E-Records Transfer Guidelines (Individuals)
We wish to retain records that may retain long-term for historical research.  We aim to preserve only substantive, unique records.  Information that represents your background, personal development, work, actions, hobbies and thoughts is likely to be of long term value. 
IN GENERAL 
1. The following types of records DO have archival value because they provide evidence regarding your development, activities, thoughts, and opinions: 
a. Email or other correspondence.

b. Blogs, diaries and personal websites.
c. Publications.
d. Databases and other data sets.

e. Photographs, films, and videos produced by you or organizations with which you were involved.

f. Specialized collections of rare or unique materials.

g. Any other materials you feel are important.
2. When in doubt, don’t delete! However, the following types of records generally DO NOT have archival value:  

a. Duplicate copies.

b. Working papers and drafts, where the final results are published.
c. Detailed financial records (e.g. vouchers, invoices, reimbursements).

d. Information that was produced by others, is maintained solely for reference use, and is available elsewhere (e.g. external circulars or publications).

e. Routine correspondence or email (e.g. scheduling meetings/events).
ORGANISING YOUR INFORMATION
3. For electronic folders (i.e. directories on your computer): 

a. Provide us with a short description of how you typically manage your files (e.g. are financial items kept separately from correspondence and reports?)

b. Keep existing folder structures, BUT
c. Where appropriate, rename folders so we can understand what they contain.

d. If possible, move drafts into separate folders within the parent folder:
PROJECT ONE (folder)

ReportFinal.doc (file)

Letter.doc, etc.

DRAFTS (subfolder) 

ReportDraft.doc

LetterDraft.doc, etc.

4. For electronic files (e.g. Word documents, etc), prepare a short note describing the:
a. Software you use now or used previously (note file extensions for file created with out-of-date software if possible).
b. File naming conventions that you use (if any).

DELIVERING ELECTRONIC RECORDS TO US
We will complete a submission agreement with you.  It will explain the precise method of delivery, which may take place via networked connection, CD/DVD, or portable hard drive.  It will also explain any steps you need to take before delivering files to us.

See other side for tips on organizing records or information created in the future.
ORGANIZING INFORMATION / RECORDS IN THE FUTURE
5. Electronic folders/files:
a. Keep one folder in which all of your important documents are stored, e.g. your ‘home’ folder.  If any program you use tries to save files outside of this folder, please change the configuration settings, if possible.

b. Within the ‘home’ folder store all information related to a particular project, subject, or document type within one subfolder, e.g. “My documents”
c. If possible, use a common set of subfolders within a project or topic, e.g. if you are an author, you might organize your files like this:
PROJECT1TITLE (folder)

CONTRACT (subfolder)
CORRESPONDENCE 

DRAFTS 

FINAL MANUSCRIPT 
etc.

PROJECT2TITLE
CONTRACT
CORRESPONDENCE 

DRAFTS
FINAL MANUSCRIPT
etc.
d. The list of file formats that we currently promise to preserve and make accessible is listed at http://e-records.chrisprom.com/?page_id=581.  If a format that you use is not listed, please consult with us regarding preservation options.
6. Email:  Ensure that any email stored on your local hard drive is included in your backup routine (see below).  If you do not know where your email is stored, please consult us.
7. Backup:  Ensure that files are backed up regularly to an external hard drive, using a utility such as Time Machine (Mac) or DT Utilities PC Backup (Windows).  If possible, keep a copy of the backed up data in a separate location from the master computer.
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