC Records Management
Unit. After graduating from Edinburgh
University, he gained a Masters in
Archives and Records Management at
Western Washington University.

Abstract

The Internet features more and more
frequently in the media as the impact
of the information society grows and
the traffic on the information highway
expands. In this article the authors
explore the ways in which the Internet
is affecting the field of records
management. They describe the
Internet, the three methods of
connecting to the Net and discuss the
growth of e-mail with particular
reference to its status and retention.
The Internet also provides, via list
servers, a forum for exchange of
information amongst records managers
and the most active lists are identified
with their addresses given in an
Appendix. The authors conclude by
arguing that, although, at the present
time, the idea of managing or

“

controlling the Net runs counter to the
freedom of expression which is its
principal characteristic, in time the records
manager will take on a greater role in
preparing users to use the NET by good
record-keeping practices within business as
well as encouraging fellow professionals
to tap into a valuable resource for their
own professional development.

Introduction

e are truly in an information

society,” begins the first

edition of Brendan Kehoe's
Zen and the Art of the Internet. The
Internet allows access “to a ‘virtual’
library of millions of volumes and
thousands of papers (which) affords
them the ability to incorporate a body
of knowledge heretofore unthinkable...

The possibilities are endless.”™

For records managers, wherever they
may be placed within an organisation,
the Internet presents an inviting
opportunity to promote the good
management of electronic records,
particularly electronic mail (e-mail),
through awareness of the legal and
ethical issues surrounding open
communication across many networks.
The Internet (or Net as it is commonly
known) provides an invaluable medium
for the exchange of professional
information (including jobs) and can
add significant value to an organisations
business goals (and of records
management within the organisation)
through the exchange and public
dissemination of information.

There are many publications
available including Zen (now in its
3rd edition) thar will help any records
manager or archivist who is unfamiliar
with the technical and operational
aspects of using the Internet.” The
Ner itself is perhaps the best source
of information for the latest technical

and resource developments available
to users. We have drawn extensively
on publications that have been freely
available on the Net, including
Roadmap*, What is the Internet 2*, Intel’s
Internet Guidelines®, and Listserv User
Guide from the EARN Organisation®,
to highlight issues of concern to
records managers.

What is the Internet ?

What has now become commonly
known as the Internet began more
than 20 years ago as a US Defence
Department initiative to link its
various radio and satellite networks.
The research initiative was prompted
by the desire to build nerworks that
could withstand significant disruption
such as bomb artacks. The philosophy
behind the development assumed that
any portion of the network could
disappear at any time bur thart every
compurter on the network could talk
to every other computer using Internet
Protocols (IP). The same basic
premises apply today. Internet sites
appear and disappear with great
rapidity and TCP/IP has become an
established protocol for informartion
exchange. The Internet can today be
thought of as network of networks, a
set of common protocols, a physical
collection of routes and circuits, or a
set of shared resources. The Interner
is best understood through use.

The Internert is now a global resource
connecting millions of users.
Universities have joined government
agencies in its research and
development. In Britain, the Joint
Academic NETwork (JANET) now
provides Internet connections to over
200 academic sites. The Internet has
developed through the financial
investment of those organisations
who parrticipate in the network.

_. ~ INFORMAA AUGUST 1996



A ses1 1snony vvwOsN|

‘sampasoid juawaSeueu
sp102a1 paepues jo 1red se surerSord
Sururen oiur parerodioour aq ppnoys

12UIIUT Y1 SUIPUNOLINS SANSST
[B2132 pue [eS3] “aumdas o ‘saonserd
Surdaay-sp1oda1 pood a8emooua

01 s1a5euew sp1oda1 uodn sypej 11 J
"paSetrew 3q Ued UONEBLLIOJUI A SE [[am
se £3o[outpa1 oY1 Moy uo aandadsiad
peoiq e dojaasp pue arayds [esruydal
Y1 ut s[euoIssajo1d UONBLLIOJUT MO[[3)
[21M J{I0M 01 UIed] 1snw s1aSeurw
sp1023y ‘sfeuoissajoid uoneuriojur se
3]0 UMO I1211 1B SUr0o[ jo sdem pue
saBuareyd mau s1ussaid 1urauy 2y uo
[TeW-2 JO 3sN Y ‘UONESIULSIO UL UM
saprjod rew-5 10§ Aiiqisuodsar areys 1o
PauInsse 2ABY oYM SI2SEURUT SPIODAT 10,
'suonesiuedio Auewr ut sonoerd ssaursng
pue 33ueydxa uoneurrojut jo 1red
pa1daooe ue awodaq mou sey [rew-g

[1ow-3

*$10¥J1IR [BD1I03SIY Jo suondidsap
[BMIx21 000°Q01 1240 Surureiuod
SSEQEIEP B WO UOHBULIOJUI

3O [eaa121 1x-[ny pides

sap1ao1d eL01dIA Jo Ausioatun) ‘sary
aur jo Lnoeg ayp £q padojaasp
ISBQEIEP B 01 $S008 ‘UONIPPE U]
"SUOND3[[0D dBeW] SUTAOJA PUE JULL]
‘Suimelq ‘Sunure] 2y woiy safew
O3PIA PUE [[1IS P21D3[3s 01 $SIIE
MMM pue 1aydon) yioq papiaoxd
oIy 93[0I $$200Y JTUONA[

UB PA1MINSUT 1] "201AI2G JuswaSeur)y
SPI023Y PUE SAATYDIY BIqUIN|OD)
ysnug 3y 4q €661 ur papraord

SEM SI3SN PU2 01 201AIS BIpaWRNW
© jo opdurexa £j1es uy 1asmo1q

g2\ 11942 jo Lpiqedes feorydess
SY1 JO uIM PUE IJSUBN BIEP

Jo paads 1a1sej ® 12521d s1asn Auepy
*$901N0sa1 Wais4s jo Surpuewap

ST Inq s1nsa1 2anOeIIE 2dnpoid ued
Summata erpaummyy saSed A M
01 ssa22€ AJuo 1x21 sapiaoid yorym
XNAT *o ‘punos pue samiord 9x21 01

3500E MO[[E WIIM.- HAVORTHN A9
DIVSOW SE yons s1asmoiq earyders
y3no1ya 2q ued qajy Y1 01 §5200Y
‘1xa112d4y Suisn 4q ssuawnoop ul

spromAay yurp o1 L1fiqe aya ySnonp
SI2SN 12UINUT 1STUOWE 1UIWIIDXD
15218213 Y1 PIORINE SEY 1B T2A2MOY

(AN A SPIA PHOA\ 243 st

'S[001 [eAdINAT AJUO 1X21 25212
y3nomy passadoe aq ued s1a8euew
Sp10231 01 152121UT JO 2q 01 A1
UONBWLIOJUT 31 JO YINJA] "SI2AI2S

Jo uond3[[0d & ySnoIya payui| SIS
Jd.Ld YoIeas ued yoIym [001 yoreas
aapduts gatioue s1 21yory "2AD3JJ3
pue 3omb yroq uoneunojur

10 SAYDIEIS 1SEA SUDJRW “SI[Y

AII21 pue spromdsy 10j s1aa12s 1aydon)
00S‘C 1240 SSOIDE YOIBIS UED BIIUOIIA
P3[[e> [001 yoreas Y ‘[rew-2 pue
SUOND3UUOD 12U Y3noIy) paAdryde
2q osfe ued 12ydor) 01 $$200Y "UIIDS
mndwod mo4 o1 s3]}y SpEOJUMOP
pue uonewIojul saydreas ospe 2ydon)
1aydon) pajes 28expded e ySnorp

ST syIoM1aU AueW SSOIdE SnuAW
Pa103uu0d yoreas 01 Lem 123pmb v -sopy
PEO[UMOP 01 [rew-2 YINOIy1 1Uds 2q
OS[E UBD Spuewwod 14 I1omndwod
111 WOIJ S3[j pro[umop 01 Afiqe
a1 pue srandwos s10wa1 01 ss9308
MO[[E [[Im SpUBWIWOD (] ) [020101]
I2JSUBI] I[1 “I50Y [B20] B ySnoiy
passa00e 2q ued s1oandwod 210wal
SPUBLILIOD 12U] Yy "SPreog una[mg
pue sa13s1s1T ySnoya safessawr pue
UONEULIOJUT SBULYDX 01 PAsh ST [Te-2
AJUOWWIOD SO "I[qE[IEAR UOTIBULIOJUT
JO JUNOWE 15EA Y1 PEOJUMOP

PUE $S200B 01 SABAM SNIOLIBA 2T 21212
13N] 23 01 P21D2UUOD 2ABY SIISN DU()

¢"218J DTWIOU0d

1S0W Y1 1¥ DTAI2S J[QEIINS ISOW

241 2500Yd 01 MOY UO IDIAPE P212JJO
pue ‘s1apiaord 12uI21U] [BIISWWOD
paseq ) 0% 1sowe paisi| auizeSew
2u427u] UT JOTIIE 1UD21 Y "dFessaw
£1243 10 Aed oym s1opiaoid epRWWOod
Suisn 195N [eNpIATpUI 10§ SI1S02 W]
ued ANANIIUUOD) 1211(] PUBWRJ-UQ
SUOHDIUU0D (J[S) [020201] 13UI1U]
SUTT [BHSS 10 (ddd) 2uTod 03 1uiog
pue swapow paads y3ry yary Aep e
smoy 7 ‘saul] auoydajar paads-ySiy
YSNOII 15UI31U] 272 01 UONDIUUOD
10211P SMO[[E $S220Y I2UINU] 10311(]
12indwod mod 1o0u pue 150y 212 01

W2 PEOJUMOP [[IA\ I2N] Y3 WO Sa[1y
Surpeojusmo(] 150y 21 U0 J[qe[IeAE
sweisord ayy uni [[Im pue 2urerjurew
® UO [BUTWIAL B SE 108 [[Im 12andurod
Moy ‘uondauuod [eurwial dn-ferp

® Y3NoIy S $$2208 W2POW 210Way
‘[rew-3 Y3noy) Suop AJUoWoDd ST Siy |
“I3YIOUE 2UO 01 [B1 01 SHIOMIAU OMI
SMO[Te Ya1ym Aemaned e ySnomy 1ouiu]
21 UO AJ[ea1 10U ST IBY1 JI0AIIU € WOy
P222TUE 3q ue) $$9208 ‘[243] 383[dwus
1y “Pasn pue Passadde aq Ued 13N 21
MO SUTWLINLP YOES YITYM I9N] 211 01
3Und3UU0D JO SPOYIAU DI 218 1Y |

$S320Y

"UONBULIOJUT 23UBYOXD

01 se [jam se “(sa3ed awoy qax P
PHOA\ 242y AJ[IT [ pue Iy ezzig
‘Yosonipy Surpnpur saruedwod Luew
‘Sdurexa 105) Apande saanda(qo ssaursnq
19U S1EDIUNWIWOD 03 12N] 22 Sursn are
Auepy 101005 areanrd 2 se orqnd o
ur ana se st sy | uaunredap amdwoo
Y UI SISBISNYIUD PIIB[OST M2 B JO
aa1sa1d Y1 10U “I2UIANUT Y1 01 payul|
2q 01 £831ens 2erodiod st 1 K[Bursearouy
'ssa[pua paapur 1eadde Suisniaape
pue uoneonpa 10§ saniuniroddo
a1mang oy A[renuauodxa smoid

12N 22 uo uonewiojut jo Lenb
pue a3uer ‘awmn(oA 21 Sy "SWOY UMO
$2U0 u1 J[qe[reA. A[ISed 12UI1U] 22 0
ss200€ apew 2aey A30[ouyoa1 1adeayd
pue mau Sursn s1apraoxd 1auraiuf

‘spreog una[ing pue L1sArpp
JUSWMOOP [BWIR1UT 10§ SIasmoiq [edrydesd
sprepuelg uad() Jo asn 2y Suniapisuod

2I® SISSAUISNQ AUIOS 1BYL UMOUY ST 1]
"[EIDISWILIOD MOU 2TE SUTRWIOP }I0MIAU
30 1u20 12d 2ay-Aany | "asn [eIAUIWOD
JO 2UO ‘BI2 I2[10UE 121U 01 pastod
SW22s MOU 13N Y [ ‘suonesiuedio
Sunedonred 4q suroq A[e8re] usaq

SEY 23UI21U] 24 Jo asn pue 1uawdoppaap
JO 1500 21 MOU [NU[) 'UONEIUSWINIOP
Pu® 2aIEMPIBY ‘2IBMIJOS M

12122801 13N 241 JO Sqam a1 Surpear
smoy 1uads oym _s1a21unjoa pred-un
JO sparpuny (Jo s1I02) Y3 oYM
P2AJOAD U22q 19ASU JABY P[NOAL ULIO]
uasa1d S11 Ut 12N A, J2uldIu] Iif

01 oping) shwwn(] 51g 01 3UIPI02OY

VVWIOINI ATYILIVNDO -



The advantages and disadvantages of
using e-mail for business purposes can
be readily summarised. The Internet can
be used 1o send e-mail to colleagues in
another company or institution. It is
of particular value where fellow
professionals are working in different
time zones and the telephone is not
always a convenient method of
communication. An entire message
can be composed before transmission,
and only the time of transmission
incurring an external cost.

E-mail’s strength lies in transmitting
factual information where a phone
call may disrupt a meeting or colleague’s
thought processes, or where you cannot
see if an office door is open or closed.
In some companies reading internal
and external e-mail has become the
first task of the morning. When an
employee comes into the workplace,
he or she no longer opens the paper
mail first but will turn on the computer
and read what messages have been
left overnight or since the last viewing.

E-mail has technical limitations. Many
mailers are limited to a maximum
file size of 300k for transmitting images
or large volumes of darta. The links
used to send e-mail can also be used
to mail word processor documents,
though as they are likely to be the
products of proprietary software and
more complex in structure, this may
prove difficult in pracrice. Several
standard protocols are often used,
such as Postscript or SGML, for the
exchange of more complex documents.
Many of the technical aspects of
managing an e-mail system will be
incorporated into technical procedures
such as Computer Security Policies,
Disaster Recovery Policies, or Data
Integrity Policies. These will be
developed by technical colleagues
without whom the physical management
of electronic systems would be
impossible. It is now imperative that
records managers co-operate with
fellow information professionals to
fully manage e-mail systems.
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E-mail can also be too user friendly!
Some companies that used e-mail
have made a definite decision to
discontinue its use. This is because
messages degenerated into social trivia.
A formal report or even a meeting
may sometimes be more appropriate
than an e-mail message. Withour facial
expression and body language, it is
less easy to impart nuances or subtleties
in a message. There have been some
problems with international users of
e-mail in that what is clearly and
obviously a joke when read in one
culture, does not always translate so
happily when read in another. This
has led to the growth of an informal
international etiquette for e-mail,
described appropriately as ‘netiquette’.
(see Zen and the Art of the Interner).?
Netiquette may be viewed as a guide to
grammar and layout where no physical
templates are present to guide users.

In 1993, Intel made its Acceprable
Use Policy (AUP) available on the
Net.5 This policy includes acceptable
behaviours recommended for
sending Internet mail, participating
in Internet mailing lists, FTP and
Telnet. The consequences of poor
netiquette are controversial comment
which evolve into ‘flame wars’ or
heated emotional arguments conducted
over the Ner. A large discussion ensued
(>10,000 lines long - 400Kbytes) on
how organisations should use the
Net. This debate is still evolving as
the Net develops.

The risks of misuse, intentional or
otherwise are great. Recent press
cases have highlighted how the Net
can be used for illegal pornographic
and fraudulent activities. Although
many mail messages conclude with
disclaimers, these are insufficient to
protect an individual or company
from criticism or even legal action.
For records managers the issue is not
how to control access or use of the
Internet but how to encourage
responsible use and good record-
keeping practice.

E-mail offers distinct business
advantages but also new
responsibilities to all employees who
participate in public discussion on
the Internet and who may be seen to
be representing official policy
decisions.

Status and retention of E-mail

It is important to recognise the status
of e-mail messages. It may be regarded
as more important than a telephone
call or a hand-written note but lower
than a formal memo or report. This
gives e-mail a major advantage,
informality. However, many companies
treat e-mail as paper mail, i.e. any
statement made on it has the same
force as the written or spoken word.
[t may have the same qualities of
privacy as paper mail, or it can be
treated as company property like any
other document. It may be necessary
for users, particularly in the commercial
sector, to obrtain management clearance
for e-mail to the Net before becoming
active participants in discussions, as
other participants will be able to
clearly identify the source of a statement.

We suggest that records
managers/archivists must identify
how e-mail is used and regarded in
their organisation. In an academic
environment where e-mail could well
constitute an important source of
scholarly correspondence, blanket
destruction would not be good
retention scheduling, and transfer of
selected files to a word processor
system may be advisable.

A problem for ownership identification
and copyright can occur when messages
are forwarded or circulated to others.
If the original heading (showing source,
date etc.) is removed from the message
or if the body of the text is edited
(both of which are easily done on most
systems) then the original temper or
content of the message can be radically
or subtly altered. So what may appear
as the forwarded message of X is, in
fact, the forwarded message of X
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Bulletin Boards

E-mail is commonly regarded as a one
to one communication medium.
Bulletin boards provide the opportunity
for users to communicate with a wider
group. Messages are passed to a central
system where anyone with an account
on that host can read messages and post
messages of their own for others to read.

For many people, these bulletin
boards are the most striking development
of the Net, with new groups covering
almost every conceivable topic. News
groups are also known as conferences
or forums and by their very nature,
these special interest groups can often
contain provocative and trivial postings.
This can serve to devalue the quality
of the information and discussion on
the boards. It would certainly be
unwise to place important business
on open access boards as unwelcome
publicity or e-mail replies may result.

List Servers (Listservs)

Listservs act as a means of distributing
electronic mail to users appearing on
a mailing list. A message is addressed
to a central server, the Listserv, which
then copies and distributes the message
to everyone subscribed to the mailing
list. The server also acts as a central
library of files which can also be
retrieved using e-mail commands. The
mailing lists address specific areas of
common interest to network users.
Users subscribe to the lists by sending
their e-mail address to the Listserv.
While the Listserv maintains the
mailing list, users can communicare
with the other members of the list by
addressing their messages to the
subject group and not the Listserv
address. The lists of interest to records
managers are moderated to ensure
that netiquette is observed, that the
discussion remains relevant to the list
and to offer advice on derailed
Listserv commands (see Appendix 1).

For those users paying commercial
providers for each message sent and

0
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received it is obviously important that
the discussion on lists is keprt relevant to
the subscribed topic. Anyone subscribed
to the RECMGMT List might expect
up to 12 or more messages each day
which can soon prove expensive and
time consuming to read. Listserv
commands allow users to receive Digests
of daily messages which arrive at the
users computer as one package, instead
of the steady stream of messages that
might otherwise arrive. Users might also
request an Index of daily messages from
the Listserv which simply provides the
user with a list of message headings.Users
can then request any message that
interests them. It must be said, however,
that message headings do not always
bear great relevance to their subject.
As discussions progress headings often
lag behind the topic being discussed.

Of particular interest to the records
managers are the ARCHIVES List,
RECMGMT List and ERECS List
which are the main forums for the
exchange of information amongst
records managers. These Lists are
international in character, with
contributors participating from Europe,
Australia and North America. There is
however, a strong US bias with the
list being based at US universiry sites.
Often messages are cross- posted across
all three Lists but the discussions on
all three carry their own character
and diversity.

In late 1994 the RECMGMT List
claimed almost 500 members. In the
course of a year the discussion on this
List included practical advice as well as
theoretical debate. Discussions ranged
on the necessity of confirmation for
implementing records disposal, the
retention of electronic records, legislative
requirements for electronic records,
records management software products
and records box specifications.
Discussions are generated by members
of the list posing a question, asking for
advice or bravely offering an opinion
on some point of dispute. Discussions
are often lively and information is
shared willingly and openly amongst

List members. The List provides
immediate access to the latest
developments in records management
practice. E-mail policies developed
by organisations are often posted or
advertised as being available to List
members as are the latest legislarive
developments.

During the course of a three year debate
on the Inrerner, a wide variety of
technical and theoretical positions have
been voiced by many individuals in the
profession on the PROFS case. This
debate has been the catalyst for the
formulation of many institutions
electronic record-keeping policies. The
landmark Supreme Court ruling in the
PROFS case of the 27th February 1995
was cross-posted to ERECS,
RECMGMT and ARCHIVES Listservs
the following day.

Managing the Internet

The management of e-mail generared
through the Net is part of a wider
responsibility of records managers to
share in the management of electronic
records from both internal and external
sources. Records managers can use the
Net for the education and advancement
of the profession. Can records managers
hope to manage the records available
to users on the Net?

To seek to manage or control the Net
runs counter to the prevalent philosophy
behind the Net. At this stage in its
development there remains a spirit of
untrammelled expression amongst some
of its users who remain opposed to
control or censorship of any kind.
Listservs and WWW sites can appear
and disappear from the Net with great
rapidity. Archivists and records managers
have merely begun to consider these
issues. A small survey of ARCHIVES
List subscribers into Gopher
management conducted by Arizona
State University revealed that most
respondents had not established any
criteria for what kinds of informartion
should be placed on their Gopher.
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Also of interest may be:

DATARECD- data storage technology

(dararecd@nml.org)

IEEE-METADATA metadata and
dara management
(iece-meradata@illnl.gov)

H-ALBION British and Irish History
(h-albion@bitnet.uicvm)
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Informaa needs your help to report on the new faces that are
emerging in the Records Management Industry.

In the every edition of Informaa there will be a 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,
Informaa 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 October 1996
Please send copy and photos to:

MAP Marketing

Cnr Scoft Street & Parnell Place
NEWCASTLE NSW 2300

Tel: (049) 29 7766 Fox: (049) 29 7827
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Records Management Tomorrow

Less Paper - Faster Service

Peter W. McDonald ED FRMA

Peter has been in the records
management profession for some 34
years. He is now the only ‘Fellow’ of the
Association working full time.

He has written this article to give his
views on where the profession is going
and to stimulate discussion among
members. In the hope that some
members of our great profession will
avoid being left out as the century
changes over.

Abstract:

The records management profession
must develop and successfully
implement tools that will create less
paper and provide faster service. Less
Paper - Faster Service should become
our banner for the coming years.

Is the centralisation records
management approach dying?

ommercial compertitive

organisations and those

controlled or owned by
government that are establishing their
operation on commercial principles are
changing to improve the service they
provide. Is there a need for records
management to change also? If this
change is already taking place, is there
a move away from the traditional ‘life
cycle’ file management concepts, and
in particular, the use of the wholly
centralised managed and arduously
regulated registry approach? Some say
yes and that this change is taking place
now. Are records managers failing to
provide their organisations with a
service level consistent with the high
expectations of modern managers and
customers? Is this because the method
of service is no longer meeting a
significant aggregate of the
requirements of organisations in today’s
world of ‘best practice’? I believe,
changes in records management are not
a matter of ‘will they occur’, but ‘when'.
Be warned, the change has started
and those who do not recognise the
movement and join the flow of this
transformation will be left behind.

Records managers who do not go
with the flow or support the spirit of
change, will lose their roles to other
line managers, staff improvement
committees of the consultation process,
or information resource coordinators
from the computer science profession.

The traditional, old guard records
management practitioners need to
start now to change their thinking
from ‘the centralised records
management operations concept to
the new concepts of recordkeeping™

and document management systems
operated by and for the Information
Users, the Information Owners and
the Informarion Providers. That is,
the records management information
system should provide a service to
those members of the organisations
that service the customers, those who
make the product and those who
make the decisions. The system should
definitely not simply serve the record
manager and the central registry staff.

* 1do not use the term ‘recordkeeping’
as a substitute for the term ‘records
management’. There is a substantial
difference. Australian Standards
AS4390 Records Management has
some good definitions that you
should consider. A colleagues' view
of the term ‘recordkeeping’ and
mine is the same, that is:

Recordkeeping is a much more powerful
concept and brings together
administrative and business practices
with systems to achieve outcomes in
the forms of records which are
comprehensive, identifiable, complete,
accurate, meaningful and authentic.
Records Management is about custody
and control of the record.

Recordkeeping is also about combining
the source or form documentation
and the information conrained with
other functions including accounting,
to provide a rotal service. An example
of a total service is the changes brought
abourt with bank voucher processing.
This change involved the introduction
of recordkeeping methods to a
traditional bulk item processing, which
resulted in the reduction of retrieval
of vouchers from ten days to less than
ten minurtes.
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Why has this situation occurred?
Perhaps the inadequate records
management service with the centrally
managed and the strenuously regulated
registry approach has contributed to,
or was even instrumental in the
accountability problems through®:

» failure of employees or systems to
make records in the first place;

* maintaining records that were
inadequate to meet accountability
and other organisational
requirements, (i.e., records that
were not full and accurate);

* failure to caprure all records into
the cenrral records management
system, so that they were not
subject to arbitrary destruction or
could not be found when required;

+ failure to identify and retrieve the
authoritative version of a record or
document when multiple versions
exist;

¢ failure to maintain records within
the time necessary to meet specific
accountability requirements; and

» failure to assign responsibility for
different aspects of records
management coordination at all
appropriate levels in the organisation,
so that no-one takes responsibility.

A major issue in the future will be
managing information more effectively,
comprehensively using all tools available
and across all levels of the organisation.
Organisations have a priority to improve
decision-making and to provide decision-
makers with the tools to assist them to
make the correct business decisions.
This can be achieved by moving the
decision-making down the line to get this
action as close as possible to the
customers on the front counter where
the money is made!

So-called information management
has been mainly the prerogative of
those from the computer sciences
and accounting professions. Although
there has not been cooperation and
understanding between records
management and these professions, it
can be said that the information

technology managers have won the
respect of management. This is not
to say they have always done a good
job; I could list many very expensive
flops to their credit. One of our shining
strengths, as records managers is our
ability to discuss issues in common
language at the ground level more
effectively than IT¢ people. I believe
it is also factorial thar those in the
computer sciences and accounting
profession have higher educational
qualifications. This creates an
imperative for those in the records
management profession to change
their traditional methods and improve
their level of education so that they
will not become irrelevant tomorrow.

We do not, in great numbers, get out
there and sell the results and achieverment
to be made by having improved records
management. We concentrate excessively
on our centralised safe havens.

All too often the records manager at
the central registry is only involved
in the last stage in the process rather
than an active participant in providing
more certainty in the timeliness,
completeness and reliability of the
information used.

Less Paper - Faster service

The records management profession
must develop and successfully
implement tools that will create less
paper and provide faster service. Less
Paper - Faster Service should become
our banner for the coming years.

Although this statement sounds a bit
trite and this could be so, I believe
that there are too many ‘so called
records managers’ out there who are
not keeping pace with developments
and trends in our profession.

It cannot be said that record
management systems have created
the papers, although, in my view these
systems have not helped control the
growth of paper. Organisations create
the paper and pay very little attention
to the methods of control or retrieval.

Records managers have not in the
main worked on ways to reduce the
endless growth.

I recommend that you obrtain and
read ‘The Executive Magazine’ from
Unisys - Solutions (winter 1996). In
this magazine, there are several
excellent articles on how some top
practitioners have made incredible
paper reductions and improvement
to service. For example: USA Los
Angeles Department of Welfare
reduced the number of forms to
initiate a case transaction from 110
to 3. The Zurich Canton Police 100
to 10. The Kentucky Department of
Child Welfare 40 to 1.

Over the last 10 or more years we
have all heard and read of the
coming of the Paperless Office. s it a
myth? because it just does not seem to
have arrived. With the great advances
made in hardware and software and
the greater acceptance of electronic
transmitted and stored records the
paperless office may be nearer.

There are opposing views’ on this
subject; the first predominant view is:

Many business people claim that they
are alveady reducing paper use by 50
percent or more, as they mandate the
delivery of their documents in electronic,
viewable form. Soon, they claim, all

documents will be electronic.

the second prevailing view is:

Orhers maintain that the paper document
is here to stay, with paper consumption
continuing to grow as data centre and
network printing volumes increase.
Indeed, industry analysts predict that
over the next decade print volumes will
grow annually by 5 percent or more.

I do not know with any certainty
which course records systems will
take. However I do believe that we
should not count on the role currently
undertaken by records managers as
custodian of all records and of all
paper records being exclusively the
responsibility of records managers.
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Recordkeeping and
document management

Mazking and maintaining complete,
accurate and reliable evidence of
business transactions and decisions is
as important as the organisations
efforts concerning financial and
human resources, and as important
as product and service delivery. But
records systems are a background
function compared with these other
business functions. This will not
change, in fact it will be even more
SO tOMOITOW.

In the office of tomorrow, it is
essential that internally created
records, external correspondence and
other documentation are readily
available when required withour any
time delay. That is, easily accessible
in the areas responsible or through a
system that gives access to all
information on the required subject.

A key to the success of tomorrow’s
records manager will be providing a
coordinated service to establish and
maintain core organisational standards.
The requirement for a systematic
approach to records management within
all organisations will still be vital, to
protect and preserve the information
contained in each area of operation. The
regulation of records management
practices and procedures will, if
managed appropriately, continue to
ensure that uniform protection is
given to all records. It can ensure
that information can be efficientdy
and effectively retrieved, using
standard forms of identification and
retrieval procedures.

All this activity needs to be carried out
in full partnership with the users, who
must become the owners of the records.
I have found that whar is required is
a system that provides simple to use
functions for the following:

* file registration, titling and indexing
under a controlled thesaurus;

* document receipting, indexing
and tracking procedures; and

* electronic / imaging enabling
capability for file and document
storage and document routing.

I have also found that customers
require advice from records managers on:

* language control coordination;

* file and document titling
methodology and monitoring; and

* complete subject / topic
information compiling.

The introduction of recordkeeping
and document management systems
thar are ‘image enabled’, can both
simplify the procedural steps
involved and eliminate entire paper
documents. Imaged enabled systems
that can also eliminate all file and
correspondence movement through
an internal courier service are
required.Internal courier service is an
area of operation that has always
dogged even the better of records
management systems and service
providers because of the time delays
for information movement within

the office.

What I mean by ‘image enable’ is for
the software chosen to manage the
key records management functions
of indexing and file or document
movement. It must be able to handle
the electronic capture, movement and
storage of documents. Document
storage to be as a picture bitmap or
as stored text in COOL or COLD
format. An imaging system with add
on functions that attempts to, look
like a records management system
will not perform adequately in
tomorrow’s office.

The systems and core consistencies
of organisational recordkeeping
procedural steps must offer improved
operating efficiencies, by providing
more certainty in the timeliness,
completeness and reliability of the
information used. The core
consistencies are the minimal levels of
uniformity and flexibility allowed that
are agreed to by users and management
with only the advice coming from

records management. Cost savings must
and can be made in the reduction of
clerical effort required to process
documentation and correspondence
in all operational areas.

Recordkeeping Systems for:
* the Information Users
¢ the Information Owners

e the Information Providers

Recordkeeping in all organisations is
a management function, burt the day-
to-day operation should be with the
information users. The introduction
of recordkeeping and document
management systems that gives the
prime responsibility and accountability
for information on subjects of
relevance to each area of operation to
the users in those areas will become
the standard.

Conclusion

Records management is changing.
Recordkeeping and Document
Management as part of the general
information needs and obligations
within an organisation’s strategic
plan is required and will need to be
widely implemented. This will be
attained in full partnership with
customer service and achievement of
‘Best Practice’.

Recordkeeping and document
management systems will be operated
and owned by operational staff other
than records management. Records
managers will have a role to play
tomorrow in the field of development,
implementation and monitoring
standards. However, records managers
must start changing today in order to
prepare for tomorrow. For those who
do not change, in my view, there will
be no tomorrow.

Surviving records managers of
tomorrow will no longer just be in
the filing business - they will be in
the information business. They will
be fulfiling the requirement to offer
innovative new products and value-
added services all to meet the rising
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Are your products in the
RMAA Product Directory?

The "RMAA Product Directory" is the most comprehensive listing

of records management products and services available in Australia

Product lists are under the headings:

* Consultants * Training

* Bureau Service * Personnel Placements

* Computer Systems * Reprographics

* Conservation Services * Restoration

* Destruction Services e Stationary-Filing

* Disaster Recovery e Storage-Secondary

* Filing Systems * Storage-Systems

* Micrographics * Record Retention Scheduling

Inquiries: Julie Apps Tel: (03) 96 666 630
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RMAA 1996 National Convention

Re-Engineering - The Elecironic Records Future

Welcome to Canberra

ost organisations have

experienced restructuring

in many forms in recent
years as they have adapted to difficult
and changing economic conditions.

Today, managers are being confronted
with the need to raise productivity -
this can mean changes to job design,
organisational structure and culture, and
management systems. When this is
coupled with the explosive growth in
technology options and usage, it presents
a genuine challenge to management.

This challenge is reflected in the
theme of the 1996 National
Convention of the Records
Management Association of
Australia, “ Re-engineering - The
Electronic Records Future’. The three
day program will lead Convention
delegates through social and
economic aspects of re-engineering
and the impact that re-engineering
and change will have on information
management and finally, how
technology will influence the
workplace of today and tomorrow.

It is intended that the 1996 Records
Management Association of Australia
Convention will provide an

environment in which managers and
decision makers at all levels will have
the opportunity to meet, discover
and discuss the many aspects of
information management.

An Overview of the
Convention Proceedings

The Convention theme is a progressive
one. From initiatives in ‘streamlining’
corporate work processes to the
management of information resources,
the Convention provides opportunities
for managers and knowledge workers at
all levels to reflect, review and update
their information base in a concentrated
environment.

The identification of technological
responses to improved records and
document management strategies will
provide delegates with the most up-
to-date views on new developments
in managing information and records.
How these technologies help achieve
accountability in an ever-changing
work environment will be an important
aspect to be considered.

The first day will concentrate on
investigating contemporary development
in corporate and administrative practices
in the private and public domains,
using such rools as Business Process

Re-engineering. The effects of these
processes of review and restructuring
of organisations on the provision and
management of the informarion
resource will be explored.

Management of information itself, and
the workflow processes inherent in
that management, are the subject of
the second day’s activities. The concepts
addressed will include the identification
of the intrinsic intellectual content of
records; the medium on which the
record is maintained; and the demands
placed on communication of the
message both internally and externally.

The third day is given, generically, to
technology and how the dynamics of
the information carriers, the hardware
and the software, the storage media,
transcribers and translators of
information, influence the decision and
product of today’s and tomorrow’s
workplace.

We look forward to meeting you in
Canberra.

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.

. N

Send articles to
Ken Ridley, Chair Informaa
Quarterly Editorial Committee,
PO Box 8213
Perth Business Centre
PERTH WA 6848

Deadline for the
November 1996 issue:

25th September 1996
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MAP 3070
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University of New South Wales
School of Information, Library and
Archives Studies

Continuing Education

Managing Archives
November 11 - 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)

e Advocacy, Public Programs and
Outreach

o  Management of Electronic Records

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

For more information, contact:
Maureen Henninger

Tel: 02 385-3589 Fax: 02 385-3430
Email: M.Henninger@unsw.edu.au

curtin

University of Technology
Perth Western Australia

Department of
Information Studies

Undergraduate and graduate
degrees for the
information industry
practitioner

Call us now you may qualify
for advanced standing

Curtin University
of Technology
Department of Information
Studies
GPO Box U 1987
PERTH WA 6001

_ (09) 351 2732
Tel: 09) 351 7215

Fax: (09) 351 3152

Email:
Margaret@biblio.curtin.edu.au

Enquiries all year round

Do you
want to

® update your records management
knowledge and skills?

e cope better with modern developments
in the records management field?

® obtain formal academic qualifications
in your chosen profession?

* be one of a select group of highly
motivated Records Managers who will
study at RMIT?

If YES, the Graduate Diploma in

Information Management (Archives and

Records) will provide you with the answers.

This 1 year fulltime or 2 years part-time
course is available to holders of a
recognised degree or diploma.

For further information contact:

The Department of Information
Management and Library Studies
Faculty of Business

RMIT -
s RMIT
Melbourne 3001

Ph: (03) 9660 5818
Fax: (03) 9660 5837

> Recordkeepin
at Monashp ?

Postgraduate courses

coursework eraduate diplomas
coursework masters

research masters

masters by coursework and
minor thesis

part time or full rime

¢ single subjects cumulating to a

degree within 8 vears.

f“"l!‘f'llzi[ entry and advanced
standing available.

An undergraduate degree for
the 21st century

Bachelor of Information
Management in:

* information management
¢ recordkeeping
* computing.

Contact: Mary Lou Maroney

Tel (03) 9905 2959

Fax (03) 9905 2952

Email: seclar@arts.cc.monash.edu.an
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Branch Reports

QLD Branch Report

he Branch has continued with
a busy program of education
and professional continuing

education over the past few months.
The afternoon seminar series has
covered a diverse range of issues
relevant to contemporary records
management. Recent seminars have
covered topics ranging from Steps to

Purchasing a Computerised Records

Management System, Issues in
Ourtsourcing and Getting People to do
What You Want. Planning for the
1996/97 series is underway. Each
seminar is videotaped and is available
for purchase from the Branch
Secretary for $20.

The Advanced Certificate in Records
Management students successfully
completed Term 1 subjects of
Evaluating Records Management

Software and the Law and Records

ACT Branch Report

he ACT Branch has been busy
I organising the 7996 National

Convention. Registrations have
been flowing in steadily and there has
been a good response to sponsorship and
industry exhibition with many of the
booths sold already. The Branch is
looking forward to a successful
Convention and we encourage all
members to register for what we
consider to be a very topical and
though provoking Conference.

In June the Branch held a seminar
featuring Chris Fripp from the
Sutherland Shire Council. Chris
specialises in the implementation of
computerised records management
systems and has completed the
implementation of a Document
Management System that fully integrated
electronic and physical records ar the
Department of Transport. He is now
implementing a Document Record
Management System ar the Sutherland
Shire Council. The topic of the seminar
was Document Management -
Technology Implementation Oprtions

SA Branch Report

his past quarter has seen
considerable effort put into
preparations for a seminar/

workshop, arranged jointly with the
SA Branch of the Australian Society
of Archivists (ASA), to rake advantage
of David Bearman’s (Archives and
Museum Informatics, Pittsburgh, USA)
visit to Australia. The two day event is
on the theme “Why is Records
Management Changing?” and is to

be held on 8 & 9 July 1996.

Some of our members attended an
ASA professional development
seminar addressed by Associate

Professor Sue MacKemmish (Monash
University) on 1 May on the Records
Continuum concept. The suggestion
that the RMAA and ASA combine was
raised during discussion and was not
rejected out of hand, although the

need for extensive discussions between
the two organisations before anything

formal might happen was acknowledged.

A second successful open discussion
general meeting was held on 30 April
with Spiros Sarras (Water SA) providing
much interesting and useful information
on Water SA’s experience in applying
South Australia’s Whole Government
approach to records management.

INFORMAA AUGUST

Management. Term 2 has commenced
with the modules Records Management
Client Services, Multi-Media and
Classification Systems being offered.
Feedback from students indicates that
there is a high degree of enthusiasm
for moving to the competency based
learning system.

Philip Taylor MRMA

Vice President

Education and Professional
Development

“What you really need to know” and
question time prompted some lively
discussion.

In July following our AGM we will
be holding a seminar featuring Chris
Taylor from the Department of
Foreign Affairs and Trade. His topic

is “Cyberdrool and cyberbole:

* records management in the world
of text-sex, noe-paganism and virtual
worlds” this seminar promises to
be colourful and stimulating.

Julie Lenson ARMA

President

Vice President Brigitte Stephen
continued to represent the Branch
on the COMTEC Commirtee (sponsor
of the national annual exhibition for
providers of informarion industry
products and services) as it works
towards liberalising its membership
criteria with the aim of making
COMTEC a more effective

information industries umbrella group.

Peter Crush
President, SA Branch

1996
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UCollect ltems
Management Package

Further Enhancements

Collect conrinues to add
fearures of interest to records
managers and other users.

As many are aware, UCollect was the
first product specifically designed ro
cater for management of information
contained in a wide variety of physical
and electronic forms. Any information
type can be registered and managed
throughout its life cycle. Users define
their own field labels and attributes as
well as business rules for each collection
of information (“Ttem Types”). Any or
all fields may be set up with links to
electronic documents, established as date
fields, given look-up facilities, made

mandarory and indexed for search purposes.

Given the ability to index or not index
different fields for each Item Type,
searching for relevant information
becomes easier and quicker than with
conventional records management
packages. Users NEVER have to
nominate a particular field to search.
They can also search across all or any
combination of Item Types for the
information they need.

Full Text Retrieval and other
improved Integrated Electronic
Document Functionality

Now, UCollect users have the further
option of using Full Text Retrieval to
search the content of electronic
documents for relevant information.
The results of full text search are
integrated with the results of UCollect’s
registered information. Electronic
documents may be included in this
integrated search even if they have
not been registered on UCollect. Even
documents newly uploaded from
InterNet or IntraNet can be included!

A prime objective for UCollect has been
that users will be able to manage and
search all information sources using the
one package. Users will not have to
learn to use a separate package or to
operate with a different look-and-feel.

Other electronic document capabilities
have also been improved. UCollect
now has a grearter ability to integrate
with more applications, including
imaging and Mail packages. View
registered images and send Mail messages
incorporating details from the UCollect
screens. Again, the methodology chosen

is based on simplicity and ease of use.

The electronic document funcrionality
is flexible so that you can apply your
business rules to their management.
UCollecr offers instant access to all
your electronic document information
withour sacrificing records
management controls.

Other Helpful Enhancements

Users will appreciate other recent
enhancements:

* Improved Navigation. Users can
access any screen and perform any
task withour leaving their normal
module.

For example, users can search, register,
move or action from any screen they
are given access to. They can even run
reports from the registration screen.
System Administrators can also test
different set-ups for an item type,
viewing proposed changes to registration
screens immediately and without
changing modules.

o Spell Check facilities. These help
ensure that all registrations are
completed using consistently and
correctly spelled words, and improve

~ INFORMAA AUGUST 1996
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World first for Pickfords
Records Management

ingenuiry, Pickfords Records

Management has introduced a
new industrial-strength compurer
system that can dramarically reduce
its clients’ corporate paperwork.

In a major coup for Australian

The records management software, a
world-first, is set to revolurionise the
way Australian and international
organisations deal with paperwork
and time-critical customer enquiries.

Designed and built in-house, by a
specialist team in Melbourne led by
Pickfords Records Management
General Manager, lan Hollow, the
Windows-based package has been
named Pickfords*SRMS.

Its introduction, ironically, coincides
with the release of new figures revealing
Australian office workers now handle
4 times as much paper as 10 yrs ago.

Pickfords*SRMS, an acronym for

Secure Records Management System,
incorporates a wide range of world’s-
best practices, and runs in Windows on
a Microsoft NT network environment.

It has the capacity to save Pickfords
Records Management clients
millions of dollars annually, while
dramatically increasing the speed of
accessing active records.

The new Pickfords software further
underlines the fact that Australian
service companies lead the world’s
records management industry by at
least three to four years. It operates along
familiar lines to other windows software
packages, such as Word and Excel.

For the more technically minded, the
Pickfords*SRMS database is produced
in SQL Server V6.0, and the front-
end in Visual Basic V3.0.

Part of the team responsible for Pickfords Records Managements world IT breakthrough.

Back (from left): lan Harrop, Alan Yeung,
lan Hollow(Pickfords Records Management
Director and General Manager), Glenn
Howarth, Darren Haw.

Front (from left): Thess Reeders, Garry
Stephenson(Project Manager). Not pictured
is Stephen Lean, who was busy as usual,

INFORMAA AUGUST 1996
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The TSS File Clip

abmarketing Pty. Ltd. are very
F pleased to bring the next

generation of file fastener to
you in the form of the TSS File Clip.
This is a flexible fastener offering
access to documents any where
throughour the file while only
requiring storage equivalent to the
thickness of the conrents.

Incorporated in this new model are
several features which provide
improved benefits. Firstly the arms
are robust, being of solid polycarbonate
construction, they securely lock into
the arms of the closure U-piece. The
pressure plate has a unique press-clip

closing feature which allows the

documents to be firmly clamped. The
base carries a proven 3M adhesive which
securely holds the fastener onto the file.
The clip is also available without the
adhesive base for use in gussetted files.

The TSS File Clip is an Australian
patented product. A free sample is
available on forwarding your
inquiries to:

Fabmarketing Pty Ltd
21 Fallon Drive, Dural NSW 2158

Fax: (02) 9651 3214

AND SE

NEW PR
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which appeared in INFORMAA Quarterly - Volume Twelve
Number Three. (Please Tick)

Inside Front db Developments

Page 5 EDUCOM
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Page 9 Pickfords Records Management
ComPpany: cisisisiarisisisisavisrisssisiisiseises

Page 13 FAB Marketing
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Page 15 Records Management Office

... Postcode: ..........

Page 17 Brambles Records Management

£ > 0 30 R ———— Page 19 gmb Developments

PORILIONG vsersnensasssusssssnossasnsssnsamnsissibsssesssbomiarssn Page 21 Curtin University
Telephotie: {:cvmnimmmnarsarmsssves Page 26 University of New South Wales
Facsimile: (cooviiiiciiic ) reireseneeesennessessenresssnenss Hage ot Gt S sy

Page 26 RMIT Training

Please post or fax a copy to:

Page 26 Monash University

MAP Marketing Page 29 Trimagic Software
Corner Scott Street and Parnell Place
Newcastle NSW 2300 Page 31 Logical Technologies Pty Ltd

Ph: (049) 29 7766
Fax: (049) 29 7827

Email: map@hunterlink.net.au

Page 33 Facility Management
Inside Back Tower Software
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|s office basketball
a thing of the past?
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INTEGRATED
INFORMATION
MANAGEMENT

Forget the photocopies and the jottings, now you can
find the information you need first time, on line.
Information is one of your organisation’s most valuable
resources. But it is one of the most difficult to manage
effectively.

The new release of CONCORD for Windows provides
comprehensive information management across
corporate wide resources. Whether the information you
are seeking is hiding in your archives, or only just
available somewhere on the Internet, CONCORD can
help you. Whether it’s locked in filing cabinets,
embedded in the body of word processing documents,

in a scanned image of an incoming letter, or just
received by your library in the latest periodical,
CONCORD can help you to find it.

With the new workflow module you can achieve faster
and more efficient handling of activities which involve
multiple people or disciplines, and these can be
configured to your own business rules. Plus,
CONCORD integrates with your popular desktop
applications such as Microsoft Office and Lotus Notes.

Call or fax for a free information pack explaining how
CONCORD can convert information overload into
information management.
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Dialog Pty Ltd, Dialog House, Level 1, 22 Marie Street, Milton, Queensland 4064

Tel: (07) 3368 2011

Fax: (07) 3369 0815




