Guidance for Depositors on Digital Records

Considering depositing your digital records with the archives?  This leaflet outlines the steps that you can take to help us to process your records successfully.
Making Sense of your Records
Twenty first century technology makes it easy to create large quantities of records and as a result digital deposits can be quite big.  By telling us a bit about your records - such as who created them, why they were created and what folder structure is in place- we can make informed decisions about their value.  It will also help us to better describe them so that other people can access them in the future.

If you hold any documentation about your records and how they were created, please make sure you provide us with copies.  This might include details of any abbreviations that you may have used or the structure of any databases you have created.

File Formats
Software development means that some file formats become harder to open as time goes by.  By moving your records to any of the preservation file formats on this list: https://www.archivematica.org/wiki/Media_type_preservation_plans (where possible) we are more likely to be able make your records available long term.  
Sometimes the look and feel of a record is important and these may change when moved to a different format.  In these circumstances it may be advisable to talk to us prior to migrating your files or to provide us with copies of your original files as well as the migrated files.  If you are unable to move your records to a preservation format before deposit let us know and provide us with as much information as you can about the software that you have used to create your records.

Please be aware that your records may be moved to newer formats on several occasions over the course of their deposit to ensure their continued accessibility.
Passwords & Encryption
Passwords and encryption are important security measures which can help to protect personal and confidential information from unauthorised access.  But by their very nature can also impede archivists from gaining access to your records when transferred.  Please provide us with any passwords or encryption keys that we will need to access your records.
Personal Information
We aim to make all records deposited with us openly available to the public.  However there are circumstances in which this may not be appropriate.  We will be guided by the Freedom of Information Act and the Data Protection Act when making decisions about access.  If your records contain any personal information not already in the public domain, or any information to which you feel access should be restricted, let us know so that we can take this into consideration.
Copyright
In order to make your digital records available in the future we are likely to make copies of them.  In order to do this we will need permission from the copyright owner.  If you are not the copyright owner of your records or parts of your records, please let us know who is so that we can approach them for permission.

If you are aware of any content in your records which you may have used without seeking permission from the copyright owner please let us know.

Appraisal
Once we have received your records we will appraise them in line with our Collection Policy.  If there are any items which we do not feel meet our policy, but are of historical value, we will offer them to a more suitable archive repository.  If there are any duplicates or items which we feel are not suitable for permanent preservation we will destroy them in a secure manner.
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Wales Archives 

Digital Material Donation Form

	1. About the Data

	Digital Collection:
	
	Hybrid Collection:
	

	Title: 
	Covering Dates:


	Description of collection:


	List of main categories / individual Items:


	Additional to a collection already held by  Wales Archives?
If so what is the name of the collection?



	2. Questions about the creators of the data

	Who created these records?


	Who else contributed to the data, if known?



	3. Questions about the hardware and software used to create and transfer the data

	 What medium is the data on? (eg CD Roms, DVD, DVD-R, DVD+R)
 

	What is the quantity of data donated i.e. GB; MB; KB; etc?


	What kind of data is it? (eg text, image, spreadsheet, audio)


	What program was used to create it? (eg MS Word 6.0, Photoshop 7)


	On what platform was it created? (eg a PC running Windows 98 SE2 etc)


	Has the data been compressed / zipped for delivery to us, and if so how?


	Has the data been encrypted and if so how?


	Is this collection or any part of it password protected?



	4. Legislation

	Does any part of the Donation contain personal data as defined by the Data Protection Act 1998?


	Are there any other reasons to restrict access?
If “Yes”, please give details:  


	Please give details of any person(s) / organization (s) who may have Intellectual Property Rights (IPR) in the digital records being donated.



	5. Questions about the future of the data

	When we have successfully transferred the data to our servers can we:
1. Dispose of the media/carrier on which the data came to us?
2. Dispose of unwanted data?


	6. Accession Agreement

	I hereby transfer ownership of the above records to Wales Archives.  By doing so I agree that Wales Archives can store, translate, copy, change to different formats the records for the purposes of digital preservation and public access.   I agree that the Wales Archive may, following appraisal, decide not to preserve these records.  I declare that I am entitled to do so as the legal owner of the records or as agent  for the legal owner. (Optional clause:   I declare that I have read and accepted Wales Archives  terms governing the donation of records. )


	Donator Name:
	Donator  Address:


	Donator Telephone Number:

	Donator E-mail Address:



	Signature of Donator:
	Date:


	Signature on behalf of Wales Archives:
	Date:



