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RECORDS DISPOSITION AUTHORITY 

2018-02 

CONVERTED SOURCE ANALOGUE RECORDS 

ON-GOING SCHEDULE 

Effective Date of the Records Disposition Authority 
This Records Disposition Authority may be used to schedule records created on or after 
April 1, 1967. 

Amendments History 
The following is a summary of the amendments to the Government of the Northwest 
Territories' Converted Source Analogue Records Schedule. 

Amendments come into operation on the approval date. 

Version Approval Date Description of Amendment 
1 2018 First version of the Converted Source Analogue Records 

Schedule approved. 

Purpose of Records Disposition Authority 2018-02 
The purpose of this records disposition authority is to formalize the retention periods and 
authorize the disposition of converted source analogue records, subject to conditions 
outlined in this authority. Converted source analogue records are paper or other analogue 
records that have been converted into a digital format as part of an approved digitization 
program. 

This records disposition authority supports the government's records management 
program by authorizing the use of master digitized records and by providing a mechanism 
for disposing of converted source analogue records in a timely fashion. It supports the 
government's mandate by ensuring that records can be located and retrieved when 
required. This records disposition authority also helps the government meet its 
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responsibilities under the Archives Act, the Access to Information and Protection of Privacy 
Act, the Financial Administration Act, and other legislation. 

Organizational Profile 
The Government of the Northwest Territories (GNWT) is a non-partisan consensus-style 
parliamentary government composed of three branches: the executive (composed of the 
Premier and Ministers who are responsible for the operations of the government bodies 
that make up the public service); the legislative (approves laws); and the judicature 
(applies laws through the court system). 

The GNWT was established with the passage of the Northwest Territories Act in 1875, five 
years after the Northwest Territories (NWT) was acquired by the Dominion of Canada. This 
Act has been amended many times since then to change the size and composition of the 
Territorial Council/Legislative Assembly, reflecting changes in the geographical extent of 
the NWT as well as a gradual increase in more representative government as electoral 
districts were created in the NWT. 

From 1905, when the provinces of Alberta and Saskatchewan were created, until 1967, the 
NWT was governed from Ottawa. During this period, although government programs and 
services in the NWT were carried out under the authority of the Territorial Council, the 
majority were administered by the federal Department of Northern Affairs and National 
Resources. 

Between 1965 and 1966, the Advisory Commission on the Development of Government in 
the Northwest Territories, otherwise known as the Carrothers' Commission, was charged 
with examining the question of the political development of the Northwest Territories. The 
Commission held hearings in northern communities and presented its findings in a report 
in 1966: northern residents should have a greater degree of self-government, including a 
public service located within the NWT, but the Eastern Arctic (later Nunavut, created in 
1999) should not be separated into its own territory for at least another ten years. 

In 1967, the territorial government moved to Yellowknife, as recommended by the 
Carrothers' Commission report. This date marks the establishment of the territorial public 
service, which soon began to take over delivery of programs and services from the federal 
government. The movement towards more representative government continued in the 
following decades: in 1975, the Territorial Council was composed entirely of elected 
(rather than appointed) members; in 1980 the renamed Legislative Assembly elected the 
first Government Leader; and in 1986 the management of the Executive Council (Cabinet) 
was transferred from the Commissioner to the Government Leader. 
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Responsibilities for various functions have gradually devolved from the federal 
government to the GNWT since 1967, and many through gradual phased changes. These 
include personnel (1967), industry and development (1967), education (1969-1970), 
justice (1971), airports (throughout the 1970s), health (1978-1984), social services (1978), 
elections (1997), and management of land and resources (2014). Some functions and 
activities have been further devolved to local and indigenous governments. 

In addition to operational functions, each managed by a specific government body, some 
administrative functions have emerged as common across government. These include 
general administration (governance, policy, planning, legislation, maintenance of 
relationships with other governments and groups); the management of equipment and 
supplies; some aspects of financial management and accounting; the management of some 
aspects of human resources; and the management of information systems and services. 

Program delivery by the GNWT is largely centralized in Yellowknife, with some 
headquarters offices and significant regional presence in Fort Smith, Hay River, Fort 
Simpson, Norman Wells, and Inuvik. Government services are also provided in smaller 
communities, often through local Single Window Service Centres. 
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Organizational Chart 
Head of Territory Legislative Assembly Departments Agencies, boards, commissions, corporations, 

offices, and other bodies 

Commissioner of 
the Northwest 
Territories 

Members of the 
Legislative Assembly 
• Premier and 

Cabinet 
• Regular Members 

Office of the Clerk of 
the Legislative 
Assembly 

Education, Culture and 
Employment 

Aurora College 
Beaufort Delta Divisional Education Council 
Commission scolaire francophone Territoires du 

Nord-Quest 
Dehcho Divisional Education Council 
Dettah District Education Authority 
N'dilo District Education Authority 
Sahtu Divisional Education Council 
South Slave Divisional Education Council 
Yellowknife District No. 1 Education Authority 
Yellowknife Public Denominational District 

Education Authority 
Environment and Natural 
Resources Inuvialuit Water Board 

Executive and Indigenous 
Affairs Public Utilities Board 

Finance Liquor Commission 
Liquor Licensing Board 

Health and Social 
Services 

Northwest Territories Health and Social Services 
Authority 

Hay River Health and Social Services Authority 
Industry, Tourism and 
Investment 

Northwest Territories Business Development 
and Investment Corporation 

Infrastructure 

Justice 
Northwest Territories Legal Aid Commission 
Public Trustee 
Rental Officer 

Lands Surface Rights Board 
Municipal and 
Community Affairs Northwest Territories Lottery Authority 

Northwest Territories Housing Corporation 
Northwest Territories Hydro Corporation 
Northwest Territories Power Corporation 
Tlichcl Community Services Agency 
Workers' Safety and Compensation Commission 

Regulatory Environment 
The following legislation and associated regulations govern or affect the business functions 
of the GNWT's government bodies and the delivery of programs and services using master 
digitized records. Each government body operates under additional legislation that governs 
its individual mandate and the delivery of programs and services. 

• Access to Information and Protection of Privacy Act 
• Archives Act 
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• Electronic Transactions Act 

The following policies govern or affect the business functions of the GNWT's government bodies 
and the delivery of programs and services using master digitized records. 

• Electronic Information Security Policy (ICT Policy 6003.00.26) 
• Management of Electronic Information Policy (ICT Policy 6003.00.20) 
• Northwest Territories Archives Policy (GNWT Policy 71.06) 
• Recorded Information Management Policy (ICT Policy 6003.00.18) 
• Records Scheduling Policy (ICT Policy 6003.00.24) 

The following standards, guidelines, and directives govern or affect the business functions of the 
GNWT's government bodies and the delivery of programs and services using master digitized 
records. 

• Directive - Digitizing 
• Standard - Digitizing 
• Guideline - Digitizing 

Description of Records 
This records disposition authority applies to master analogue records that have been converted to 
master digitized records for access, storage, or preservation purposes, subject to conditions set 
out in this records disposition authority. 

Office of Primary Responsibility 
Government bodies must individually determine which business units within the organization 
have primary responsibility for appropriate implementation of this records disposition authority. 

Definitions 
Active Records are records that are required on a regular basis. They may be referred to daily, 
weekly, or every couple of weeks. Because active records are used frequently, they should be kept 
in the office where they were created. 

Administrative Records are records documenting common management processes, activities, 
and functions including planning and organization, committee participation, drafting of 
agreements and contracts, legal matters, and communications. Administrative records support 
"housekeeping" functions such as the management of facilities, property, material, finances, 
personnel, and information systems. Administrative records are common to all offices and are 
distinct from operational records. 
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Analogue Records refer to physical records of various media types (text, photographic, film, 
microfilm, blueprints, maps, audio, et cetera) that do not require a computer to view embedded 
information. 

Business Process Digitization refers to routine digitization of records and the incorporation of 
the digitized records into business information systems where future actions take place on the 
master digitized records, rather than on the converted source analogue record. 

Converted Source Analogue Record is a record that has been digitized and is no longer the 
master record. 

Copy File refers to a record that is a copy of and is maintained in addition to the master file. A 
copy file is kept for reference purposes and is not used or relied upon as the government body's 
official record of its actions, business transactions, decisions, policies, and approvals. 

Destruction see Final Disposition. 

Digital is any data or recorded information that exists as binary code (zeros and ones). 

Digitization is the process of converting records from analogue (physical) formats to digital 
formats. 

Digitized Record is a record that has been converted from an analogue record to a digital record 
format. 

Final Disposition is the final action taken with regard to a group of records after their inactive 
phase has ended. It may be either destruction or transfer to the NWT Archives. 

Function refers to anything an organization or institution is accountable for doing in order to 
fulfill its established role or mandate. Functions represent the major responsibilities that are 
managed by the organization and typically consist of a group of related business activities that 
fulfills the major responsibilities for achieving the organization's strategic goals and legislative 
responsibilities. 

Government Body means 

(a) a department, branch or office of the Government of the Northwest Territories, 

(b) an agency, board, commission, corporation, office, or other body designated in the 
regulations, or 

(c) the office of a member of the Executive Council. 
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(Archives Act, R.S.N.W.T 1988, c.A-6, s.1). 

Legacy records refers to an existing set of analogue records that are no longer being added to or 
modified. They may have been created using filing systems that are either no longer used, or have 
no apparent organization. They are commonly referred to as backlog records. 

Master Analogue Record is a master record created and manipulated in an analogue (physical) 
state. 

Master Digitized Record is a record that has been converted from an analogue record to a digital 
record format, and has met the qualifications (quality control, Records Disposition Authority 
approval) to be deemed the master record. 

Master File or Master Record is a record that is considered the official record and is considered 
a true and valid record by both the creator and for legal purposes. Also referred to as a substantive 
or authoritative record. 

Office of Primary Responsibility (OPR) refers to the program unit within a government body 
which is responsible for the creation and maintenance of a category of records or holds the master 
copy of any records series. The OPR is responsible for the particular function or activity and 
maintains the master file in order to satisfy operational, financial, legal, audit, and other 
requirements. All other copies are considered duplicates and have a shorter retention period. 

Operational Records refers to records that are related to the operations and services provided 
by a government body in carrying out the functions for which it is responsible according to 
statute, mandate, or policy. Operational records are distinct from administrative records and are 
unique to each government body. 

Public Record means a record that is created by or for or is received by a government body 
carrying out its activities, but does not include 

(a) a record of the Legislative Assembly, the office of the Speaker of the Legislative 
Assembly, or the office of the Clerk of the Legislative Assembly, 

(b) a record of a committee of the Legislative Assembly, 

(c) a record of a member of the Legislative Assembly other than a member of the Executive 
Council, 

(d) a record of a member of the Executive Council that relates to his or her activities as a 
member of the Legislative Assembly, 
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(e) correspondence sent or received by a member of the Legislative Assembly unless the 
correspondence relates to his or her responsibilities as a member of the Executive Council, 

(f) a record of a member of the Legislative Assembly, including a member of the Executive 
Council, that relates to his or her constituency office or to his or her representation of 
constituents, or 

(g) a surplus copy of a record or a copy of a record that is created only for convenience of 
reference. 

(Archives Act, R.S.N.W.T 1988, c.A-6, s.1) 

Record is a record of information, regardless of its form and characteristics, the means by which it 
was created and the media on which it may be stored and, without limiting the generality of the 
foregoing, includes 

(a) a document, book, ledger, photograph, image, audiovisual recording, x-ray, map and 
drawing, and 

(b) a record created or stored in digital or other intangible form by electronic means, 

but does not include software or a mechanism that produces records. 

(Archives Act, R.S.N.W.T 1988, c.A-6, s.1) 

Records Disposition Authority (RDA) a plan respecting the preservation and destruction of 
public records as described in the Archives Regulations, which must 

(a) include a comprehensive description of each class of public records; 

(b) specify the criteria for determining whether a class of public records should be 
preserved or destroyed; and 

(c) specify the minimum periods during which the government body must retain each class 
of records that it intends to destroy. 

Retention Period refers to the length of time a record must be retained in order to satisfy 
administrative, fiscal, legal and research requirements of a government body. Retention periods 
are usually specified in number of years or by reference to the termination of a project or event. 

Retention Schedule see Records Disposition Authority. Also referred to as a Records Retention 
Schedule, a Retention and Disposition Schedule, or a Records Schedule. 
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Semi-Active Record means a record that is no longer required for constant referral in the course 
of daily business but which is still of some use to the government body. The record may be 
required for occasional consultation and may be retained because of administrative or legal 
requirements. 

Trusted Repository a trusted repository (secure storage location) provides reliable, long-term 
access to managed resources to its designated community, now and in the future. A trusted 
repository for digital assets must protect the authenticity and reliability of the digital assets stored 
and managed within it. 

Abbreviations 
The following abbreviations have been used throughout the Converted Source Analogue Records 
Schedule. 

A Active Record The record is required by the government body or business unit 
on a regular basis. Active Records are kept in the office where 
they were created because they are used frequently. 

AS/D Archival Selection/ 
Destruction 

The record will be transferred to the Northwest Territories 
Archives at the end of its active and semi-active periods. Those 
records not selected for archival preservation will be destroyed. 

D Destroy The record will be destroyed at the end of its active and semi- 
active 	periods 	in 	a 	manner that prevents 	it from 	being 
reconstructed. 

FD Final Disposition The final action taken with regard to a group of records after 
their active and semi-active phases end. 

NIL Zero Years The record will not be retained for any length of time during this 
phase of the life cycle and proceeds directly to the next phase in 
its life cycle. 

RDA Records Disposition 
Authority 

A plan respecting the preservation and destruction of public 
records held by a government body or under its control, which 
must (a) include a comprehensive description of each class of 
public records; (b) specify the criteria for determining whether a 
class of public records should be preserved or destroyed; and (c) 
specify the minimum period during which the government body 
must retain each class of public records that it intends to 
destroy. (Archives Regulations, s.1(1)) 

S/O Superseded or 
Obsolete 

Indicates that a specific event must occur or criterion be met in 
order to close the file and trigger the retention period. Typically 
the event either replaces the record or makes it obsolete. 
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SA Semi-Active Record A record that is no longer required for constant referral in the 
course of daily business but which is still of some use to the 
government body. The record may be required for occasional 
consultation and may be retained because of administrative or 
legal requirements. 
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RDA Processes 
Quality Control Processes 

How to Use Records Disposition Authority 2018-02 

Purpose and Scope 
This records disposition authority is a records retention and disposition schedule for 
converted source analogue records. Converted source analogue records are paper records 
and records in other analogue formats that have been converted to a digital format for 
access, storage, or preservation purposes, subject to the conditions set out in this records 
disposition authority. 

Digitization Process 

Master 
Analogue 

Record 

ti h.  

 

 

DIGITIZATION Digitized Record 

 

■ 

Converted 
Source Analogue 

Record 

Master 
Digitized Record 
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As outlined in the preceding diagram, the digitization process starts with a master analogue 
record, such as a paper file or document, a photograph, an analogue audio recording, etc. 
The master analogue record is digitized and produces a digitized record. Under the 
provisions of this RDA, the digitized record undergoes a quality control process. Then it is 
classified to an approved RDA, such as the Administrative Records Classification System 
(ARCS) or a department specific Operational Records Classification (ORCS), and stored as 
the master digitized record in a trusted repository. 

Once the master digitized record has been created, the quality has been verified, and the 
master digitized record has been classified to the ARCS or an ORCS and saved in a trusted 
repository, the status of the master analogue record changes and it becomes a converted 
source analogue record under this RDA. The converted source analogue record is eligible 
for scheduling and disposal in accordance with the provisions of this RDA. 

Records Retention and Disposition Schedule 
Retention schedule information for converted source analogue records is provided in a 
table. The retention schedule is divided into three columns. These columns are headed A 
(active), SA (semi-active), and FD (final disposition). They correspond with the active, 
semi-active, and final disposition phases of the record life cycle. 

Active Retention Period Column: The active (A) column describes the event that 
closes a record and the length of time a record should be retained in active storage 
in the office after the records have closed. Active records are records which are 
referred to regularly and required constantly for current use in the conduct of 
business and which need to be retained and maintained in the office space and 
equipment of the user. Closed records may be kept in active storage for a period 
because they are needed for reference purposes. 

Semi-Active Retention Period Column: The semi-active (SA) column indicates the 
length of time a record should be retained in the semi-active phase of its life cycle. 
Semi-active records are records that are not required constantly for current use and 
need not be maintained in the expensive office space of the government body 
responsible for them. Semi-active records retain administrative, operational, fiscal, 
audit, or legal value. Storage of semi-active paper records in the Records Centre 
until all values have lapsed results in considerable savings. Electronic records 
typically remain in active, on-line, storage during the semi-active phase. 

Final Disposition Column: The final disposition (FD) column identifies the final 
action that will be taken when the records have completed their active and semi-
active phases. The purpose of the final disposition column is to ensure that those 
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records that have residual historical values are preserved and that those records 
that have no historical values are destroyed. 

Implementing the Records Retention and Disposition Schedule 

Requirement to classify and schedule master digitized records 
Government bodies may only dispose of converted source analogue records if the master 
digitized records created from them have been classified and scheduled in the 
Administrative Records Classification System (ARCS) or an Operational Records 
Classification System (ORCS). Government bodies may not dispose of unscheduled 
converted source analogue records (i.e. records that are not scheduled in the ARCS or an 
ORCS). 

Authorization of Final Disposition 
If the master records have final disposition of Archival Selection/Destruction (AS/D) or 
Full Retention (FR) in the ARCS or an ORCS, the government body must submit its 
digitization plans to the Territorial Archivist prior to commencing any digitization. The 
Territorial Archivist must be willing to accept the digitized record as a master record at the 
point of final disposition. Converted source analogue records that have a final 
disposition of AS/D or FR may not be disposed of unless the Territorial Archivist agrees 
in writing to their early disposal. 

If the master records have a final disposition of Destroy (D) in the ARCS or an ORCS and all 
other conditions have been met, then early disposal of converted source analogue records 
is permitted. 

Inventories 
Government bodies should inventory legacy records that have been converted prior to 
disposition. These records were previously actioned, filed, and formed part of a records 
series that must be managed and accounted for as a government asset. The director or 
regional superintendent responsible for the program that has custody and control of the 
records should provide written authorization for the disposition of legacy records that 
have been converted and replaced with a master digitized record. The disposition 
authorization and file inventories should be maintained by the government body, and 
classified and scheduled as part of their records management programs and policies. 

Current (active) records that are digitized as part of a business process digitization 
program in order to initiate or complete an activity, action, or transaction do not have to be 
inventoried prior to disposal. Inventories are not required because these records were not 
previously filed and did not form part of a records series prior to being digitized. Instead, 
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they only become part of a records series that must be managed and accounted for as a 
government asset after they are digitized, saved or uploaded to a trusted repository, and 
actioned. 

Disposal 
Government bodies are responsible for the disposal of converted source analogue records. 
The Department of Infrastructure will not process converted source analogue records for 
disposal through its records centres. 

Government bodies should take the following precautions prior to disposing of converted 
source analogue records: 

• Converted source analogue records must not be disposed of until the quality of the 
digitized records has been verified and the master digitized records have been 
saved in or uploaded to a trusted repository. 

• Converted source analogue records must not be disposed of before the end of any 
holding period identified in the digitization procedures manual. 

• Converted source analogue records should be disposed of in a secure manner, 
taking into consideration the need to protect personal information and government 
confidentiality. 

o Converted source analogue records must be shredded before they are 
discarded. They should not be burned. 

o Once shredded the materials should be recycled, if recycling facilities exist. 
o It may be necessary to hire a certified document destruction company to 

shred non-paper media, such as microfilm and microfiche, audio recordings, 
and video and moving image recordings. 

Contracting for Records Disposal 

• Small volumes of converted source records should be disposed of by placing them in 
secure destruction bins provided by a document destruction company contracted by 
the government. 

• Large volumes of converted source records should be disposed of by contracting a 
document destruction company to provide secure destruction services. 

• Contractors and their staff must be bondable and must understand how to protect 
the security and confidentiality of the records. 

• Contractors must dispose of records within 24 hours of receipt. Records must be 
kept in a secure, locked location prior to destruction. 
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• It is recommended that document destruction companies hired to dispose of 
government records be NAID certified.1  

In-house records disposal 

• If a suitable document destruction company is not available in a community, 
government employees may shred the records using a crosscut shredder designed 
to handle the medium of the records (i.e. paper, microfilm, audio tapes, etc.). 

• Government employees must have signed the GNWT's confidentiality agreement 
and must understand how to protect the security and confidentiality of the records. 

1 NAID is the National Association for Information Destruction. NAID certification ensures that a document 
destruction company has appropriate employee screening, security, procedures, employee training, and 
quality control measures in place as well as equipment that meets security standards. 
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Converted Source Analogue Records 

The Converted Source Analogue Records Schedule is a retention and disposition schedule 
for converted source analogue records that were converted to a digital format in 
compliance with the Directive - Digitizing and Standard - Digitizing. It is used to authorize 
the disposal of converted source analogue records that have been replaced by a master 
digitized record. 
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CONVERTED SOURCE ANALOGUE RECORDS 

This records disposition authority permits the destruction of converted source analogue 
records and authorizes government bodies to keep the digitized record as a master 
digitized record, where digitizing is not prohibited by law. 

A government body's digitizing program MUST comply with the GNWT's Directive -
Digitizing and Standard - Digitizing. This includes, but is not limited to: 

• Determining if there is any Northwest Territories or federal legislation that 
prohibits digitization or requires records to be kept in a particular format or 
medium. 

• Completing a risk assessment to determine the risk level associated with the 
destruction of the converted source analogue records. Risk may arise in the 
authenticity of a record being challenged, a digital record being incomplete due to 
poor conversion, or a digital record being lost due to inadequate records 
management systems. 

• Ensuring that the digitized master records are classified, managed, retained, and 
disposed of in compliance with an approved administrative or operational records 
disposition authority, such as the GNWT Administrative Records Clasification 
System (ARCS) or a government body's own Operational Records Classification 
System (ORCS). 

• Developing and approving a business case for digitizing. 
• Ensuring that the digitized master records are stored in a trusted repository. 
• Developing and implementing a digitization procedures manual. 
• Determining and implementing quality control provisions. 

The Standard - Digitizing and Directive - Digitizing are supported by the Guideline -
Digitizing which provides technical specifications, quality control procedures, and other 
information that will contribute to the development of a compliant digitization program. 
Government bodies should refer to the Guideline - Digitizing when planning and 
developing their digitizing programs. 

NOTE: Destruction of converted source analogue records IS NOT  permitted if any of the 
following conditions apply: 
• The destruction is proscribed by the Electronic Transactions Act s.3(3) or other 

legislation requiring that the original format be kept. 

A = Active 	 SA = Semi Active 	 FD = Final Disposition 	D = Destroy 
S/O = Superseded/Obsolete 	 AS = Archival Selection 	Nil = Zero years 
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CONVERTED SOURCE ANALOGUE RECORDS 

• The records have aesthetic or intrinsic value in their original format. That is, the 
records have unique or rare information that is of cultural, iconic or heritage 
value, or are works of art. Examples include original proclamations, charters, 
constitutional documents, testimonials, intergovernmental treaties, documents 
with corporate seals attached, items made from rare materials, documents 
associated with historically significant people or events, and documents that are 
significant for establishing or continuing the legal basis of an agency or 
institution. 

• The records contain unique or rare information of historical or cultural 
significance to the indigenous peoples of the Northwest Territories and their 
identity, such as treaties, original photographs and handwritten documents, 
items containing genealogical information, items that ancestors signed or wrote, 
and items that contain traditional knowledge. 

• The records are not identified in or are not covered by an approved 
administrative or operational records disposition authority. 

• The records are subject to a business requirement that the original record 
format be kept. 

• The source records are related to an anticipated or ongoing legal action, 
investigation, audit, or access to information request. 

NOTE: Destruction of converted source analogue records MIGHT NOT  be permitted if the 
records have been returned to the government body for its use by the NWT 
Archives, as per section 5(4) of the Archives Act. Government bodies must obtain 
written authorization to destroy from the Territorial Archivist prior to disposing of 
these records. 

NOTE: If the master records have a final disposition of Archival Selection/Destroy (AS/D) 
or Full Retention (FR) in the ARCS or an ORCS, the government body MUST submit 
its digitization plans to the Territorial Archivist for review and acceptance. 

The government body must be able to demonstrate that the digitized record 
provides a reliable means of assuring the integrity of the information is maintained. 
Integrity is maintained only if the information has remained complete and unaltered 
and any cultural, historical or other value intrinsic to the master analogue record 
has carried over to the digital version. It may be that these values can only be 
maintained with the original master analogue record. 

A = Active 	 SA = Semi Active 	 FD = Final Disposition 	D = Destroy 
S/0 = Superseded/Obsolete 	 AS = Archival Selection 	Nil = Zero years 
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CONVERTED SOURCE ANALOGUE RECORDS 

A master digitized record is considered complete if the digitization process 
successfully digitized all of the information and fully and accurately reproduces all 
of the information from the master analogue record, without alterations. In addition, 
the trusted repository that is used to capture, store, and manage the digitized record 
must provide adequate security, access, and file integrity controls to ensure the 
information remains tamper-proof. The system must also maintain an audit trail 
that logs the usage of the information and that is kept for the same period as the 
information itself. 

Converted source analogue records that have a final disposition of AS/D or FR 
MUST NOT  be disposed of unless the Territorial Archivist agrees in writing to the 
early disposal of the original records through this RDA. 

NOTE: If the master records have a final disposition of Destroy (D) in the ARCS or an ORCS 
and all other conditions have been met, then early disposal of converted source 
analogue records is permitted. 

NOTE: If the disposal of the converted source analogue records has been previously 
authorized by another records disposition authority, then the terms and conditions 
of that RDA apply. This RDA does not supersede the master file retention and 
disposition schedules identified in previously approved RDAs. 

DESCRIPTION A SA FD 
01 Converted Source Analogue Records 

Is used for records that have been digitized and replaced by a master 
digitized record. 

S/O Description: 
close when the following conditions have been met: 

• the digitized records have been made and their quality has been verified in 
accordance with the Directive - Digitizing, the Standard - Digitizing, the 
government body's digitization business case and procedures manual, and 
any requirements established by the NWT Archives; 

• it has been confirmed that there is no legal or business requirement to retain 
the records in the original analogue format; and, 

• the digitized records have been saved as a master digitized record in a trusted 
repository, classified, and scheduled under the ARCS or an approved ORCS. 

MASTER FILE 
S/O Nil D 

A = Active 	 SA = Semi Active 	 FD = Final Disposition 	D = Destroy 
S/O = Superseded/Obsolete 	 AS = Archival Selection 	Nil = Zero years 
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