Electronic Records - How

do I get rid of them? “‘ ‘
Prepping E-Records for their

Final Destination ‘ ‘ ‘
Records Management Session ‘




Dalhousie University operates in the unceded territories of
the Mi’kmaw, Wolastoqey, and Peskotomuhkati Peoples.

These sovereign nations hold inherent rights as the original

Acknowled gem ents peoples of these lands, and we each carry collective

obligations under the Peace and Friendship Treaties. Section
35 of the Constitution Act, 1982 recognizes and affirms
Aboriginal and Treaty rights in Canada.

We recognize that African Nova Scotians are a distinct
people whose histories, legacies and contributions have
enriched that part of Mi’kma’ki known as Nova Scotia for
over 400 years.
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 Courtney Bayne, University Records

Introduction to Manager
Records
Management * Guy LelLievre, Library & Records
. Management Services Assistant (50%
Office (RMO) of activities allocated to records

staff management)




@ * Records Management at Dalhousie
e Services the RMO provides

] e What to do with electronic records?
What we will « Baglt File Packaging Format

o Downloading the tool
go over tOday o Using the tool

o Creating a bag
* Records management processes
* Deleting electronic records

* Transferring electronic records to University
Archives

* Accessing electronic records in University
Archives
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Records
Management
at Dalhousie

Dalhousie recognizes the importance of good
records management and has a Records
Management Policy (approved in 2016, revised in

2022)

Records Management Office (RMO) creates:
o Guidelines and Best Practices

o Procedures

o Templates & Forms

The RMO works with the Privacy Office, Information
Security & ITS and University Risk and Assurance.

Resources can be found on our website



https://www.dal.ca/content/dam/www/about/leadership-and-governance/university-policies/records-management-policy.pdf
https://www.dal.ca/content/dam/www/about/leadership-and-governance/university-policies/records-management-policy.pdf
https://libraries.dal.ca/services/records-management/rm-resources.html
https://libraries.dal.ca/services/records-management.html

@ Training & Advisory services related to:
 What to do with information you currently have,
— what you’ve inherited and when it can be

gotten rid of

The RMO e Where information assets - such as records -
. are stored (analogue and electronic
provides (analog )

* What's a record vs non-record (analogue and
electronic)

* How and when to properly get rid of records
and information

 Guidance on how to dispose of university
records

This leads to today's session!




Do | have records?




Records Management Do | have to process this through the
UBRAres Office Records Management (RM) Program?

Yes Is this record? No

v
Is it information, that provides evidence of a business s it a Reference or Convenience copy?
transactions or activities of the unit? Is it Transitory or temporary utility and are not required for
Has it been received or created (or is being created) and statutory, legal, fiscal, administrative, operational or archival
needs to maintained and accessible by the office, purposes?
department or individual in pursuance of Dal’s mission, its General in nature?
legal obligations or in the transaction of business?

If the answer is yes to any of these -

If you answer yes to either of these question It is NOT a record
- ITIS arecord & does not have to go through the RM Program

& has to be processed under the RM Program
as per the RM Policy
Now Go To Does it contain sensitive, confidential,

DalCLASS personal or private information?

/What retention do | use? \
Yes No

Is this information unique & it - Amlusing a service at Dal?
only sits here in my unit? Examples: PUt in
Is the my unit consider the ‘Dal « HR
Service’ in this situation * Financial Services regular rECVC"E
surrounding this business = Registrar Office bin

activity? + FGS

If you answered yes either of these If yes than you are a Secondary Office

QUEStIDr'I your office is a Prlmalw Created: 2023-09-25
Office Rev: nfa



https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website_13f_Flow%20chart_Is%20it%20a%20record.pdf

| have
electronic
records... what
do | do?

The University Libraries has developed a tool that can be
used to ‘bag’ records to assist in final disposition (secure
destruction or transfer to University Archives)

If they are university records:

o Determine if you are the Primary or Secondary Office
for the records

o Apply the correct DalCLASS code(s)

o Complete the required paperwork (more on this
later!)



https://libraries.dal.ca/find/university-archives/records-management/rm-resources/dalclass.html

Introduction to
the Bagit File
Packaging
Format

Checksums

+ Archivists use checksums to verify that a file

has not changed between two points in time
« If the checksum of a digital file changes
during a file transfer the transfer has failed

+ The title of the Payload Manifest text file
refers to the algorithm used to generate the

checksums
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Downloading
the tool

Email the RMO DalRM®@dal.ca when you
are getting e-records ready for
disposition.

The RMO will provide you step by step

Instructions on how to download the tool
to your desktop and “bag” the records

If you are not on campus, you will need
to connect to Dal's VPN to download the

tool and use it



mailto:DalRM@dal.ca
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Creating a transfer package

FPlease select a profile.  |University Administrative Records ﬂ

Load F'ru:nﬁle‘ Eancel‘




v

Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.

Default save location is Desktop.
Transfer Package ID

Contact Name

Department / Unit

Contact Telephone

Contact Email

Records Creator

Records Classification

Start Date YYYY-MM-DD

End Date YYYY-MM-DD

Records Description

Select Folder

Save Location

26

26

Browse
Browse

Create Transfer Package | Cancel




Transfer
Package ID:

The unique
identifier for
the package.

Lv)

Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.
Default save location is Deskiop.

Transfer Package 1D
Contact Name
Department / Unit
Contact Telephone
Contact Email
Records Creator

Records Classification

Start Date

End Date

Records Description

Select Folder

Save Location

24.060 —

Jane Doe

University Libraries

MNIA

jane_doe@dal ca

Records Management Office

GV12

2017-03-01

2019-09-26

Meeting minutes of the Records Management Office O

O:fLibraries - Archives Special Collections and Records
O:/Libraries - Archives Special Collections and Record:

Create Transfer Package

26

26

Browse
Browse

Cancel




9
Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.

CO nta Ct N a m e . Default save location is Desktop.

Transfer Package ID 24-050
Contact Name Jane Doe _
Department / Unit University Libraries
Th e n a m e Of Contact Telephone N/A
t h e pe rSO n Contact Email jane.doe@dal.ca
Records Creator Records Management Office

re S p O n S i b I e fo r Records Classification GV12

Start Date 2017-09-01 26

t h e t ra n Sfe r Of End Date 2019-09-26 26

t h e p a C ka ge Records Description Meeting minutes of the Records Management Office O)
Select Folder O:/Libraries - Archives Special Collections and Records Browse
Save Location O:/Libraries - Archives Special Collections and Records Browse

Create Transfer Package| Cancel




L+)

Provide the following information about your transfer package.
Depa rtment / Al fields are required. Hover over each field for an explanation.
. Default save location is Deskiop.
U n It: Transfer Package 1D 24-050
Contact Name Jane Doe
Department / Unit University Libraries _
The na me Of the Contact Telephone MIA
depa rtment / Contact Email jane doe@dal ca
. . Records Creator Records Management Office
U n It res pO n SI b | e Records Classification GWV12
for the Creation Start Date 2017-09-01 28|
Of the package End Date 2019-09-26 26|
. Records Description Meeting minutes of the Records Management Office O
a n d res po n SI b I e Select Folder O:/Libraries - Archives Special Collections and Record:  Browse
fo r itS CO nte nts Save Location Oc/Libraries - Archives Special Collections and Record: Browse

Create Transfer Package | Cancel




L+
Provide the following information about your transfer package.
Contact 0 . e

All fields are required. Hover over each field for an explanation.
Default save location is Deskiop.

Telephone:

Transfer Package ID 24-050
Contact Name Jane Doe
Department / Unit University Libraries

Phone number

Of u n it. Contact Email jane_doe{@dal ca

Records Creator Records Management Office

Records Classification GV12
|f yOu Or your Start Date 2017-09-01 ”
unit does not End Date 2019-09-26 s

Records Description Meeting minutes of the Records Management Office O
have a phone

Select Folder O:/Librarnies - Archives Special Collections and Record:  Browse
n u m be rl p Ut N/A Save Location O:/Libraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel

Contact Telephone MNIA _



e}
Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.

CO nta Ct Default save location is Desktop.

. Transfer Package 1D 24-050

E m a I I : Contact Name Jane Doe
Department / Unit niversity Libraries
Contact Telephone MNIA

Th e Da I iSS u ed Contact Email jane_doe@dal ca _
Records Creator Records Management Office

e m a i I fo r t h e Records Classification GV12

I Start Date 2017-09-01 26

CO nta Ct S End Date 2019-09-26 26

n a m e Records Description Meeting minutes of the Records Management Office O
Select Folder O:/Libraries - Archives Special Collections and Record:  Browse
Save Location O:iLibraries - Archives Special Collections and Record: Browse

Create Transfer Package | Cancel




L¥)
Provide the following information about your transfer package.

All fields are required. Hover over each field for an explanation.
Default save location is Deskiop.

Reco rds Transfer Package 1D 24-050

. Contact Mame Jane Doe
Creator' Department / Unit University Libraries
Contact Telephone MNIA,
Contact Email jane_doe@dal ca
Th e n a m e Of Records Creator Records Management Office _
Records Classification GV12

t h e u n it Start Date 2017-09-01 26 |
re S p O n Si b I e End Date 2019-09-26 26 |

Records Description Meeting minutes of the Records Management Office O

fo r C re atl n g Select Folder O:/Libraries - Archives Special Collections and Record:  Browse
t h e re CO rd S Save Location O:/Libraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel




¥}
Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.

Default save location is Desktop.
Records

Transfer Package 1D 24-050
o o °

CIaSSIflcatlon : Contact Name Jane Doe
Department / Unit University Librares
Contact Telephone MIA

Th D IC LASS Contact Email jane_doe(@dal ca

e a Records Creator Records Management Office

CO d e a p p I i e d Records Classification GV12 _
Start Date 2017-09-01 26

to the records 5
Records Description Meeting minutes of the Records Management Office Q)
Select Folder O:/Libraries - Archives Special Collections and Record:  Browse
Save Location O:/Libraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel




¥/
Provide the following information about your transfer package.

All fields are required. Hover over each field for an explanation.
Default save location is Deskiop.

Sta rt d ate : Transfer Package 1D 24-050

Contact Name Jane Doe
Department / Unit LIniversity Libraries
Th e Contact Telephone MNIA
Contact Email jane_doe@dal.ca
begi n n i n g Records Creator Records Management Office
Records Classification GWV12

d ate Of t h e Start Date 2017-09-01 E_
d ate ra nge End Date 2019-09-26 ﬂ

f d Records Description Meeting minutes of the Records Management Office O
O reco r S Select Folder O-iLibraries - Archives Special Collections and Record:  Browse
I n t h e ba g Save Location O:/Libraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel




g

Provide the following information about your transfer package.

All fields are required. Hover over each field for an explanation.
E n d Date : Default save location is Desktop.

Transfer Package ID 24-050

Contact Name Jane Doe

Department / Unit University Libraries
Th e | a St d ate Contact Telephone MNIA

Contact Email jane_doe(@dal ca

I n t h e d ate Records Creator Records Management Office

f h Records Classification GV12

ra n ge O t e Start Date 2017-09-01 ﬂ

re CO rd S | n End Date 2019-09-26 El_
Records Description Meeting minutes of the Records Management Office O

t h e b a g Select Folder O:/Libraries - Archives Special Collections and Record:  Browse
Save Location O:fLibraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel




Le)
Provide the following information about your transfer package.

All fields are required. Hover over each field for an explanation.
Default save location is Deskiop.

Re CO rd S Transfer Package ID 24-050

Contact Name Jane Doe

[ ] [ ]
°
De SC rl pt l 0 n ° Department / Unit niversity Libraries
Contact Telephone MNIA
Contact Email jane_doe@dal ca

A b . f Records Creator Records Management Office
rl e Records Classification GV12
1 1 Start Dat 2017-09-01
description  *" =

End Date 2013-09-26 26

Of t h e Records Description Meeting minutes of the Records Management Office O __
records

Select Folder O:/Libraries - Archives Special Collections and Record:  Browse

Save Location O:/Libraries - Archives Special Collections and Record: Browse

Create Transfer Package | Cancel




¥}
Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.

select FOId er: Default save location is Deskiop.

Transfer Package ID 24-050
Contact MName Jane Doe
. . Department / Unit University Libraries
Th IS IS t h e Contact Telephone MNIA,

Contact Email jane.doe@dal ca

fo I d e r th at yO u Records Creator Records Management Office
Wi I I be ba ggi n g Records Classification GV12

Start Date 2017-09-01 26

for final

d iS p OS it i O n Records Description Meeting minutes of the Records Management Office O
Select Folder O:/Libraries - Archives Special Collections and Record: Mh

Save Location O:/Libraries - Archives Special Collections and Record:  Browse

26

Create Transfer Package | Cancel




L¥)
Provide the following information about your transfer package.

S All fields are required. Hover over each field for an explanation.
aVE Default save location is Desktop.

S Transfer Package D 24-050
Locatlo n : Contact Name Jane Doe
Department / Unit University Libraries
. . Contact Telephone MNIA,
Th I S I S W h e re Contact Email jane_doe@dal.ca

Records Creator Records Management Office

t h e b a g I S Records Classification GV12

g0| ng to be Start Date 2017-09-01 26
d End Date 2019-09-26 26 |

Sto re to Records Description Meeting minutes of the Records Management Office O

a Wa it fi n a | Select Folder O:/Libraries - Archives Special Collections and Record:  Browse
. o, o Save Location O:/Libraries - Archives Special Collections and Record:  Browse
disposition e

Create Transfer Package | Cancel




Do you need
to fill in all of
the fields?

Yes.

v

Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.

Default save location is Desktop.

Transfer Package |D
Contact Name
Department / Unit
Contact Telephone
Contact Email
Records Creator

Records Classification

Start Date

End Date

Records Description

Select Folder

Save Location

24-050
Jane Doe

University Libraries

liane dnei@dal ra
&7 Al fields are req.. — x
[Contact Telephone'] is Required

Error -

2019-09-26 26

Meeting minutes of the Records Management Office O

O:fLibraries - Archives Special Collections and Records Browse
O:fLibranes - Archives Special Collections and Records Browse

Create Transfer Package | Cancel




Create a
package

Lv)

Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.
Default save location is Deskiop.

Transfer Package 1D
Contact Name
Department / Unit
Contact Telephone
Contact Email
Records Creator

Records Classification

Start Date

End Date

Records Description

Select Folder

Save Location

24-050

Jane Doe
University Libraries
MNIA
jane_doe@dal ca

Records Management Office

GV12
2017-03-01 26
2019-09-26 26

Meeting minutes of the Records Management Office O

O:/Libraries - Archives Special Collections and Record:  Browse

O:/Libraries - Archives Special Collections and Record:  Browse

- Create Transfer Package | Cancel



To create
or not to
create...

v

Provide the followir
All fields are requin
Default save locatit

Transfer Package 1D
Contact Name
Department / Unit
Contact Telephone
Contact Email
Records Creator

Records Classification
Start Date
End Date

Records Description

Select Folder

Save Location

Your package has been created at:
Wnas.dal.ca\shareiLibraries - Archives Special Collections
and Records ManagementiRecords ManagementiBagged
records\24-050.zip

Do you want to create another transfer package?

Yes Ma

'guy.leliewe@dal.ca

Records Management Office

GV12
2017-09-01 26
2019-09-26 26

Meeting minutes of Records Management Officer Oper:

OviLibraries - Archives Special Collections and Record:  Browse

OviLibraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel |

Archive packaging is complete at: Wnas.dal.calshare\Libraries - Archives Special Collections and Records ManagementiRecords ManagementiBagged records\24-050.zip



If you click

yes...

v

Provide the following information about your transfer package.
All fields are required. Hover over each field for an explanation.
Default save location is Desktop.

Transfer Package D
Contact Mame
Department / Unit
Contact Telephone
Contact Email
Records Creator

Records Classification

Start Date

End Date
Records Description

Select Folder

Save Location

Jane Doe
University Libraries
MIA,
jane_doe(@dal ca

Records Management Office

GV12
|
28
Meeting minutes of Records Management Office Opera

Browse
O:/Libraries - Archives Special Collections and Record:  Browse

Create Transfer Package | Cancel




Y

What does a

transfer = ET Y
package

(or 'Bag’)
look like?

@ 24-050.zip




What is in the transfer package?

bagit.bxt



Data bag

AN AN

Meeting Minutes_RMO Meeting Minutes_RMO Meeting Minutes_RMO
Operations_2017-09-01.docx Dperations_2018-09-10.docx Operations_2019-09-26,docx



Y

Go to the Bag
and pull the
Bag-Info &
Manifest

@ 24-050.zip




The Bag-Info & Manifest

tagmanifest-sha236.txt

1. bag-info.txt 2. manifest-sha256.txt



Bag-info-text

bag-info.txt b +

—

File Edit View

Bag-Software-Agent: bagit.py v1.8.1 https://github.com/Library0fCongress/bagit-python
Baglt-Profile-Identifier: https://util.library.dal.ca/bagit_profiles/files/dalclass profile vl.8.json
Bagging-Date: 20824-18-24

Bagging-5oftware: Dalhousie File Transfer Tool v1.8

Contact-Email: guy.lelievref@dal.ca

Contact-Name: Guy Lelievre

Contact-Organization: Records Management Office

Contact-Phone: N/A

Dalclass-Record-Series: GV12

External-Description: Meeting minutes of the Records Management Office Operations Committee.
External-Identifier: 24-858

Payload-QOxum: 39531.3

Record-Creation-End-Date: 2819-89-26

Record-Creation-5tart-Date: 2017-89-81

Source-Organization: Records Management Office



Bagit.txt

bagit.txt ES

=

File Edit View

Baglt-Version: 8.97
Tag-File-Character-Encoding: UTF-8



Manifest-sha256.txt

E manifest-sha256.txt 4 +
File Edit View
78adBad3B6lcedebflcblbbi16c92aecde/ad8263835acdec74502e14375fe8ed data/Meeting Minutes BRMO Operations_2817-89-81.docx

70adBadifblcedebflcblbb716c92aecde/al263835acdec/4502e14375feBed data/Meeting Minutes BMO Operations 20818-89-18.docx
/BadBadiBblcedebflcblbb/lbc92aecde/ad263835acdec/4502e14375fe8ed data/Meeting Minutes RMO Operations 20819-89-26.docx



@ The records are bagged... now what do you
do?

This leads us into the records management
I've created the paperwork!

package... now
what?
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QUESTIONS




Step 1

Units needs a Signing Authority




®)

Getting a
Signing Authority
for unit

Should be

A senior leadership level position, as identified by
the unit (Faculty or Department).

Signing Authorities can be delegated

The signing authority can be the Faculty or
Department head, or an appropriate senior leader
designated by the Faculty or Department head.

How many times a Faculty or Department head delegates
the authority depends on the unit.
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Responsibilities of

Signing Authority To review record inventories
that are identified for disposition.

To identify records that may .......




Y

Responsibilities
of Signing
Authority

To identify records that may:

Be subject to an audit that is underway or pending

Be subject to legal discovery in a legal matter that
IS underway or anticipated

Be subject to a pending or ongoing investigation or
review

Pertain to an open application for access to records
made under the FOIPOP Act

Document financial obligations that have not yet
been completed

Document contractual obligations that have not
expired or been fulfilled

Have operational requirements for retention that
have changed since records schedule approval




“E/ UNIVERSITY
[alhousia Linraries
Records Management
Signing Authority Form

Faculty or Department - Name

Authorization:

| R [gt g it

|| ||

Ign I ng Name Position/Title
||

ut orlty Signature Date

I, the above signatory, hereby authorize the undersigned designate(s) the authority to

Fo rm authorize administrative records as per Dalhousie's records management disposition
procedures.

Designate(s)

For Unit; For Unit;
MName Name
Position/Title I Position/Title
Signature -Signature
Date Date

This form will expire three years after date

: Records Management Office Use Only
s Office ID: s
RBarnrdad P



https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

Y

QUESTIONS




Step 2

Inventorying Records




®)

Records format Disposition type

Secure Destruction
Electronic or

Transfer to the Archives



https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/Records%20Disposition%20Authorization%20Form_Electronic_DES_BLANK_Rev%202023-07-17.docx.lt_deb9dc13e79ec4228841b034b6d4e569.res/Records%20Disposition%20Authorization%20Form_Electronic_DES_BLANK_Rev%202023-07-17.docx
https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/Records%20Disposition%20Authorization%20Form_Electronic_AR_BLANK_Rev%202023-07-17.docx.lt_51266fefa4fa9ec984abdbc0e49d3cb3.res/Records%20Disposition%20Authorization%20Form_Electronic_AR_BLANK_Rev%202023-07-17.docx

Y

Electronic Records
Inventories

TR
1111

You have:

Bagged the records and listing has been done
when “Bagged’

The manifest is your inventory list

You must provide the manifest to the RMO
along with the records disposition
authorization form (RDA) (more on this soon!)




Step 3
Record Disposition Authorizations

A.K.A - RDAs




S * |n accordance with the Records
: Management Policy, an RDA

What Is an authorizes records identified

RDA? under DalCLASS for disposition.



https://www.dal.ca/content/dam/www/about/leadership-and-governance/university-policies/records-management-policy.pdf
https://www.dal.ca/content/dam/www/about/leadership-and-governance/university-policies/records-management-policy.pdf
https://libraries.dal.ca/services/records-management/rm-resources/dalclass.html

RDAs - Electronic




Records Management Prosram

Records Disposition Authorization From Ve
Electronic Records

TRANSFER to UNIVERSITY ARCHIVES

Purpose
n accordance with the Records Management Policy this form authorizes records identified under DalCLASS for the
dizposition of transfer to University Archives.

*  Forwsard completed forms to DelRMEdsl. .3 for final authorizetion.

* A records inventory list must be included with form

*  For further instructions refer to Records Management Cffice website or email DelRMEdal.ca

Unit Contact Signing Authority
MName: Mame:
Position/Title: Position,/ Title:
Department, Unit: Signature:

Emzil: Date Approved:

Description of Records

DalCLASS Code(s): | ‘fear Range:

Criginating Storage Repositoryligs):

Disposition:  Transfer to University Archives Amount of storage:

Summary of content:

Einal Authorizati

This guthorizes that the records described and listed con be tronsferred to the Uiniversity Archives os identified obawve.

Name: Michael Vandenburg, (Acting] Associate Dean Archives, Records Mansgement, & Specizl Collections

Signature: Date Approved:



https://libraries.dal.ca/services/records-management/rm-resources.html

Records Disposition Authorization From

Electronic Records /0/7

SECURE DESTRUCTICM/DELETION

Records Management Program ' (/O[ &

Purpose
n accordance with the Records Management Policy this form autharizes records identified under DalCLASS for the
disposition of secure destruction [or deletion).

*  Forwsrd completed form to DelRl & dsl.os for finsl authorization.

*  Arecords inventory list must be induded with form

*  For further instructions refer to Records Management Cffice website or email DelRM@Edal.cs

Unit Contact Signing Authority
Name: Mame:
Position,/Title: Position/Title:
Department/LUnit: Signature:

Email: Date Approved:

Description of Records

DalCLASS Code(s): | Year Range:

Originating Repository(jes):

Disposition:  Secure Destruction/Deletion Amount of storage:

Summary of content:

Einal Authorizati

This quthovizes that the reconds described and Nisted con be or sent for secure destruction gs identified obove.

Mame: Michael Vandenburg, [Acting] Associate Dean Archives, Records Management, & Specizl Collections

Signature: Date Approved:

Confirmation of Secure Destruction/Deletion

Date:
Completad by: Witnessed by:
MName: Name:

Signature: Signature:



https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

Step 4

Review & Authorize




Y

Review &
Authorize

SA comfortable with approving records for
disposition...

~**=* All iIs good and the records outlined
In the RDA no longer have operational
value and can go..... What next?




@ v' 1. SA reviewed and signed
v’ 2.Sentto RMO

Review &

Authorize 3. Send RDA to RMO for final authorization

o AD of Archives, RM and Special
Collections reviews all RDAs for final sign
offs (as outlined in the RM Policy)

4. RMO to contact submitting unit once
Final Authorization is provided by the AD



https://www.dal.ca/content/dam/www/about/leadership-and-governance/university-policies/records-management-policy.pdf

@ What next?

. The RMO will send instructions of next steps.
Secure Destruction

VS
Transfer to the University
Archives




Y

Secure Destruction

Your RDA is for Secure Destruction

Remember the RDA form for destruction?

The bottom has a spot that confirms the deletion
(aka destruction) has occurred.




DALHOUSIE 0
U-‘~JI‘-IEF-!SIT‘rr e§
Records Managzement Progra f/'o

Records Disposition Authorization From

Cyy;
Electronic Records /0/7

SECURE DESTRUCTION,/DELETION

Purpose
n accordance with the Records Management Policy this form authorizes records identified under DalCLASS for the
dizposition of secure destruction [or deletion).

*  Forward completed form to DelRM@dsl.cs for final authorization.

*  Arecords inventory list must be induded with form

&  For further instructions refer to Records Management Cffice website or email DalRM@dal.ca

Unit Contact Signing Authority
MName: Mame:
Paosition/Title: Position,/Title:
Department/Unit: Signature:

Email: Date Approved:

Description of Records

DalCLASS Codes): Year Range:

Originating Repository(jgs):

Disposition:  Secure Destruction/Deletion Amount of storage:

Summary of content:

Einal Authorizati

This muthorizes that the records described ond listed con be or sent for secure destruction os identified ohove.

Mame: Michael Vandenburg, [Acting] Associate Dean Archives, Records Management, & Specizl Collections

Signature: Date Approved:

Confirmation of Secure Destruction/Deletion

Date:
Completed by: Witnessed by
Name: MName:

Signature: Signature:



https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

Once you receive Final Authorization for secure
destruction.

v Delete the original folder(s)

What to do after Final
v
Authorization is provided Delete the bagged folder(s)

for secure destruction...

After everything is deleted, confirm with the RMO
that everything has been deleted.
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Secure Destruction Once deleted let the RMO know.
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Celebrate
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Transfer to the University
Archives

Your RDA is for Transfer to the University Archives

We have a video for that.......




Y

What to do when Final
Authorization is received
for archival transfer...

Your file directory provides
temporary storage to facilitate file
transfers and is not a solution for

long-term storage or preservation.




Y

 Inform the RMO when the upload was

What to do completec

.  Once the RMO is informed of the upload, they
after Final will
Authorization is o Confirm with the University Archives that

. the records were successfully

provided for transferred
archival

transfer...
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Transfer was a success!

Now what?

The RMO will provide the submitting unit an
accession number for the record(s) that were
transferred to the University Archives.

Once you hear from the RMO that the records
are officially have been transferred of the
University Archives, you can:

v Delete the original files from your
computer

v' Delete the bagged files from your
computer




w

Celebrate
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Accessing
electronic records in
University Archives

Records transferred to the University Archives via
the Records Management Program are still be
accessible to your department

If you want to access electronic records, you will
have to:

 Reach out to the University Archives at
archives@dal.ca

* Provide the accession number that you were
given by the RMO

 Inform the Archives which record(s) you would
like to access



mailto:archives@dal.ca

DalRM@dal.ca
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