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Masterclass Certificate in Digital Archives Organization

Digital Records Appraisal and Selection

Digital Records Appraisal and Selection are critical components of digital archives organization. These
processes involve determining the value of records, deciding which ones to keep, and selecting the most
important records for long-term preservation. To effectively carry out digital records appraisal and selection,
archivists must be familiar with key terms and concepts in this field.

1. **Appraisal**:

Appraisal is the process of evaluating records to determine their value and significance. In the context of
digital archives, appraisal involves assessing the content, context, and structure of digital records to identify
those that are worth preserving. Appraisal helps archivists make informed decisions about which records to
keep, based on their enduring value.

2. **Selection**:

Selection is the act of choosing records for permanent preservation based on their value and significance. In
digital archives, selection involves deciding which records meet the criteria for long-term retention and
which can be disposed of. Selection criteria may include legal, administrative, historical, research, or cultural
value.

3. **Significance**:

Significance refers to the importance or value of a record. Archivists assess significance based on the
record's content, context, and potential research or historical value. Significant records are typically selected
for preservation, while less significant records may be disposed of or stored for a limited time.

4. **Context**:

Context is crucial in understanding the meaning and value of digital records. Context includes information
about the record creator, the circumstances of its creation, its relationship to other records, and its original
purpose. Understanding the context of digital records is essential for effective appraisal and selection.

5. **Content**:

Content refers to the information contained within digital records. Archivists analyze the content of records
to determine their value and significance. Content may include text, images, audio, video, metadata, and
other types of data. Evaluating content helps archivists assess the relevance of records for long-term
preservation.

6. **Structure**:

Structure relates to the organization and format of digital records. Understanding the structure of records is
important for appraisal and selection, as it can impact their usability and long-term preservation. Archivists

consider the file formats, file names, folder structures, and metadata of digital records when assessing their
structure.
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7. **Provenance**:

Provenance refers to the origin or source of digital records. Archivists use provenance to establish the
authenticity and reliability of records. Knowing the provenance of records helps archivists determine their
value and significance in relation to the broader archival collection.

8. **Original Order**:

Original order is the arrangement of records as they were created or used by the record creator.
Maintaining original order in digital records is important for preserving their context and authenticity.
Archivists consider original order when appraising and selecting records for long-term retention.

9. **Aggregation**:

Aggregation involves grouping related digital records together based on their content, context, or structure.
Aggregating records can help archivists identify patterns, relationships, and themes within a collection.
Archivists may use aggregation to facilitate appraisal and selection processes.

10. **Accession**:

Accession is the formal process of acquiring digital records into an archival repository. Archivists document
the accession of records, including information about the donor, transfer date, and any restrictions on
access or use. Accessioning records is the first step in the appraisal and selection process.

11. **Disposition**:

Disposition refers to the final decision regarding the retention or disposal of digital records. Archivists
determine the disposition of records based on their value, significance, and relevance to the archival
collection. Disposition may involve transferring records to long-term storage, deleting redundant records, or
transferring records to another repository.

12. **Retention**:

Retention is the act of keeping digital records for a specified period based on their value and significance.
Archivists establish retention schedules to guide the retention of records in accordance with legal,
administrative, or archival requirements. Retention ensures that important records are preserved for future
generations.

13. **Deaccessioning**:

Deaccessioning is the process of removing digital records from an archival collection. Archivists deaccession
records that no longer meet the criteria for long-term preservation, such as duplicates, irrelevant records, or
records with restricted access. Deaccessioning is necessary to maintain the integrity and relevance of the
archival collection.

14. **Appraisal Criteria**:

Appraisal criteria are standards or guidelines used to evaluate the value and significance of digital records.
Archivists develop appraisal criteria based on organizational policies, professional standards, and best
practices in the field. Appraisal criteria help archivists make consistent and informed decisions about which
records to select for preservation.

15. **Selection Policy**:
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A selection policy is a formal document that outlines the principles, procedures, and criteria for selecting
digital records for preservation. The selection policy guides archivists in making decisions about which
records to keep, based on their value, significance, and relevance to the archival collection. A well-defined
selection policy ensures transparency and consistency in the selection process.

16. **Digital Preservation**:

Digital preservation is the process of ensuring the long-term accessibility and usability of digital records.
Archivists employ various strategies and technologies to preserve digital records, such as migration,
emulation, and metadata management. Digital preservation is essential for maintaining the integrity and
authenticity of digital archives.

17. **Risk Assessment**:

Risk assessment involves identifying and evaluating potential threats to the long-term preservation of
digital records. Archivists conduct risk assessments to assess the vulnerability of records to factors such as
technological obsolescence, data loss, and security breaches. Risk assessment informs preservation
strategies and helps mitigate threats to digital archives.

18. **Metadata**:

Metadata is descriptive information about digital records that facilitates their management, discovery, and
access. Archivists create metadata to document the content, context, and structure of records, including
details such as creator, title, date, and format. Metadata enhances the usability and findability of digital
records in archival collections.

19. **Digital Forensics**:

Digital forensics is the practice of investigating and analyzing digital records to extract and preserve
evidence for legal or archival purposes. Archivists use digital forensics techniques to recover, authenticate,
and interpret digital records, especially in cases of legal disputes, data breaches, or cybercrimes. Digital
forensics is critical for ensuring the integrity and reliability of digital archives.

20. **Born-Digital Records**:

Born-digital records are records that originate in digital format, without ever existing in analog form.
Archivists manage born-digital records differently from digitized or analog records due to their unique
characteristics, such as rapid obsolescence, complex metadata, and preservation challenges. Born-digital
records require specialized appraisal and selection strategies to ensure their long-term preservation.

In conclusion, digital records appraisal and selection are complex processes that require archivists to
consider various factors, such as significance, context, content, and structure. By understanding key terms
and concepts in digital records appraisal and selection, archivists can effectively manage and preserve
digital archives for future generations. Mastering these concepts is essential for professionals working in the
field of digital archives organization.
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