

UN/CS/RAI/USAA/DB01/2004-00025

UNOPS Knowledge Networking: 

Knowledge Products - Knowledge Inventory – Metadata, Phase I

Discovery Metadata

	
	Item
	Description 
	Values 

	Identification – Determine uniqueness

	1. 
	Records declaration
	Official UN record flag (yes/no) Mandatory
	

	2. 
	Unique Identifier
	Number used to identify the document, usually agency prefix and unique string

Mandatory
	

	Context – Identifies provenance and support data to be used as evidence of transactions

	3. 
	Author/ Creator
	Person/organization responsible for the intellectual content of the document

Mandatory
	

	4. 
	Contributor
	Person/organization who made secondary intellectual contribution to the document

Optional
	

	5. 
	Responsible unit (owner)
	Issuing authority/organizational unit responsible for making content Mandatory
	

	6. 
	Location
	Physical location of paper documents or URL pointing to the resource on-line. Optional
	

	7. 
	Addressee/ Recipient
	Primary target audience

Mandatory for Prescriptive Content

Optional for other records
	

	8. 
	Date
	Date of official issuance; additional sub-elements could be added to specify date of creation, date modified, date acquired etc.

Mandatory
	

	9. 
	Related Records/ Source
	References to related resources external to this document. Recommended
	

	10. 
	Replaces
	Referenced resource supplanted or superseded by this document. Mandatory for prescriptive content
	

	11. 
	Conforms to
	Reference to an established standard or higher level resource to which the content conforms.  E.g. UNOPS  rules and regulations, or policy governing administrative procedures. Mandatory for prescriptive content
	

	Content  - Describes the actual document

	12. 
	Subject/

Content Descriptors
	Keywords which must be derived from UNOPS taxonomy and thesaurus. Mandatory
	

	13. 
	Description/ Abstract/Summary
	Description of the contents of the document. Optional
	

	14. 
	Title
	The title given to the document, (should include any sub-titles). Mandatory
	

	15. 
	Document Language
	The language of the document; specify name of language in English. Mandatory
	

	16. 
	Source language
	If applicable, the language from which the document was translated; specify name of language in English. If applicable Mandatory
	

	17. 
	Document/ Record type
	A unique name describing all documents of this type, which governs its internal structure and relates to its transactional purpose. Mandatory 
	

	18. 
	Notes
	Additional information about the document. Optional
	


Recordkeeping metadata

	No.
	Item
	Description 
	Values

	Access and Use - Identify conditions for access and use of document

	1. 
	Modify Permissions 
	Define access rights and conditions. Who is empowered to modify (edit/delete) this document?
Mandatory
	

	2. 
	Use rules/ Permissions 
	Define use rules and conditions. Information about who can view the resource.  

Mandatory
	

	3. 
	Disposition authority
	Identifies under whose/what authority the document may be purged from the system

Optional
	

	4. 
	Mandatory Review
	Sunset provision, if applicable, to ensure continuing currency and relevance of content.

Reviews also document availability status.

Mandatory for prescriptive content,

Recommended for all content
	

	5. 
	Retention period/ end time
	Indicates the document's scheduled retention period end date. Mandatory
	

	Structure – Enables the document to be utilized/preserved overtime and be migrated to new software and hardware 

	6. 
	Components (files and other information objects) (Source)
	Enables the identification of individual files that comprise the document, affording the ability to bring together all of the parts to form the whole; also defines the structure of the content of the record

Mandatory for Prescriptive Content, 

Recommended for all content
	

	7. 
	Version
	Identifies any previous versions of the document

Mandatory (where applicable)
	

	8. 
	Relation/

Relationship
	A reference to a related resource. Identifies the document as belonging, for business purposes, to an overall set of documents:  can consist of a classification code or identifier of other documents. 

Mandatory for Prescriptive Content, 

Recommended for all content
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