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New South Wales 

1995-96 was a very successful year for the Archives Authority of New South Wales. High priority was 
given to activities associated with the Economic Appraisal for the Provision of Storage for Semi-Active 
and Archival Records, and the preparation of the new State records legislation which will give the 
Authority responsibility for setting and monitoring recordkeeping standards across the New South Wales 
public sector. 

The Authority can be proud of the sound financial results achieved. The Government Records Repository 
has again achieved outstanding results as an off-budget activity providing records storage, retrieval and 
related services in a competitive marketplace. This year the Repository generated revenue of over $3.1 
million compared with $2.4 million in 1994-95 and it remains a world leader among government archives 
in the field of commercial repository services. 

The Authority established an Electronic Recordkeeping Project to implement the "whole of government" 
strategies for electronic recordkeeping outlined in Documenting the Future: Policy and Strategies for 
Electronic Recordkeeping in the New South Wales Public Sector which was released in July 1995. Later 
in 1995 the Authority released Keyword AAA, a major new records management thesaurus product. The 
Authority can also be proud of its innovative work'and growing international reputation in the area of 
electronic recordkeeping. 

Substantial progress has also been made in improving the efficiency of the Authority's services. A new 
revised edition of the General Records Disposal Schedule - Administrative Records was published in June 
1996. This Schedule identifies permanently valuable administrative records and provides for the on-going 
destruction of large quantities of routine records, resulting in substantial cost savings to the Government. 

It is pleasing to note the development of activities aimed at increasing community awareness of the 
Authority's role and functions and promoting the view of archives as vital to the work of Government 
and a key to accountability. A major initiative in this area has been the establishment of the Authority's 
Web site on the Internet to promote awareness of the proposed new legislation and to publicise the 
Authority's services and products. 

I congratulate the Members of the Authority and the staff on their fine work, their commitment to archives 
and recordkeeping services of the highest quality and on the achievement of successful results in 1995-96. 
I would also like to thank the Hon. T.W. Waddell, who retired in December 1995, for his invaluable 
contribution as Chairperson during 1995. 

Bob Carr, MP 
Premier and Minister for the Arts and Minister for Ethnic Affairs 
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I THE ARCHIVES AUTHORITY O F NEW SOUTH WALES 

CHARTER The Archives Authority of New South Wales is a statutory corporation which was 
created under the Archives Act, 1960. It is responsible to the Minister for the 
management of the Archives Office of New South Wales, the Government Records 
Repository, and the Records Management Office. It manages the Archives Office in 
accordance with the provisions of section 13 (1) of the Archives Act; and manages the 
Government Records Repository and the Records Management Office in accordance 
with an agreement made with the Public Service Board in October 1978. 

MISSION The Authority exists to serve the Government and people of New South Wales by 
improving the management and accessibility of State records. 

To this end the Authority provides services, advice and monitoring to help the New 
South Wales public sector achieve efficient and effective control over and access to all 
of its records 

• irrespective of their format, and 

• through every phase of the records continuum — creation, transmission, 
maintenance, storage, disposal, archiving and preservation. 

OBJECTIVES The Authority's principal objectives are derived directly from its charter, and are: 

• To improve the quality and keeping of official records so that they facilitate the 
transaction, monitoring and auditing of official business 

• To provide centralised, and cost-effective, repository facilities for the bulk storage 
and retrieval of the semi-active records of public offices 

• To identify and preserve as State archives all non-current public records which are 
of continuing value, including records which document government policy, 
determination and action; or which embody citizens' legal rights and document 
information about their existence and identity; or which are valuable for research 
on any aspect of the history of the State, its communities, individuals, lands and 
built environs 

• To make the State archives available for public access and use in accordance with 
the provisions of the Archives Act and the policies of the government of the day 

• To identify public records which have no continuing value and arrange for their 
speedy and economic destruction immediately they cease to be of administrative 
use to the offices which created them 

MEMBERSHIP The Archives Authority consists of nine members who are appointed by the Governor 
in accordance with the Archives Act, 1960, as amended by the Cultural Institutions 
(Miscellaneous Amendments) Act, 1989. They include a Chairperson who is nominated 
by the Minister and a Deputy Chairperson who is nominated by the members of the 
Authority. Appointment is for a three year term, and a member may hold office for up 
to three consecutive terms. 
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THE ARCHIVES AUTHORITY OF NEW SOUTH WALES 

The Cultural Institutions (Miscellaneous Amendments) Act, 1989 provides that of these 
members: 

D one is to be nominated jointly by the President of the Legislative Council and the 
Speaker of the Legislative Assembly 

• Mr Peter J. Debnam, M.B.A., M.P. 

Member for Vaucluse 

• one is to be nominated by the Chief Justice of the Supreme Court 

• The Hon. Thomas W. Waddell, Q.C. (Chairperson to 31 December 1995), 
formerly Chief Judge in Equity, Supreme Court of New South Wales (retired 
16 April 1993) 

Chairman, Board of Management, Seymour Theatre Centre 

• The Hon. Justice Lancelot John Priestley (member from 1 January 1996) 

Judge of Appeal, Supreme Court of NSW 

• one is to be nominated by the Premier 

• Mr David T. Richmond, M.Ec. (Deputy Chairperson to 31 December 1995) 

Director General, Olympic Co-ordination Authority 

• Ms Helen Bauer, B.A., M.Ed, (member from 1 January 1996) 

Director General, Department of Industrial Relations 

Council Member, Royal Institute of Public Administration (NSW) 

• six are to be nominated by the Minister and must include at least one person who 
has knowledge of, or experience in, tertiary education 

• Hilary Golder, BA, Ph.D (member from 4 October 1995) 

Historian 

• Mr Graham R. Ireland, LL.B. (member to 31 December 1995) 

Executive Advisor to Insurance Council of Australia 

• Mrs Gabrielle Kibble, B.A., Dip.T.C.P. 

Director-General, Department of Urban Affairs and Planning 

Member, Central Sydney Planning Committee 
Board Member, St. Vincent's Hospital, Sydney 

Board Member, Women's College of the University of Sydney 

• Mr John Leek (member from 1 January 1996) 

Director, Government Information Management Division, Department of Public Works 
and Services 

• The Hon. Justice David Levine RFD (Chairperson from 1 January 1996) 

Judge of Supreme Court of NSW 

President, Arts Law Centre of Australia 

• Mr Peter Luck (resigned 22 August 1995) 
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THE ARCHIVES AUTHORITY OF NEW SOUTH WALES 

• Mr Karl G. Schmude, B.A., Dip.Lib., M.Litt., A.A.L.I.A. (Deputy Chairperson 
from 16 February 1996) 

University Librarian, University of New England 

Deputy Chairperson, Advisory Body, National Preservation Office 

Member, National Council of ACLIS 

• Mr F. Evan Williams 

Secretary, Ministry for the Arts 

Board Member, Sydney Festival Ltd 

Chief Film Critic, The Australian 

Executive Member, NSW Arts Advisory Council 

Member, Cultural Advisory Committee, 2000 Olympic Games 

Convenor, Archives Working Group, Cultural Ministers Council 

ATTENDANCES AT There were eight meetings of the Archives Authority during 1995-96, of which six were 
MEETINGS ordinary business meetings and two were special meetings held to consider the 

Economic Appraisal for the Provision of Storage for Semi-Active and Archival Records. 
The attendances were as follows: 

Ms H. Bauer (appointed 1 January 1996) 3 

Mr P.J. Debnam, M.L.A 8 

Dr H. Golder (appointed 4 October 1995) 4 
(Excused for her absence from two meetings) 

Mr G.R. Ireland (Term expired 31 December 1995) 4 
(Excused for his absence from one meeting) 

Mrs G. Kibble 4 

(Excused for her absence from four meetings) 

Mr J. Leek (appointed 1 January 1996) 3 

The Hon. Justice D. Levine (Chairperson from 1 January 1996) 6 

(Excused for his absence from two meetings) 

The Hon. Justice L.J. Priestley (appointed 1 January 1996) 3 

Mr. D.T. Richmond (Deputy Chairperson to 31 December 1995) 4 
(Excused for his absence from one meeting) 
Mr K.G. Schmude (Deputy Chairperson from 16 February 1996) 6 

(Excused for his absence from two meetings) 

The Hon. T.W. Waddell (Chairperson to 31 December 1995) 5 

Mr. F.E. Williams 4 
(Excused for his absence from four meetings) 
The Principal Archivist and the Deputy Principal Archivist attended eight meetings of 
the Archives Authority during the year, and in addition the Managers attended meetings 
or parts of meetings which related specifically to their areas of responsibility". 

In addition, in the course of reviewing its building program, the Authority made a special 
visit to Kingswood on Saturday, 1 June 1996 to inspect the Repository site. 

Mr Peter Luck resigned from the Authority on 22 August 1995 and Dr Hilary Golder 
was appointed to replace Mr Luck as a member of the Authority from 4 October 1995. 
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THE ARCHIVES AUTHORfTY OF NEW SOUTH WALES 

The Hon. T.W. Waddell, Mr David T. Richmond and Mr Graham Ireland all retired as 
members of the Authority upon the expiry of their terms of office on 31 December 1995. 
The Hon. T.W. Waddell, Q.C., had been a member of the Authority since 29 February 
1984 and its Chairperson since 1 January 1995. Mr Richmond had served three terms 
on the Authority, having been first appointed on 12 February 1982. He resigned in 
February 1985 but was reappointed 1 June 1988 and was elected Deputy Chairperson 
in October 1988. Mr Ireland had been a member since 1 January 1990. 

At its meeting on 15 December 1995 the Authority paid tribute to the contributions 
which all three retiring members had made to its work, expressed regret at their 
retirements, and extended to them its warm thanks and best wishes for the future. 

Ms Helen Bauer, Mr John Leek and the Hon. Justice L.J. Priestley were appointed as 
members of the Authority from 1 January 1996. 

T H E AUTHORITY'S 

SENIOR MANAGERS 

Principal Archivist/Chief Executive 
Officer 

Deputy Principal Archivist/Secretary to 
the Authority 

Senior Administrative Officer 

Manager, Government Records 
Repository 

Deputy Manager, Government Records 
Repository 

Manager, Records Management Office 

Manager, Systems 

Manager, Collection Services 

Manager, Disposal Services 

Manager, Preservation Services 

Manager, Reference Services 

Mr John Cross, B.A., Dip.Lib. 

Mrs Frances Lemmes, B.A., 
M.Lib., A.A.L.I.A. 

Mrs Surangani Kulasinghe, 
FCMA, AIB (SL) 

Mr John Burke, B.A., Dip.Lib., 
Dip.Arch.Admin. 

Ms Jennifer Stapleton, B.A., 
Dip.Arch.Admin. 

Mr David Roberts, B.A., 
Dip.Arch.Admin 

Mrs Christine Shergold, B.A., 
Dip.Lib., Dip.Arch.Admin. 

Mr Richard Gore, B.A., Dip.Lib. 

Ms Amanda Barber, B.A., 
Dip.Arch.Admin. 

Mr John Davies, A.M.N, (to 
December 1995) 

Ms Christine Yeats, B.A., Dip.Lib., 
Dip.Arch.Admin. 

MEMBERSHIP O F 

PROFESSIONAL 

ORGANISATIONS 

In order to keep informed of developments in archives administration and in the 
information community generally, both in Australia and overseas, the Archives 
Authority is a member of the International Council on Archives, the Australian Society 
of Archivists, the Australian Council of Archives, the Council of Federal, State and 
Territory Archives, the Australian Library and Information Association, and the 
Commonwealth Archivists Association. The Records Management Office is a member 
of the Records Management Association of Australia and the Association for 
Information and Image Management. 
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THE ARCHIVES AUTHORITY OF NEW SOUTH WALES 

STRUCTURE The operations of the Archives Authority of New South Wales are divided into three 
functional areas, reflecting its charter and responsibilities: 

D the Records Management Office 

• the Government Records Repository 

• the Archives Office of New South Wales 

These three areas are supported by a small Corporate Services section. 

A Management Committee meets regularly to set policy, assess strategic directions, and 
ensure that there is a co-ordinated approach to the provision of services across the 
organisation. 

The Archives Office has five sections: 

• Disposal Services 

* 

• Systems 

• Collection Services 

• Preservation Services 

• Reference Services 

The activities of the Archives and Records Management Offices are co-ordinated 
through the Strategic Management Group. This Group meets frequently, with the 
primary objective of ensuring that financial and staff resources are utilised as effectively 
and efficiently as possible in accordance with corporate objectives and priorities. 

An Organisation Chart is attached, as Appendix 1. 
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T H E A R C H I V E S AUTHORITY O F N E W S O U T H W A L E S 

DIRECTORY 

Archives Office of New South Wales 
Level 3 
66 Harrington Street 
The Rocks 
SYDNEY NSW 2000 

Records Management Office 
Level 3 
66 Harrington Street 
The Rocks 
SYDNEY NSW 2000 

Government Records Repository 
143 O'Connell Street 
KINGSWOOD NSW 2747 

Postal Address: 
PO Box 516, KINGSWOOD NSW 2747 

P U B L I C A C C E S S -

Search Room and Exhibition, City 
2 Globe Street 
The Rocks, SYDNEY NSW 2000 

Search Room, Kingswood Repository 
143 O'Connell Street 
KINGSWOOD NSW 2747 

Telephone: 
(02) 9237 0200 (Switch) 
(02) 9237 0254 (Reference enquiries) 
(02) 9237 0149 (Administration) 

Telephone: 
(02)9237 0120 

Telephone: 
(02) 9673 1788 

- H O U R S O F O P E N I N G 

Monday - Friday: 
9.00 am - 5.00 pm 

Saturday: 
10.00 am-4.00 pm 

Tuesday - Friday: 
9.00 am-5.00 pm 

Saturday: 
10.00 am -4.00 pm 

Closed Sundays and Public Holidays 
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II OVERVIEW 1995-96 

The Archives Authority of New South Wales is a dynamic organisation responding to 
change, whether professional, technological, administrative, legislative or political. It is 
a very different organisation from the one established in 1961 and is continuing to 
evolve. 

This evolutionary process has never been more evident than at present. Legislative 
changes which the Authority has been endeavouring to have enacted over a number of 
years are still being finalised, but are expected in the near future. While the proposed 
new State Records Act is the major change agent impacting on the Authority's future, 
implementation of the strategies of the Economic Appraisal for the Provision of Storage 
for Semi-Active and Archival Records, the planned reduction of City Office 
accommodation, the implementation of policy directions for electronic recordkeeping 
in the New South Wales public sector, and the computerisation of archival collection 
controls, are others. The Authority also needs to more fully assimilate Information 
Technology and Telecommunications (IT&T) into its operational environment and it 
needs to determine its future directions in relation to disposal compliance, pricing 
policies, functional analysis and collection rationalisation, as well as placing more 
emphasis on developing standards and on servicing government agencies. 

ACCOMMODATION The Archives Authority is accommodated in two buildings: "The State Archives" 
building in Globe Street, Sydney which was completed in 1978 and the State Archives 
and Government Records Repository at Kingswood, which is 55 kilometres west of 
Sydney. 

The Kingswood complex, which has a total storage capacity of 180 linear kilometres of 
records, has been constructed in stages since 1973. The latest addition, a small extension 
known as the Stage I Annex, was completed in September 1995. 

The Authority pays a high rent for its city headquarters. The rent, which is no longer a 
"protected item", constitutes well over 30 per cent of its budget and imposes a heavy 
burden on its finances. Concern about this and the perpetual accommodation problems 
led the Authority to commission an economic appraisal of its accommodation and 
storage needs, which formed the basis of a submission to Treasury earlier this year for 
funding the progressive construction of new facilities at Kingswood to meet the 
Authority's projected storage demands over the next 10-15 years. 

FINANCIAL STRATEGIES The Authority is funded from the Consolidated Fund. It provides basic services to the 
public free of charge but obtains substantial revenue from repository and records 
management services, from a publications program and from 'value added' services to 
both government and the public. Revenue, which has increased dramatically over the 
past five years, continues to grow. 

Total revenue raised in 1995-96 was $3 467 237 (compared to $2 722 352 in 1994-95). 
The Government Records Repository, which operates as an off-budget commercial 
activity, had a particularly successful year financially and achieved revenue of $3.2m, 
compared with $2.5m in 1994-95. The Archives Office raised $211 384 (target 
$180 000) and the Records Management Office raised $80 016 (target $80 000). 
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OVERVIEW 1 9 9 5 - 9 6 

LEGISLATION High priority was once again given to the preparation of the new State Records Bill, 
1996 with a view to introducing the new legislation into the spring session of Parliament 
in September 1996. 

IT&T STRATEGIES The Authority's IT&TStrategic Plan 1996-1999 was developed to provide a framework 
to guide the integration and assimilation of IT&T within the Authority to support its 
businesses and objectives. The Plan's key strategies will require the Authority to 
undertake a major re-engineering of its processes and to adopt new methods of service 
delivery to its clients. The Plan was submitted to the June meeting of the Authority and 
it received the Authority's approval in principle, subject to further development. 

RECORDKEEPING 

STANDARDS 

The new State records legislation, among other things, will give the Authority 
responsibility for establishing and monitoring recordkeeping standards and codes of best 
practice across the New South Wales' public sector. During the year, the Authority 
released exposure drafts of the two most fundamental standards required in preparation 
for the legislation and continued to take an active role in such developments as the new 
Australian Standard on records management, the selection of standard records 
management software products, and the work of the Australian Council of Archives on 
standards and guidelines. 

ELECTRONIC 

RECORDKEEPING 

The Authority released a discussion paper, Documenting the Future: Policy and 
Strategies for Electronic Recordkeeping in the New South Wales Public Sector, in July 
1995. This contained proposals for a policy approach and a range of strategies, based 
on progressive world best practice, for electronic recordkeeping across the whole of 
Government, both within agencies and within the Archives Authority. The Authority 
established a two-year Electronic Recordkeeping Project in November 1995 to 
implement the strategies outlined in Documenting the Future. Among other early tasks 
in the project, the Authority released exposure drafts of a "whole of government" policy 
on electronic recordkeeping and of a policy relating to electronic messages as records. 
The Authority's innovative work in both recordkeeping standards and electronic 
recordkeeping received favourable national and international attention from the 
recordkeeping community during the year. 

KEYWORD AAA 

THESAURUS OF 
GENERAL TERMS 

The Authority released Keyword AAA, a thesaurus of general administrative terms, in 
November 1995. A major new records management thesaurus product, Keyword AAA 
replaced the Authority's General Administrative (GADM) Thesaurus which, since 1979, 
had been Australia's most successful general thesaurus. 

T H E GOVERNMENT 

RECORDS REPOSITORY 

The Government Records Repository (GRR) has continued to operate very successfully 
as an off-budget commercial activity providing storage, retrieval and related services on 
a full cost-recovery basis in a competitive marketplace. Demand for its services 
continued to grow strongly as public sector agencies increasingly rationalise their 
accommodation, decentralise, and outsource their records management. To meet the 
high level of demand for storage, the Repository completed a small extension in 
September known as the Stage I Annex, and in 1996-97 it will use its own funds to 
construct a large extension, to be known as Stage 4, which when fully developed will 
provide an additional 100 linear kilometres of record storage space. 
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OVERVIEW 1 995-96 

1995-96 was generally a year of consolidation and review for the Archives Office with 
high priority being given to activities associated with the Economic Appraisal, the 
preparation of the State Records Bill 1996, and the special projects linked to the proposed 
new legislation. In addition: 

• the processing function was transferred to the Kingswood facility in July 1995. 
Processing continued as a priority, but the complexity of processing tasks meant 
fewer records processed compared with previous years. 

D there was a small but steady increase in Search Room usage and in the number of 
research enquiries undertaken. Shipping, Convict and Deceased Estate enquiries 
remained the most popular of the paid research undertaken. 

• in January 1996 the Disposal Compliance - Scheduling Project commenced. This 
special project aims to improve the disposal compliance performance of 
government agencies and to assist agencies to meet their statutory obligations. 

• a new revised edition of the General Records Disposal Schedule - Administrative 
Records was published in June 1996 

The Authority continued to be concerned about the public and the media's perception 
of its role and functions, and as a result, the Archives Office developed a number of 
extension and outreach activities aimed at increasing community awareness of its 
services and promoting a different view of archives, stressing that archives are vital to 
the activities of government and a key to accountability. These activities included: 

• the special release arrangements made to provide public access to copies of various 
records relating to the Hilton Bombing in September 1995. 

• a joint lecture tour of family and local history organisations in the Central West of 
New South Wales as part of a cooperative venture with the Australian Archives, 
NSW Regional Office, in April 1996. 

• the release in May 1996 of the correspondence between J0rn Utzon and the Hon. 
Davis Hughes relating to Utzon's resignation as architect of the Sydney Opera 
House. 

• participation in a number of inter-agency meetings to discuss access and related 
issues in preparation for the National Inquiry into the Separation of Aboriginal and 
Torres Strait Islander Children from their Families. 

• the establishment of the Authority's Web site on the Internet to promote community 
awareness and understanding of the proposed new State Records legislation and to 
publicise the Authority's activities, products and services. 

PROGRAM EVALUATION EVALUATIONS. 1995-96 

The Economic Appraisal 
In July 1995, the Archives Authority commissioned Tooher Gale and Associates to 
undertake an Economic Appraisal for the Provision of Storage for Semi-Active and 
Archival Records, which found that the Authority is projected to require approximately 
145 linear kilometres of additional storage capacity over the next ten years, representing 
an 80% increase to the current (and almost full) facilities. The Final Report, dated 7 
November 1995, provided an assessment of the principal options available to the 

T H E ARCHIVES O F F I C E 

O F N E W S O U T H W A L E S 

COMMUNrTY 
AWARENESS O F T H E 

ROLE O F ARCHIVES 
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OVERVIEW 1 9 9 5 - 9 6 

Authority to address its projected storage requirements. The recommended lowest cost 
option was the staged construction and fitout of three new buildings at Kingswood over 
a six year works program. The consultants said that with the introduction of the new 
State records legislation, increased electronic recordkeeping and improved demand 
management, this building program had the potential to satisfy the Authority's 
accommodation and storage requirements for up to 15 years. 

The Economic Appraisal and its recommendations became the basis of a submission to 
Treasury for capital funding. A Value Management Study was undertaken by, the 
Department of Public Works and Services which confirmed the need for the building 
program, identified further improvements and reviewed the implementation plan. 

The Budget Committee of Cabinet supported the building program, identifying two 
components: the c.$6m required from the Consolidated Fund for an airconditioned 
Archives building; and the c.$3m required for two non-airconditioned Government 
Records Repository (GRR) buildings which the Authority planned to fund from other 
sources. The Budget Committee decided that no funds would be available "at this stage" 
from the Consolidated Fund, but that the Authority should be permitted to proceed, using 
its own funds, with the construction of a building for the GRR. 

The Department of Public Works and Services were engaged in April 1996 to investigate 
the feasibility and cost of constructing a simple and economical extension to the GRR. 
The Government Records Repository Stage 4 Development - Advanced Proposal Report, 
dated 7 June 1996, recommended the construction of a sprinklered, single compartment 
connected warehouse building to the south of the existing Kingswood Stage I Annex, 
with a floor area of 3030m and a storage capacity of 101.3 linear kilometres. The 
Procurement Program envisaged that preparatory work would commence in July 1996 
and the building would be completed by July 1997. 

The GRR's Stage 4 Development will free about 12 linear kilometres of space in Stage 
3 for new accessions of State archives, however, this reserve space will not last beyond 
1999 and would be too small to permit the Authority to proceed with plans to rationalise 
its City accommodation. It is therefore imperative that the "in principle" support for the 
c.$6m airconditioned Archives Building be translated into Capital Works Funds in the 
1997-98 financial year. 

Asset Management Plan 
The Authority is required to develop asset management plans for all existing assets, 
including identification of any catch-up maintenance work that may be necessary. The 
Authority's major physical assets are its buildings, its collections and its plant/ 
equipment. 

The Authority' s Asset Management Plan is being developed in stages, commencing with 
a report on the Development Options of the Stage I building, dated February 1994. This 
report verified the structural soundness of the building, identified major building 
maintenance liabilities and outlined the work required to bring the building up to 
Building Code of Australia Standards with respect to fire safety etc. The Economic 
Appraisal, together with the background information provided by the Value 
Management Study, forms the second stage. The final stage, which looks at costs and 
includes the valuation of collection assets and the development of asset maintenance 
programs for the Authority's more recent buildings, plant and equipment will be 
undertaken in 1996-97. 
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Forthcoming Evaluations 
Evaluations over the next few years will continue to focus on rationalising the 
Authority's accommodation for archival holdings, functions and staff. Planning for 
future archival storage needs and the transfer of some staff and functions to Kingswood 
remains a significant priority for the Authority. It has the potential to lead to major cost 
savings by reducing occupation of the State Archives building in the Rocks and thereby 
reducing the amount of rent paid on that building. 
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Ill T H E P R O G R A M S O F T H E ARCHIVES AUTHORITY 

THE RECORDS MANAGEMENT OFFICE 
- RECORDS MANAGEMENT 

(Manager, Mr D. Roberts, B.A., Dip. Arch. Admin.) 

The Records Management Office is located in the State Archives building, the Rocks. 
Its role in the Authority's mission is to improve the quality and keeping of official 
records so that they facilitate the transaction, monitoring and auditing of official 
business. In essence this means establishing a recordkeeping regime across the whole 
of Government whereby the business of government is adequately documented, and the 
resulting evidence, in the form of records, is effectively managed in order to: 

• support the delivery of services and the management of business by Government 
agencies (ie. the business domain of recordkeeping) 

• ensure that Government agencies and their employees can account for their 
decisions and actions (ie. the accountability domain of recordkeeping), and 

• contribute to the cultural resources of the State in the form of official records (ie. 
the cultural domain of recordkeeping). 

D Issue of cxrxmiredraft8 of two primay recordkeeping sttmdan^ 
for die new State records legislation 

J2 D IteJe^aldBeassMmju^, Documenting 
f Electronic Recor&eeping in the New South Wales Public Sector 

J*L D Esta^shmc^ of Electro^ 
m£ strategies across government aiid within ^Authority 

D Issue of exposure drafts of two whole of government policies on electronic 
recordkeeping 

D Release of/Kieywonf AAA, a new general records management thesaurus 

The Office pursues this role by: 

• developing and promoting Government-wide standards, codes of best practice and 
guidelines for the keeping and management of official records in all formats 

D developing and implementing Government-wide strategies for recordkeeping in the 
electronic environment 

• developing and marketing keyword products and services based on the Keyword 
Classification System. 

To support these programs, the Office provides regular and customised training and 
publishes manuals, guides and other publications on a range of recordkeeping-related 
topics. 
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THE PROGRAMS OF THE ARCHIVES AUTHORITY 

The Office was established by the then Public Service Board in 1976. While its 
responsibilities do not derive from the Archives Act, the Office has functioned as an 
operational arm of the Archives Authority since 1978. 

FINANCIAL MANAGEMENT 

Since August 1992 the Records Management Office has operated under the 
Consolidated Fund as a C4 core agency activity. In 1995-96 the office received 
additional funding for special projects associated with preparation for the new State 
records legislation. In addition, it earns revenue from its training services and the sale 
of keyword thesaurus products and publications. 

The Office's revenue target for 1995-96 was $80 000, while it earned $80 016. Revenue 
from training fell considerably below target, due to declining demand. This was offset 
by increased revenue from new thesaurus licences and upgrades, following the release 
of Keyword AAA (see Keyword thesaurus products below), and by recovery of costs 
associated with work for other archives institutions. 

RECORDKEEPING STANDARDS 

Key provisions of the new State records legislation will require public offices to: 

• make and keep records that fully and accurately document their operations and 
administration, and 

• establish and maintain a records management program to be managed in conformity 
with standards and codes of best practice formulated by the (new) State Records 
Authority. 

In preparation for the new legislation, the Records Management Office drafted two of 
the key standards that need to be ready when the legislation comes into operation. 
Exposure drafts of the two standards, on Full and Accurate Recordkeeping and Records 
Management Programs respectively, were released for comment in May 1996 to major 
agencies and to interested parties outside the New South Wales public sector. The Office 
also undertook substantial work on standards and associated guidelines for records 
storage and for the management of records of joint (particularly inter-government) 
bodies. 

The two draft standards released in May are intended to stand at the top of a framework 
of standards, codes of best practice and other forms of guidance on specific records 
management matters. Together they will represent authoritative statements of the 
responsibilities of agencies in relation to records and records management and of the 
means of meeting these responsibilities. All are based on national and international best 
practice and are being developed in consultation with government archives authorities 
and other relevant bodies around Australia. They will be introduced progressively 
following consultation. Where possible, the Authority expects to adopt, endorse or adapt 
existing standards, guidelines and other best practice documents. 

The standards and codes of best practice will help clarify and codify recordkeeping 
requirements and best practice in records management, which are currently ill-defined 
or spread through a range of disparate sources of authority and guidance. This will lead 
to better recordkeeping practices in agencies and, thereby, to improved accountability 
and efficiency in service delivery and public administration. 

The Manager continued to play an active role in the work of the Standards Australia 
committee ('IT/21') preparing an Australian Standard on records management. 
Australian Standard AS 4390, Records Management, was issued on 5 February 1996 
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and represents a major milestone in the development of Australian records management 
practice. The Archives Authority adopted the Standard as policy for the New South 
Wales public sector at its February meeting. The Standard will have a prominent place 
in the Authority's framework of standards, codes of best practice and other forms of 
guidance under the new legislation. 

National collaboration included participation in the Australian Archives' Advisory 
Group on Documentation Standards. 

The Office was actively involved in the selection of records management software under 
the Government Selected Application Systems (GSAS) program, with the Manager 
chairing the Application Review Committee. Two products, RecFind and TRIM, were 
selected for GSAS-RMS ITS2017 Common Use Period Contract, which was approved 
by the State Contracts Control Board on 23 April 1996. The use of these products will 
contribute to the widespread adoption of common standards of records management 
practice across the New South Wales public sector. 

E L E C T R O N I C RECORDKEEPING 

A fundamental challenge for the Archives Authority is to ensure that the business of 
government conducted in the electronic environment is adequately documented and that 
the resulting electronic records are managed effectively as evidence in short and long 
terms. 

In July 1995, the Archives Authority released a discussion paper, Documenting the 
Future: Policy and Strategies for Electronic Recordkeeping in the New South Wales 
Public Sector. The paper was distributed to records managers and information 
technology managers in major agencies and to other interested bodies and people around 
Australia and overseas. It was also made available on the Internet. Documenting the 
Future contained proposals for a policy approach and a range of strategies, based on 
progressive world best practice, for electronic recordkeeping across the whole of 
Government, within agencies and within the Archives Authority. 

Following the analysis of comments on Documenting the Future the Office established 
the Electronic Recordkeeping Project in November 1995. This is a two-year project to 
implement the strategies outlined in Documenting the Future. Two Project Officers with 
strong electronic recordkeeping expertise were recruited in late 1995. 

As an early task in the project, exposure drafts of a general whole of government policy 
on electronic recordkeeping and of a policy relating to electronic messages as records 
were released for comment in April 1996 to major agencies and to other interested 
parties. Other work in the project including the drafting of supporting guidelines, the 
design of a strategy for developing the capabilities of Authority staff for archives/records 
work in the electronic environment and investigations aimed at identifying the costs of 
storing and migrating electronic records. Much of this work involved collaboration with 
the Government Information Management Division (Department of Public Works and 
Services), which coordinates information technology policy and planning across 
Government, and with other archives institutions, notably the Australian Archives and 
Public Record Office of Victoria. 

Staff of the Office played a major role in designing, and were the principal lecturers in, 
a Masters subject in the management of electronic records at the University of New 
South Wales during March to May 1996. 

The Office took an active part in organising a workshop (as an initiative of the Australian 
Council of Archives) aiming at establishing a common national position on electronic 
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recordkeeping. The workshop, with representatives from leading organisations and 
individual practitioners involved in electronic recordkeeping, along with the relevant 
professional associations, was held on 23 October 1995. The outcomes of the workshop 
were developed into a statement, Corporate Memory in the Electronic Age, Statement 
of a Common Position on Electronic Recordkeeping, that was adopted by the Australian 
Council of Archives at its annual general meeting in May 1996. 

KEYWORD THESAURUS PRODUCTS 

The Keyword Classification System, developed by the Records Management Office, 
offers a controlled vocabulary for classifying records. Fundamental to the Keyword 
system is the thesaurus of terms comprising those words which can and cannot be used 
in titling and indexing records. Using a keyword thesaurus ensures that records are 
classified in a consistent way, making retrieval quick and easy. A keyword thesaurus 
normally combines general administrative terms, common to most organisations, with 
functional terms, reflecting the unique functions of the organisation, to provide 
comprehensive vocabulary control. 

The Office released Keyword AAA, a thesaurus of general administrative terms, on 
28 November 1995. Keyword AAA replaced the previous General Administrative 
(GADM) Thesaurus which, since 1979, had been Australia's most successful general 
thesaurus. Keyword AAA incorporates a.number of innovative features, notably a 
functionally oriented approach (as opposed to a subject approach), and reflects 
international best practice. Keyword AAA is sold through organisation-wide licences. 
Since its release the Office has sold eleven new licences, thirty GADM licencees have 
upgraded to Keyword AAA and whole of government licensing arrangements have been 
negotiated with the South Australian and Western Australian Governments. 

TRAINING 

The Records Management Office conducts a program of regular training courses in its 
Training Room in the State Archives building. New courses, Designing and 
Implementing Recordkeeping Systems (two days) and Managing a Records 
Management Program (one day), drawing on the Office's standards work, were 
introduced during the year, along with a new Managing a Records Disposal Program 
course, developed jointly with the Archives Office. During February 1996, all courses 
were reviewed to reflect developments in recordkeeping standards and electronic 
recordkeeping. 

In conjunction with the University of New South Wales, the Office conducted a five-day 
course, Introduction to the Management of Recordkeeping Systems in July and again in 
October 1995. In conjunction with the Archives Office, three courses were conducted 
in Wagga Wagga in April/May 1996, with the assistance of the Charles Sturt University 
Archives. 

PUBLICATIONS 

The Records Management Office produces a number of publications on records 
management subjects. A short publication, What Is Records Management?, was 
published in September 1995 as a companion to 1994's Records and Recordkeeping. A 
number of outdated publications were withdrawn from sale and the new Australian 
Standard on records management was added to the range of publications available for 
sale. 

The Office published a range of its recent publications on the Internet, through the 
Australian Archives' Archives of Australia Web site, and took an active part in the design 
and development of the Archives Authority's new Web site, due for launch in July 1996. 

15 


