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ARCHIVES AND SPECIAL COLLECTIONS
RECORDS RETENTION POLICY
UPDATED JAN. 2007

Records retention policies and regulations are 
identical regardless of the form in which records 
exist – paper or electronic. There are two 
important categories of material that must be 
retained and disposed of with particular care – 
records deemed to have historic value and 
records governed by regulation.
 





ELECTRONIC RECORDS WORKFLOW 
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ARCHIVISTS TOOLKIT: ACCESSION RECORD





DATA ACCESSIONER OUTPUT



AT ACCESSION RECORD



CREATE DIGITAL OBJECT RECORD



EXPORT SIP TO DAPS. AIP IS STORED IN DARK 
ARCHIVE ARCHIVE.





TAKING OUR PULSE:
THE OCLC RESEARCH SURVEY OF SPECIAL 
COLLECTIONS AND ARCHIVES, OCTOBER 2010

79% of 169 respondents acknowledged the existence of born-
digital material in their collections
35% reported the size of their born-digital holdings
Born-Digital = undercollected, undercounted, undermanaged 

(This slide adapted from Leslie Fields' presentation "Born-Digital Records: Moving from Theory to Practice" at 
MARAC Fall 2011)
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DIGITAL PRESERVATION CRAZY TOWN!
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