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Appraisal Database Specifications





The Appraisal Database consists of fourteen [15] SQL tables normalized according to the rules of Dr. Codd. The approach reduces duplication of data in the database and allows changes to occur by modifying only one column.





Database Structure





The following chart outlines the structure of the database. The TABLE RecordSeries is the focus of the database. All other tables are linked to it in some manner. The chart identifies the columns that link the tables together.
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Tables





Following is a list of each of the tables, its purpose, and the columns which comprise it. The tables are presented in the logical order of the database structure.





Table: RecordSeries 





This is the master table of the database. It documents each unique record series which the UNPOhas identified without regard to the UNPO where it may be found. This table provides a summary of the attributes and actions related to the record series, including the recommended retention periods. The COLUMN SeriesNumber is the unique identifier that distinguishes it from all other record series.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 SeriesNumber       Type   : INTEGER     Unique Identifier               


   2 FunctionNumber     Type   : INTEGER     FunctionNumber in SubFunctions  


   3 SeriesName         Type   : TEXT 160                                     


   4 RecordDescription  Type   : MEMO                                         


   5 Cycle              Type   : TEXT 8      RetentionCode in RetentionCodes  


   6 ActiveInOffice     Type   : INTEGER     Years                            


   7 InactiveInStorage  Type   : INTEGER     Years                            


   8 MediumPaper        Type   : TEXT 1      [Y/N]                            


   9 MediumFilm         Type   : TEXT 1      [Y/N]                            


  10 MediumDigital      Type   : TEXT 1      [Y/N]                            


  11 MediumOther        Type   : TEXT 1      [Y/N]                            


  12 DisposeOffice      Type   : TEXT 1      [Y/N]                            


  13 DisposeStorage     Type   : TEXT 1      [Y/N]                            


  14 TransferArchives   Type   : TEXT 1      [Y/N]                            


  15 VitalRec           Type   : TEXT 1      [Y/N]                            


  16 Paragraph          Type   : TEXT 8      Paragraph in Appraisal Criteria                                


  17 DecisionRationale  Type   : MEMO        Reason for Retention Decision                                 








Table: RetentionCodes





This table is a reference table containing the definition of each of the retention codes that are used in the COLUMN Cycle in the TABLE RecordSeries and TABLE UNPO. Rules are defined to assure that no entries are permitted in COLUMN Cycle in TABLE RecordSeries or TABLE UNPOSeries unless the COLUMN RetentionCode is already defined in TABLE RetentionCodes.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 RetentionCode      Type   : TEXT 8                                       


   2 Description        Type   : TEXT 200                                     

















Table: SubFunctions





This table is a reference table that defines the functions and subfunctions related to the individual records series. Rules are defined to assure that no entries are permitted in COLUMN FunctionNumber in TABLE RecordSeries unless the COLUMN Function is already defined in the TABLE SubFunctions.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 FunctionNumber     Type   : INTEGER     Unique Identifier               


   2 Function           Type   : TEXT 3      Function in Functions          


   3 SubFunction        Type   : TEXT 80                                      








Table: Functions





This table defines the functions used in the TABLE SubFunctions. Rules are defined to assure that no entries are permitted in COLUMN Function in TABLE SubFunctions unless the COLUMN Function is already defined in the TABLE Functions.











 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 Function           Type   : TEXT 3      Unique Identifier              


   2 Description        Type   : TEXT 200     





Table: SeriesPolicies





This table contains detailed information about the specific UNPOpolicies which affect the retention of the specific record series. Rules are defined to assure that no entries are permitted in TABLE SeriesPolicies unless COLUMN SeriesNumber matches a SeriesNumber in TABLE RecordSeries and UNPOCode mateches a UNPOCode in TABLE UNPOPolicies.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 SeriesNumber       Type   : INTEGER     SeriesNumber in RecordSeries     


   2 UNPOCode           Type   : TEXT 20     UNPOCode in UNPOPolicies                                 





Table: UNPOPolicies





This table contains detailed information about various UNPO policies which may affect the retention of specific record series. Rules are defined to assure that no entries are permitted in TABLE SeriesPolicies unless COLUMN UNPOCode matches a UNPOCode in TABLE UNPOPolicies.





   Table: UNPOPolicies         





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 UNPOCode           Type   : INTEGER                            


   2 StatuteDescript    Type   : MEMO                                         


   3 Cycle              Type   : TEXT 8                                       


   4 ActiveInOffice     Type   : TEXT 15                                      


   5 InactiveInStorage  Type   : TEXT 15                                      





Table: ExternalRetentions





This table contains detailed information about the specific national or local statutes which affect the retention of the specific record series. Rules are defined to assure that no entries are permitted in TABLE ExternalRetentions unless COLUMN SeriesNumber matches a SeriesNumber in TABLE RecordSeries.








 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 SeriesNumber       Type   : INTEGER     SeriesNumber in RecordSeries     


   2 CitationNo		Type   : INTEGER	   CitationNo in External Sources                                      











Table: ExternalSources





This table documents the retention employed by external organizations or governments for similar record series. Rules are defined to assure that no entries are permitted in TABLE ExternalRetentions unless COLUMN SeriesNumber matches a SeriesNumber in TABLE RecordSeries.








No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 CitationNo         Type   : INTEGER                          


   2 Institution        Type   : TEXT 40                                      


   3 Citation           Type   : TEXT 20                                      


   4 CitationText       Type   : TEXT 160                                     


   5 Retention          Type   : TEXT 25                                      








Table: SeriesAppraisal





This table documents the various appraisal criteria used to determine the retention characteristics of the various record series. Rules are defined to assure that no entries are permitted in TABLE SeriesAppraisal unless COLUMN SeriesNumber matches a SeriesNumber in TABLE RecordSeries. In addition, no entries are permitted unless a corresponding COLUMN Paragraph Number exists in the TABLE AppraisalCriteria.





 No. Column Name        Attributes


 --- ------------------ ------------------------------------------------------


   1 SeriesNumber       Type   : INTEGER     SeriesNumber in RecordSeries                                      


   2 ParagraphNumber    Type   : TEXT 8      ParagraphNumber in AppraisalCriteria                                 


   3 Priority           Type   : INTEGER                                      


   4 Weight             Type   : INTEGER                                      


   5 PrimaryValue       Type   : TEXT 1                                       


   6 EvidentialValue    Type   : TEXT 1                                       


   7 InformationValue   Type   : TEXT 1                                       


   8 TimeFrames         Type   : TEXT 100                                     


   9 Explanation        Type   : MEMO                                         








Table: AppraisalCriteria





No. Column Name        Attributes


 --- ------------------ ------------------------------------------------------


   1 ParagraphNo        Type   : TEXT 8                                       


   2 Priority           Type   : INTEGER                                      


   3 Weight             Type   : INTEGER                                      


   4 ItemTitle          Type   : TEXT 100                                     


   5 Criterion          Type   : MEMO                                         


   6 Subjects           Type   : MEMO                                         


   7 PrimaryValue       Type   : TEXT 3                                       


   8 EvidentialValue    Type   : TEXT 3                                       


   9 InformationValue   Type   : TEXT 3                                       


  10 TimeFrames         Type   : TEXT 100                                     


  11 Explanation        Type   : MEMO                                         





This table documents the criteria used to evaluate each record series. The criteria are taken from a listing developed during a training session conducted by the International Council on the Archives in 1993 [RAM 93-149]. Each record series is linked to appropriate criteria through the TABLE SeriesAppraisal.








Individual Unit Submissions








All the above tables define the basic data for each of the record series. In addition, the Appraisal Database must take into account the submissions from each of the UNPOs. The following tables document the information they provide and from which the above UNPOrecord series are created.





Table: UNPOSeries





This table is similar to TABLE RecordSeries but includes an UNPO identifier [COLUMN Schedule] that links it to a specific unit. Although subordinate to TABLE RecordSeries, the data for TABLE UNPOSeries will probably be collected prior to the final definition of the corresponding record series in TABLE RecordSeries. Thus, the initial input may be completed without the existence of a corresponding COLUMN SeriesNumber in TABLE RecordSeries. A routine will be necessary to check whether all instances in TABLE UNPOSeries are correlated to an entry in TABLE RecordSeries. Rules are defined, however, to assure that no entries are permitted in TABLE UNPOSeries unless COLUMN Schedule matches an entry in TABLE UNPOUnits.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 Schedule           Type   : INTEGER     Schedule in UNPOUnits         


   2 SeriesNumber       Type   : INTEGER     SeriesNumber in RecordSeries    


   4 RecordDescription  Type   : MEMO                                         


   5 Cycle              Type   : TEXT 8      RetentionCode in RetentionCodes  


   6 ActiveInOffice     Type   : Integer     Years                                 


   7 InactiveInStorage  Type   : Integer     Years                                 


   8 MediumPaper        Type   : TEXT 1      [Y/N]                                 


   9 MediumFilm         Type   : TEXT 1      [Y/N]                                 


  10 MediumDigital      Type   : TEXT 1      [Y/N]                                 


  11 MediumOther        Type   : TEXT 1      [Y/N]                                 


  12 Digitization       Type   : TEXT 1      [Y/N]                                 


  13 DisposeOffice      Type   : TEXT 1      [Y/N]                                 


  14 DisposeStorage     Type   : TEXT 1      [Y/N]                                 


  15 TransferArchives   Type   : TEXT 1      [Y/N]                                 


  16 CopiesTo           Type   : MEMO        Names of Units








Table: UNPOUnits





This table defines the various units within the UNPOs that submit record series for appraisal. Rules are defined to assure that no entries are permitted in TABLE UNPOUnits unless COLUMN UNPO matches COLUMN UNPO in TABLE UNPO.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 Schedule           Type   : INTEGER     Unique Identifier             


   2 UNPO       	      Type   : TEXT 25     UNPO in UNPOs           


   3 UNPOUnitName       Type   : TEXT 240                                     





Table: UNPOs





This table defines the various UNPOs that submit record series for appraisal. Rules are defined to assure that no entries are permitted in TABLE UNPOUnits unless COLUMN UNPO matches an UNPO in TABLE UNPOs.


  No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 UNPO           	Type   : TEXT 25     Unique Identifier                                 


   2 UNPOName 	      Type   : TEXT 240                                     





Table: Digitization





This is a utility table for tabulation purposes defining those UNPO record series that are potential candidates for digitization. Rules are defined to assure that no entries are permitted in TABLE Digitization unless COLUMN Schedule matches an entry for COLUMN Schedule in TABLE UNPOUnits and COLUMN SeriesNumber matches an entry in TABLE RecordSeries.








 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 Schedule           Type   : INTEGER                                      


   2 SeriesNumber       Type   : INTEGER                                      


   3 Digitization       Type   : TEXT 1  	[Y]





Table: ArchivalPotential





This is a utility table for tabulation purposes defining those UNPO record series that are potential candidates for archival preservation. Rules are defined to assure that no entries are permitted in TABLE ArchivalPotential unless COLUMN Schedule matches an entry for COLUMN Schedule in TABLE UNPOUnits and COLUMN SeriesNumber matches an entry in TABLE RecordSeries.





 No. Column Name        Attributes


 --- ------------------ -----------------------------------------------------


   1 Schedule           Type   : INTEGER                                      


   2 SeriesNumber       Type   : INTEGER                                      


   3 ArchivalPotential  Type   : TEXT 1  	[Y]  





�
Data Dictionary





The following list provides a basic data dictionary for the Appraisal Database, listing all the table columns with their associated tables.





Column Name        Table Name         Attributes


 ------------------ ------------------ --------------------------------------


 ActiveInOffice     RecordSeries       Type   : TEXT 15                       


                    UNPOPolicies       Type   : TEXT 15                       


                    UNPOSeries         Type   : TEXT 15                       


 ArchivalPotential  ArchivalPotential  Type   : TEXT 1                        


 Citation           ExternalSources    Type   : TEXT 20                       


 CitationNo         ExternalRetentions Type   : INTEGER                       


                    ExternalSources    Type   : INTEGER             


 CitationText       ExternalSources    Type   : TEXT 160                      


 CodeText           RetentionCodes     Type   : TEXT 8                        


 CopiesTo           UNPOSeries         Type   : MEMO                          


 Criterion          AppraisalCriteria  Type   : MEMO                          


 Cycle              UNPOPolicies       Type   : TEXT 8                        


                    UNPOSeries         Type   : TEXT 8                        


                    RecordSeries       Type   : TEXT 8                        


 DecisionRationale  RecordSeries       Type   : MEMO                          


 Descript           RetentionCodes     Type   : TEXT 40                       


 Digitization       Digitization       Type   : TEXT 1                        


 DisposeOffice      RecordSeries       Type   : TEXT 2                        


                    UNPOSeries         Type   : TEXT 2                        


 DisposeStorage     UNPOSeries         Type   : TEXT 2                        


                    RecordSeries       Type   : TEXT 2                        


 EvidentialValue    SeriesAppraisal    Type   : TEXT 3                        


                    AppraisalCriteria  Type   : TEXT 3                        


 Explanation        SeriesAppraisal    Type   : MEMO                          


                    AppraisalCriteria  Type   : MEMO                          


 Function           SubFunctions       Type   : TEXT 8                        


                    Functions          Type   : TEXT 8                        


 FunctionNo         SubFunctions       Type   : INTEGER            


                    RecordSeries       Type   : INTEGER                       


 FunctionTitle      Functions          Type   : TEXT 80                       


 InactiveInStorage  UNPOPolicies       Type   : TEXT 15                       


                    RecordSeries       Type   : TEXT 15                       


                    UNPOSeries         Type   : TEXT 15                       


 InformationValue   AppraisalCriteria  Type   : TEXT 3                        


                    SeriesAppraisal    Type   : TEXT 3                        


 Institution        ExternalSources    Type   : TEXT 40                       


 ItemTitle          AppraisalCriteria  Type   : TEXT 100                      


 MediumDigital      RecordSeries       Type   : TEXT 1                        


                    UNPOSeries         Type   : TEXT 1                        


 MediumFilm         RecordSeries       Type   : TEXT 1                        


                    UNPOSeries         Type   : TEXT 1                        


 MediumOther        RecordSeries       Type   : TEXT 1                        


                    UNPOSeries         Type   : TEXT 1                        


 MediumPaper        RecordSeries       Type   : TEXT 1                        


                    UNPOSeries         Type   : TEXT 1                        


 OldSchd            UNPOUnits          Type   : INTEGER                       


 ParagraphNo        SeriesAppraisal    Type   : TEXT 8                        


                    AppraisalCriteria  Type   : TEXT 8                        


                    RecordSeries       Type   : TEXT 8                        


 PrimaryValue       SeriesAppraisal    Type   : TEXT 3                        


                    AppraisalCriteria  Type   : TEXT 3                        


 Priority           AppraisalCriteria  Type   : INTEGER                       


                    SeriesAppraisal    Type   : INTEGER                       


 RecordDescription  UNPOSeries         Type   : MEMO                          


                    RecordSeries       Type   : MEMO                          


 Retention          ExternalSources    Type   : TEXT 25                       


 Schedule           Digitization       Type   : INTEGER                       


                    UNPOUnits          Type   : INTEGER                       


                    UNPOSeries         Type   : INTEGER                       


                    ArchivalPotential  Type   : INTEGER                       


 SeriesName         RecordSeries       Type   : TEXT 160                      


 SeriesNo           SeriesAppraisal    Type   : INTEGER                       


                    ExternalRetentions Type   : INTEGER                       


                    ArchivalPotential  Type   : INTEGER                       


                    RecordSeries       Type   : INTEGER                       


                    UNPOSeries         Type   : INTEGER                       


                    Digitization       Type   : INTEGER                       


                    SeriesPolicies     Type   : INTEGER                       


 StatuteDescript    UNPOPolicies       Type   : MEMO                          


 SubFunction        SubFunctions       Type   : TEXT 80                       


 Subjects           AppraisalCriteria  Type   : MEMO                          


 TimeFrames         AppraisalCriteria  Type   : TEXT 100                      


                    SeriesAppraisal    Type   : TEXT 100                      


 TransferArchives   UNPOSeries         Type   : TEXT 2                        


                    RecordSeries       Type   : TEXT 2                        


 UNAgency           UNPOs              Type   : TEXT 25                       


 UNAgencyName       UNPOs              Type   : MEMO                          


 UNPO               UNPOUnits          Type   : TEXT 25                       


 UNPOCode           UNPOPolicies       Type   : INTEGER          


                    SeriesPolicies     Type   : INTEGER                       


 UNPOName           UNPOUnits          Type   : MEMO                          


 VitalRec           RecordSeries       Type   : TEXT 1                        


 Weight             AppraisalCriteria  Type   : INTEGER                       


                    SeriesAppraisal    Type   : INTEGER                       
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Forms





The database will require individual forms to permit data entry. The following are minimally necessary.





Form Name         Table[s]


----------------  ----------------------------------------------------------


UNPOs             UNPOs


UNPOUnits         UNPOUnits, UNPOs





UNPOSeries        UNPOSeries, UNPOUnits, Digitization, ArchivalPotential





AppraisalCriteria	AppraisalCriteria





Functions         Functions


SubFunctions      SubFunctions





RecordSeries      RecordSeries, SubFunctions, RetentionCodes, 


                  ExternalRetentions, UNPOPolicies, SeriesAppraisal


 


RetentionCodes    RetentionCodes











Views


   


Reporting will be more efficient done from consolidated views combining many tables. The following two views are mandatory:  





View Name         Tables


----------------  ----------------------------------------------------------





UNPOSeries        UNPOSeries, UNPOUnits, Digitization, ArchivalPotential


 


RecordSeries      RecordSeries, SubFunctions, RetentionCodes, 


                  ExternalRetentions,UNPOPolicies, Statutes, SeriesAppraisal








Reports


   


From the consolidated views, specific reports may be developed in accord with WGARM needs. 


                                                              


Assumptions





The WGARM assumes that the process and format used in this Comprehensive Appraisal Decision Assistance Database is based upon the Appraisal Criteria developed in a 1993 ICA/SIO workshop which is contained in Annex III-VI of IRM/RAM 93-149/167.
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