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DIGITIZATION GUI DELINES FOR ADMINISTRATIVE  RECORDS  

establish consistent  processes and procedures for the development of a credible 
digitization  management program a nd comply with legal, provincial and university requirements . 

Not all administrative records can  or need to  be replaced by a digital copy . Records that have 
enduring historical value and form part of the University’s documentary heritage or that must be 
retained in their original paper format  for legal or business purposes fall outside the scope of 
the se Guideline s. Digitized  records that do not comply with the McGill University Records 
Retention Schedule and do not adhere to the  current  Guideline s will no t be approved for 
substitution under the McGill University Substitution of an E -Version as Official Record . 

2. OVERVIEW

These Guideline s are  
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Refer to the Procedures  contained herein  for details regarding the implementation and 
interpretation of th e Guidelines . 

3. DEFINITIONS

For the purpose of the se Guidelines , the following definitions apply:  

Administrative Record  
A document that has been created  or received because it facilitates the operations and 
management of the University  

Archival (Permanent) Record  
Materials created or received by a staff or faculty member , in the conduct of their employment  
that are preserv ed because of the enduring and historical value as evidence of the functions and 
responsibilities of the University  

Archives  
The body of documents , regardless of format and date, created or received by the University  and 
held by the McGill University Archives as having historical and enduring  information value  

Digital  
Representing information through a sequence of computer code, and is often used synonymously 
with automated, computerized, electronic or with the prefix  e-  

Digitization  
The process of transforming paper material into a digital form, especially for storage and use in a 
computer  or on a network  

Document  
Information inscribed on a medium , such as paper,  constitutes a document. A record may  
comprise one or more documents (see also record)  

Record  
Information of an  official nature that is fixed on a medium, such as paper  or digital, and that is 
created or received in the course of individual or institutional activity and set aside (preserved) 
as evidence of that activity for future reference (see also document)   

4. GUIDELINE S

4.1  Scope  

a) These Guidelines apply  to administrative records  that  are eligible for substitution
under the McGill University Records Retention Schedule.

b) The copies  can be viewed using various software programs and access to them may
depend upon the user’s individual security profile .

c) Security and access of the digitized  record must  comply with applicable legislation
and the operation al  needs of the unit.

d) These Guidelines do not cover processes used to evaluate the authenticity of the
paper records .

e) The Digitization D eclaration  for Paper Records and the Digitization Monthly Control
Report  (see A nnex  A and B )  must be completed by the faculty/ unit in  order to
document the digitization process and to comply  with provincial regulations.

f) Compliance with these Guidelines will ensure that the copy  captured is a true
reproduction of the paper records .
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4.2  Digitization Technical Requirements  for Paper Records  

a) Desktop scanners or Uprint are acceptable for digitization ;
b) The  
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mailto:records.archives@mcgill.ca
http://www.mcgill.ca/library/branches/mua/records-management/murrs


  Page 6 of 9 

 
8.  LIST OF APPROVED RECORDS FOR SUBSTITUTION  

 
Please contact the McGill University Archives

mailto:records.archives@mcgill.ca?subject=Question%20about%20digitization
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ANNEX  A 

 
DIGITIZATION  DECLARATION FOR PAPER RECORDS  
 

1.  Instruction  
 
This digitization  declaration must first be completed by the head of the designated  unit. It 
indicates and documents the digitization process in the unit and it must be considered as a part 
of the G uideline s. For your convenience, some sections are already completed, but you can 
change them if necessary.   
 
Once completed, the declaration must then be validated by McGill University Archives (MUA). Any 
further updates to this declaration must also be validated by MUA .  
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