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Source: Archivists.org.au

https://www.archivists.org.au/news/new-records-retention-schedule-available-now


A rather traditional view of (archival) appraisal

Source: State Archives of North Carolina

https://ncrecords.wordpress.com/2018/09/18/faq-permanent-appraisal-required/


ISO 5127:2017 about appraisal:

‘The process of determining the value of records or other 

documents for the purpose of determining disposition or 

aquisition actions, or in some cases, financial value ’



ISO 15489-1:2016 Records management – Concepts and 

principles

‘Appraisal is the process of evaluating business activities 

to determine which records need to be created and 

captured and how long the records need to be kept.’



ISO TR 21946:2018 Appraisal for managing records:

‘Appraisal for managing records is the recurrent process 

of evaluating business activities to determine which 

records need to be created and captured as well as how 

and how long the records need to be kept.‘



The appraisal process

Information 
gathering & 

analysis

Assessment 
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implementation
Monitoring Review



Information gathering and analysis

• Scoping

• Who to involve

• Analysis 

• Identification of agents

• Identification of business crititical areas

• Determining records requirements



Scoping

• Influenced by events triggering appraisal and those doing the appraisal

• May be major or minor:



Who to involve

• Records professionals (likely to plan and lead)

Typically:

• Business representatives

• Legal representatives

• ‘Allied’ information professionals

• IT specialists

• External agents and stakeholders



Determining records requirements

• Business needs

• Legal and regulatory requirements

• Community and societal expectations



Assessment and implementation

• Linking requirements to business functions and work processes

• Risk assessment

• Documenting the appraisal process

• Using the results of appraisal



• Helps organizations to decide which requirements to meet

• In line with ISO TR 18128 and ISO 31000

• Not only about risks, but also about opportunities

• Tangible / non-tangible

Risk assessment (and treatment)



Examples of events



Risk matrix example



Documenting the appraisal process

• Appraisal needs to be accountable

• Parts of the process and results may be reused

• Results are confirmed



Results of appraisal

What could be results

• Documentation of the business and its context(s) 

• Functional and/or sequential analysis

• Assessed risks and mitigation strategies

• Authorized records requirements



Using the results

• Use depends on its purpose, scope and people involved

• Wide range:

- Design and implementation of records systems

- Design and implementation of records controls

- Identification of records which are suitable to be shared publicly (linked 
data)

- Development of policies and procedures



Monitoring

• Continuous cycle

• Focus on both changes in context and requirements; and 

• usage of tools developed with the use of appraisal results

• Strategy for monitoring is required



Review and action

• Results of monitoring may lead to action

• Action needs to be authorized

• Action may be mitigation measures; or

• Commencing a new appraisal process



Conclusions

• Appraisal may have different purposes and scopes;

• Appraisal is necessary recurrent and proactive;

• The requirements it delivers are derived from the business, the regulatory 
and societal contexts;

• Risk is a major factor

• Appraisal is a strategic instrument




