 Deposit Agreement for Electronic Records (Template)

Based on:

Version 1.3 of National Archives of Scotland  Deposit Agreement

TAPER Project Website

Practical E-Records Blog
Submission Agreement ID: Insert Permanent ID corresponding to local convention
Introduction

This agreement is between insert name and address of repository (hereinafter ‘the repository’) and the named body/individual below (hereinafter ‘the depositor/donor’):

It concerns the transfer of the following electronic records described in the section ‘Description of Material to be transferred.’

Where indicated, the materials described in this submission agreement are referenced in the records survey completed by repository staff on the date listed below.  The donor or depository can obtain a copy of this survey upon request.

Depositor/Donor: insert legal name of donor
Donor Contact Information:  insert name, address, phone, email address, etc.
Records Survey ID: Insert Unique ID or other reference to records survey
Records Survey Date: Insert Date
Strike or remove if not applicable:  Prior to formal transfer the depositor/donor and the repository analyzed a representative sample of data and associated metadata.  The repository and the depositor/donor used the results of this analysis to inform the detailed definition of material to be transferred.  
Description of sample data analyzed:  insert description or “NOT APPLICABLE”
Mandate for transfer:  This transfer of electronic records from the depositor/donor to the repository is mandated under describe legislation, records schedule, Memorandum of Understanding, deposit agreement/deed of gift or letter dated xx/yy/zzzz or NOT APPLICABLE.
Description of material to be transferred 
Title of Records:  Insert title e.g. ‘Electronic correspondence; ‘Electronic proceedings of the General Assembly’; ‘Electronic records produced by the Department of Anthropology’
Inclusive Dates: insert inclusive dates of the records covered by this submission agreement
Scope and Content Statement:  Provide a narrative statement describing the genres, purpose, and content of the entire set of records being deposited.
Extent:  Insert extent statement in following format: xxx bytes in yyy files and zzz folders
Genres:  List the record types that are included, e.g. 
· correspondence,

· budget spreadsheets,

· databases

· photographs,

· email

· reports

File Types: List the technical file formats being submitted, where possible, provide MIME types.e.g. 
· ‘word documents

· tiff files

· etc.  

Software Requirements:  list any software programs formats that are not typically used in a standard office environment, that are required to access content being transferred
Arrangement: The aim is to give a logical and coherent overall view of the whole set of objects, describe folder structure, nature of relationship between objects and metadata, etc.  If necessary, attach diagrams or screenshots from the original system
Naming Scheme: Provide if one exists
Transfer Procedures
The depositor/donor will present data for transfer to the repository in the format described above, within a single folder named as below.  Where noted, the donor will supply metadata as described in the “Required Metadata” Field, in the format and to the specifications there described.  This data shall be transmitted to the repository by the depositor/donor on the following date or schedule, using the transfer medium described:

Root Folder Name: Insert name based on local convention for naming of SIPs (for example, SIP identifier
Required Metadata:  Insert statement describing metadata which must accompany files, and describing the format and folder/file naming conventions in which it will be supplied.  Where applicable note whether metadata is descriptive or preservation metadata (such as MD5 checksums)
Transfer Date: Insert Transfer Date

Transfer Schedule: Describe frequency eg as a single/monthly/annual/one-off deposit  

Transfer Medium/Method: Insert transfer medium eg hard drive, CD, DVD, USB stick, network transfer; Note if provided by the repository
Where the transfer medium is supplied by the repository, the repository accepts no responsibility for any loss or damage to the depositor/donor’s systems which may result from its use.

Procedures for data validation during ingest will be agreed between the depositor/donor and the repository. 

Data Validation
Please tick as appropriate:

 FORMCHECKBOX 

The donor/depository has provided a tab-delimited text file providing full object paths and file names for the all objects being submitted, with an MD5 checksum for each object.  The repository will perform automated validation  

 FORMCHECKBOX 

Based on incomplete information supplied by the depositor/donor prior to transfer, the repository will carry out selected content and completeness checks to verify that the transmitted data is what is expected, and that it is complete.  

 FORMCHECKBOX 


No data validation will be performed on objects submitted.

Rejection Procedures

The repository reserves the right to reject data transfers at any stage of processing.  The repository will notify the depositor/donor of the reason for rejection.  Reject reasons will include (but are not confined to):

The deposit does not conform to the agreed SIP definition;

· The deposit does not contain the expected content;

· The deposit is incomplete;

· The deposit contains an unacceptable level of duplication (within 


itself and/or with existing content already held by the repository);

· The deposit includes insufficient metadata.  

Rejected data transfers will be returned to the depositor/donor using the original transfer method, and the depositor/donor will be given due notice.  

If relevant a replacement data transfer will be agreed between the depositor/donor and the repository.

Acknowledgement of receipt

The repository will provide the depositor/donor with receipts at the following points:

1. when data first received;

2. once data has been successfully ingested (Confirm Receipt stage).  At this point:

a. The depositor/donor can delete their copy of the data if this is in accordance with their internal procedures, and

b. the repository will securely erase his copy of the data from the transfer medium.

Access/Copyright
Retention Period:  The records will be maintained “permanently”, or describe retention period
Access Restrictions/Security Profile: Describe nature of access restriction(s) and itemise digital object(s) to which they apply
Copyright statement:  Insert narrative statement, developed by repository, describing the copyright status of item in the transferred.  Describe known copyright holders and items to which they apply.  Note if any records are in the public domain.
Proposed Processing Plan 
For the purposes of ingest into the repositories digital archives, the repository will organise the data and metadata as follows.  We will retaining digital objects in their original format and digital objects will be transformed into other formats for long-term preservation purposes and in order to ensure their longevity.    

Proposed Records Series or Collection Name: Insert
Proposed Organization/Naming Scheme:  Describe how the data will be handled eg “each digital object and its associated metadata file will be regarded as a complex object,” “Folders will be renamed as follows”, “duplicate items will be deleted”, etc.
Proposed Migration Formats:  In chart below, list original format with proposed target migration format, eg.:

	Original Format
	Proposed Migration Format

	Microsoft Word Document
	PDF/A

	Access databases
	Mysql database


Authenticity of Records and Legal Admissibility

The repository confirms that the records described above will be deposited into a data management system that  operated in compliance with BIP 0008 standards
For the avoidance of doubt, this statement applies only to digital records once they are in the custody of the repository.  Unless there is a parallel depositor/donor’s statement noted below, in terms of BIP 0008,  the records cannot be regarded as having continuous authenticity for legal admissibility purposes.  

Please tick and complete as appropriate: 

 FORMCHECKBOX 


The depositor/donor confirms that Insert name of system 


information management system is operated in compliance 


with BIP 0008.

 FORMCHECKBOX 
 

The depositor/donor confirms that Insert name of system 


information management system is not operated in compliance 


with BIP 0008.

 FORMCHECKBOX 
 

The deposit includes scanned documents, but not to BIP 0008 



standards
Where the depositor/donor is BIP 0008 compliant, authenticity in transfer will be maintained by the depositor/donor including their checksum algorithms in object metadata.  The repository uses a 128-bit MD5 algorithm, but other algorithms can be managed.   Donor-generated algorithms will be verified by the repository on transfer, and recorded.

The depositor/donor and the repository agree that the following procedures will be used to ensure the continued physical security of the transfer medium during transfer:

Describe how transfer medium will be kept secure during transfer, eg sealed pouches
The depositor/donor and the repository agree that the following procedures will be used to ensure that accountability is maintained throughout transfer:  

Describe how accountability will be maintained at all times during transfer, eg van driver signs two receipts, one for depositor and one for repository; depositor uses a courier log; the Keeper acknowledges receipt at point of delivery.  

Signatures

	
	For the repository
	For the Donor

	Signature
	
	

	Print name
	
	

	Job title
	
	

	Date
	
	


Appendix 1: Standards reflected in this agreement 
Alan Shipman: Code of Practice for Legal Admissibility and evidential weight of information stored electronically, British Standards, BIP008-1: 2004
Space data and information transfer systems – Producer-archive interface – Methodology abstract standard, British Standards, BS ISO 20652: 2006
Trustworthy Repositories Audit & Certification: Criteria and Checklist, CRL, The Center for Research Libraries and OCLC Online Computer Library Center, Inc., 2007.  
http://www.crl.edu/PDF/trac.pdf (accessed 30 October 2008)

( 2009 Christopher J. Prom.  Permission to modify and republish these submission agreement template is provided under a Creative Commons Attribution 3.0 United States License.  This document is based on information supplied by the the National Archives of Scotland and work done by Susan Corrigall, to whom I am indebted.











































































� IMPORTANT!!! This section provides sample language, developed by the National Archives of Scotland, that may serve as a template for archives in the United Kingdom concerning promises of legal admissibility concerning the authentication of records once received by the repository.  BIP 2008 is a standard of legal admissibility that applies only in the United Kingdom.  Furthermore, repositories need to ensure that their systems are able to provide the promises guaranteed in this section.  Thus, a repository should review and customise this entire section carefully before  using it in an actual submission agreement.
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