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d d But first, some vocabulary:
E-records ID an J—

+ Born-Digital: Records that were originally

created in electronic format.
+ Application document: a document created by a
desktop application (e.g. Word or Acrobat).

managemen‘c

These are the "basics'-- how to deal with

app]icafion documents.

It's easier to access and share your records.

Accessible—t
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Electronic records must have these 6 qualities:

Why keep electronic records at all?

The physical space requirements It's easier to find older records.
for storage are MUCH lower.*

What happens once I don't need an e-record anymore?

Twao Paths:

Disposition Archiving
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But first, some vocabulary:

« Electronic Record: any record created/
maintained in a computer-readable format.

+ Born-Digital: Records that were originally
created in electronic format.

» Application document: a document created by a
desktop application (e.g. Word or Acrobat).
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ozpp]ica tion documents.

It's easier to access and share your records.
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Why keep electronic records at all?

The phy51cal space requirements It's easier to find older records.

.............

What happens once I don't need an e-record anymore?

Two Paths:
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*That said, robust electronic storage is neither free nor infinite.
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AcceSSIble e

The recards can be retrieved for ref
sccess within a reasanzhle periad of tim

Accurate Authentic

The retrieved file correcdy reflects the The electronic record correctly refleas the input of
wriginal record, erearars and editors and can be sabstantiared,
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Electronic records must have these 6 qualities:

\1l three of these pertai
to long-term records
ACCess,

Reliable —

The dlectranic record reflects the inital
record each and every time it is acoessed.

Legible

g e The letters, numbers, and spmbols in the
e S dncument are uniquely identifiable.

Readable

The reconds can be opened on an accessible
bicatiily pead b (LY iddasd




