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e — R = E°—/Hard Copy : Hard copy may be required to maintain originals with
signatures, stamps or other approvals for legal purposes, although this practice is
declining.

o /&5 #t/Information : Information is either static or dynamic:

- Static
- Dynamic with past revisions discarded
- Dynamic with revision history maintained
o {5 ) i & /Information Quality : Properties of information include the following:
- Clarity
- Accessibility
- Usability
- Consistency
- Completeness
e A % 5 — X [Metadata : It is defined as data about other data. For Information handover,
comprehensive metadata is necessary for long-term accessing, storing and preserving
information throughout the plant life cycle.
- Descriptive metadata
- Administrative metadata
- Structural metadata
o %% /Retention : Retention of information includes the following:
- Essential. Information required for the operation of the plant.
- Legally mandatory. Information
- Phase-specific.



- Transitory
e X 7 — Z Z/Status : As information moves through a project, its status is changed, normally
under configuration control. Status such as “issued for comment.”, “issued for

construction,” or “as built” is commonly used.

o 1 3 1 1#5 ¥ /Structured information : Information can be accessed and manipulated directly

by computer programs.

o JEHE & AU 1% i /Unstructured Information : One of such is electronic images that can be
interpreted by a viewer. Formal standards for image information are the ITU Group 4,
tagged image file format (TIFF) , and Joint Photographic Experts Group  (JPEG)

standards.





