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5. Generates archival descriptions for all digital records transferred to and acquired by the 
Archives; 

6. Establishes and implements strategies for permanent digital preservation (i.e., 
management of the information about the records, migration, emulation, technology 
preservation, etc.);50 

7. Makes the digital records accessible to researchers according to the procedure 
described in the InterPARES Chain of Preservation model. 
 

BCIT Departmental Digital Records Custodians  

The BCIT departmental digital record custodians, in consultation with the Archivist and the Manager, 
Records Management and Privacy, digital records creators and Information Technology Services, are 
responsible for the following activities within their department. The digital records custodian:  

1. Recognizes digital records destined to long-term maintenance early in their lifecycle, 
preferably at the time of creation; 

2. Ensures that digital materials are maintained stable and fixed in both their content and 
form; 

3. Identifies all owners of the records and addresses issues of long-term maintenance if 
multiple owners occur;51 

4. Selects hardware, software and file formats, in consultation with the Archives, the 
Manager, Records Management and Privacy, and ITS, that offer the best likelihood of 
interoperability and continuing accessibility over time;  

5. Recognizes the digital components of the records to be maintained and ensures that the 
records will remain linked to the metadata necessary to verify their identity and 
integrity over time; 

6. Implements maintenance strategies (i.e., storage media, system security, etc.);52 
7. Documents how the reproduction process control measures are implemented, how they 

are monitored, and the technical requirements for access. 
 

BCIT Records Creators  

BCIT records creators have a duty to create and maintain reliable, authentic electronic records according 
to the procedures related to this policy. 

BCIT Information Technology Services Department  

The BCIT Information Technology Services Department (IT Services), in consultation with the Manager, 

                                                                                                                                                                                                
Electronic Records,” in The Long-term Preservation of Authentic Electronic Records: Findings of the InterPARES Project, 
Luciana Duranti, ed. (San Miniato, Italy: Archilab, 2005), 204-219, especially 213-214, 217-219. Online reprint available at 
http://www.interpares.org/book/interpares_book_k_app02.pdf. 
50 See “B. Preservation Strategies,” pp. 25-27 in Hackett, op. cit. 
51 The BCIT Records Management Guidebook states that departments using digital records for ongoing business processes are 
required to document those business processes that rely on digital records, regularly audit the security of the systems that store 
these records and document the departmental procedures in place for ensuring the security, audit trail and overall integrity of both 
the system and the records. Staff members are required to ensure that all policies and procedures in place for managing hardcopy 
records are applied consistently to digital records and additionally that an appropriate level of metadata is captured and 
maintained in a “suitable database.”  
52 See “A. Maintenance Strategies,” Hackett, op. cit. 
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