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1. Document Background

The InterPARES Project is a scholarly research project in pursuit of new knowledge. It will carry
out its activities in an amosphere of open scholarly debate and encourage the free flow of ideas
and information amongd its various partners. However, during the project’s preliminary phase,
the International Team recognized thet, as an internationd, interdisciplinary, multi- sector
endeavor, the InterPARES Project would require an explicit organizationd structure and dear
operaiona guiddinesto manageits attivities, future growth and itsintelectud capitd. This
organizationd policy document has been drafted as a reult.

Thisisnot alegdly binding document. However, dl project co-investigators are asked to reed
thispalicy in its entirety and agree to comply with the dlauses contained herein out of respect for
thar fdlow researchers. Prospective research efiliates are asked to read this policy documentin
its entirety and must agree to comply with the clauses contained herein as a precondition to
joining the InterPARES Project.

2. InterPARES Project Background

The InterPARES Project was launched as areault of the growing interest in the findings o the
“Preservation of the Integrity of Electronic Records’ research (ak.a“The UBC Project”) that
was carried out a the Univergty of British Columbia's School of Library, Archiva and
Information Studies from April 1994 to March 1997. A diverse group o individuas and
organizations expressed an interest in working with its primary researchersin the UBC Project’s
second phase of investigation, which was to focus on the preservation of inective dectronic
records. Between the period of March 1997 and December 1998, Luciana Duranti formally
invited scholars, archiva ingtitutions and private sector representatives to join a collaborative
research project under her direction.

Inaprdiminary planning meeting sponsored by the U.S. Nationd Archives and Records
Adminigration in Washington, D.C. (June, 1998), the co-investigators met for thefird timeasa
group to draft aresearch plan. At this same meeting, a name was chosen for the project:
Internationd Research on Permanent Authentic Recordsin Electronic Sysgems (InterPARES). A
second preliminary planning mesting was sponsored by the Nationd Assodiaion of Itdian
Archivigsin Cagliari, Italy in October 1998. Thefird of the project’ s research tasks were agreed
upon & thismedting.

In November 1998, the Socid Sciences and Humanities Research Council of Canadaawarded a
three-year grant effective January 1, 1999 to Luciana Duranti to fund the adminigretion of the
InterPARES Project aswd| asthe research activities of her Canadian academic co-investigators.
The officid timespan of the project corresponds directly therefore, to the period of timein which
the project adminigtration is funded by the SSHRC grant, January 1, 1999 — December 31, 2001.
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To edablish the project infrastructure and adminigtration, aworking draft of this organizationa
policy document was developed at the firg officid “Research Workshop™ of the InterPARES
Project’s International Team held in Budapest, Hungary in March 1999. It was gpproved a the
project’s second Research Workshop in Washington, D.C. in June 1999. This document
underwent a second revison in October 2000. Project information was updated and research
related policies and procedures were added (see Section 8).. The InterPARES Internationa Team
approved the sacond version of the InterPARES Project Organizationd Policy [at Research
Workshop #6 in Rome, Itay].

3. Project Goal

The god of the InterPARES Project isto develop the theoreticd and methodologica knowledge
essentid to the permanent preservation of dectronicaly generated records. On the basis of this
knowledge, its many internationd participants will work together to draft principles thet can

guide the development of internationd, nationd, and organizationd rategies, policesand
gandards for the long-term preservation of authentic electronic records.

4. Project Research Plan

Theincreasng use of digita technology for the cregtion, tranamisson, and storage of dectronic
records crestes substantid chalenges for the long-term preservation of authentic records. The
continuing evolution of information technology diminates the possihility of finding alaging
solution to these chalengesin the technology itself. An adequate and stable basis for addressing
these chdlenges can only be built on the foundation of a clear, coherent and comprehensve
undergtanding of the nature of records, the requirements for their authenticity aswel asthe
processes of records cregtion and records keeping. Using the findings of the UBC Project asthe
point of departure, the InterPARES project will use the principles of archiva science and
diplomatics to guide the articulation of the requirements for preservetion.

To address the complex variety of issues that affect the permanent presarvation of authentic
electronic records, the project research plan was divided into four interrelated domains of
invedtigation. Theresearch in Domain | will identify the conceptud requirementsfor the
preservation of authentic eectronic records. The god of the research in Domain 11 isto draft
goprasd criteria and methods for authentic dectronic records. Research in Domain 111 will
focus on formulating spedific rules, procedures and systemsfor the implementation of the
conceptud requirements identified in the first two domains Ladtly, the god of Domain 1V will
be to draft principles that can guide the development of internationd, netiond, and
organizationd drategies, policies and gandards for the long-term preservation of authentic
electronic records.
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The objectives of each research domain are broken down into specific research questions drafted
by the Internationa Team. For each domain, atask force will be congtructed to addressthese
guegions. Thefindings of each task force will be formaly reviewed by the Internationadl Team
a regularly scheduled Research Workshops. As the research progresses, the domain research

questions may be refined to ensure that the task force work is meeting the domain and project
objectives.

The InterPARES Resaarch Plan will evolve as the project matures. Consult the project website at
http://www.interpares.org for the latest InterPARES Research Plan information.

5. Project Membership

5.1 Partners
5.1.1 The InterPARES Project is made possible by the contributions of many partners. The
breedth and depth of the partnership is enriched by the participation of avariety of partners.

5.1.2 The partnersinclude nationa and multinational research teesms aswd| as indtitutions that
contribute to the conduct of the research and test research results.

5.1.3 ThelInterPARES Project partners are:

Research Teams
- The Canadian Research Team
The American Research Team
The Itdian Research Team
The European Research Team
The Audrdian Research Team
The Globd Industry Research Team
The Asan Research Team

Institutional Partners

- TheNaiond Archives and Records Adminigration (U.S)
The Nationd Archives of Canada
The Nationd Archivesof Itay
The Nationd Archives of The Netherlands
The Nationd Archivesof Irdand
The Nationd Archives of Sweden
Public Record Office of the United Kingdom
Public Record Office of Hong Kong
Sate Archives Adminidgration of China
Nationa Archives of France
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Contrlbutlng Research Institutions

Univasty of British Columbia (Canada)
Universty of Toronto (Canada)
State University of New York a Albany (U.SA.)
Universty of Cdiforniaa Los Angdes (U.SA.)
Georgia Tech Research Indtitute (U.SA.)

The Netherlands Indtitute for Archival Education and Research

Universty of Glasgow (Scotland)

Universty of Urbino (Itay)

Monash University (Audrdia)
Collaboretive Electronic Notebook Systems Association (Internationd)

5.2 Co-investigators
5.2.1 A “co-invedigator” isan origind member of the InterPARES Project aslisted in the grant
aoplication approved by the Socid Sciences and Humanities Research Council of Canadain

November, 1998 (see Section 2.Project Background).

5.3 Research Affiliates

5.3.1 A “research effiliate” isether ascholar, an organization with archival responghilities or a
private sector corporation thet joinsthe InterPARES Project after the project start date.

5.4 “InterPARES Researchers”
54.1. “InterPARES researcher” isthe informa name used to refer to an InterPARES co-
investigetor or research affiliate as wdl astheir colleagues or any member of their gaff who has
performed specific tasks on behdf of the InterPARES Project (i.e. Archivigs, Graduate Research
Assgants). “InterPARES Researchers’ is, therefore, the common, collective name used to refer
to dl the persons who are participating in the InterPARES research by contributing their
professond time in order to redize the project god.

5.5 International Team Members
5.5.1 The Internationa Team acts as a steering committee for the InterPARES Project (see
Section 6.0rganizational Sructure).

5.5.2 The Internationa Team is comprised of co-investigators and research ffiliates that
represent InterPARES research teams and indtitutiona partners.

5.5.3 The members of the International Team are:

Name Organization Research Team Member Status
LudanaDuranti Universty of British Project Director
Coumbia
Terry Eastwood Universty of British Canadian Research Co-invedigator
Coumbia Team (chair)
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Hesther MacNell Universty of British Canadian Research Co-invesigator
Cdumbia Team

Bruce Wdton Nationd Archives of Canadian Research Co-invedtigator
Canada Team

Ken Thibodeau Nationd Archives and Co-invedigator
Records Adminidration
(USA)

Philip Eppard Sate Univergty of New American Research Co-invesigator
York a Albany Team (co-chair)

Anne Gilliland- Universty of California, American Ressarch Co-Invedigator

Swetland LosAngdes Team (co-chair)

MaridlaGuerdo Universty of Urbino [tdian Team (chair) Co-invedigator

Paola Carucci Nationd Archives of [tdian Team Co-invedigator
Ity

SeamusRoss Universty of Glasgow European Research Co-invedigator

Team (co-chair)

Peter Horaman The Netherlands Inditute | European Research Co-invedtigator
for Archives Education Team (co-chair)
and Research

Hans Hofman Nationd Archives of the European Research Co-invedigator
Netherlands Team

Ken Hannigan Nationd Archivesof European Research Co-Invedigator
Irdland Team

lan Macfarlane Public Record Office of European Research Co-invedtigator
the United Kingdom Team

Torby6rn Hornfeldt Nationd Archivesof European Research Co-invedigator
Sweden Team

Sue McKemmish Monash Universty Audrdian Research Co-invedigator

Team (chair)

Rich Lysakowski Collaborative Electronic Industry Research Co-invedigator
Notebook Systems Team (chair)
Association

Bill Rnind Collaborative Electronic Industry Research Co-invedigator
Notebook Systems Team
Association

Wa-Kwok WAN Public Records Officeof | Adan Research Team | Research Affiliate
Hong Kong (chair)

Chen Wen Sate Archives Asan Ressarch Team | Research Affiliate
Adminigration of China

Chrigine Petillat Nationd Archives of European Research Resxearch Affiliate
France Team

5.5.4 The Project Coordinator is an ex officio member of the Internationd Team.
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5.5 Admission of New Research Affiliates
5.5.2 New research affiliates will join existing Research Teams and be represented on the
International Team by their repective Research Team chair.

5.5.3 Those who wish to become research affiliates will send aformd letter of interest to the
Chair of the Research Team of which they wish to become amember. The letter should explain
the reason for participation as well asthe intdlectud, time and financid contribution that the
gpplicant is prepared to make.

5.5.4 The Research Team Chair will consult with the Project Director to determine the digibility
of the progpective reseerch affiliate.

5.5.5 The Project Director reserves the right to refuse the participation of a prospective research
dfiliate

5.6 Admission of New International Team Members
5.6.1 The International Team may admit Research Affiliates as new members of the Internationa
Team with atwo-thirds mgority vote. (see Section 7.4.7).

5.7 Admission of New Research Teams
5.7.1 The Internationd Team may admit new Research Teams with atwo-thirds mgority vote.
(see Section 7.4.7).

6. Organizational Structure

InterPARES Project Organizational Structure

International Team

| ] I ]
Authenticity Appraisal Preservation Glossary Strateqies
Task Force Task Force Task Force Zommitkes Task Force
Zanadian American Italian
Research Research Research
Team Team Team
European Asian Australian Global Industr
Research Research Research Recearch Teanﬁ
Team Team Team
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6.1 Project Director
6.1.1 The Project Director is responsible for the intellectual and adminigrative direction of the
InterPARES Project research.

6.1.2 The Project Director is respongible for formaly accepting new reseerch afiliates.

6.1.3 The Project Director isthe formd internationa representetive of the InterPARES Project.

6.2 International Team
6.2.1 The Internationa Team acts as the seering committee of the InterPARES Project.

6.2.2 The Internationd Team will meet three times per year.
6.2.3 The Internationa Team reviews and discusses task force findings.

6.2.4 The Internationd Team will develop new knowledge based on the discussions of the task
force findings

6.2.5 The Internationd Team will assgn tasks and responsihilities to the task forces.

6.2.6 The Internationad Team reviews and gpproves the public release and didtribution of
InterPARES documents in accordance with Section 8.2 Publication Guidelines and Section 8.3
Inter PARES Project Website Policy (note: the authority to publish InterPARES documentsis
aso delegated to the Project Director and Task Force Chairs, see Section 8.3).

6.3 Research Teams
6.3.1 Research Teams are composed of al co-investigators and reseerch ffiliates from the
represented jurisdiction.

6.3.2 Research Teams garner, secure or obtain funding from their specific funding agencies
6.3.4 Research Teams co-ordinate the work of its members within the represented jurisdiction.
6.3.5 Rexzarch Teams will contextudize the InterPARES Project findings within thair

jurigdictions.

6.4 Task Forces
6.4.1 Task Forces will be created to answer the domain research questions and to carry out the
research activities.

6.4.2 Task Forces may a0 be created to address specific organizationd or research issues as
they arise (i.e. the Glossary Committee, which was established to manage the InterPARES

Glossy)
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6.5 Administrative Center
6.5.1 The adminigrative center hodt for the InterPARES Project is the Univeraty of British
Columbia (UBC).

6.5.2 The project officeislocated in UBC's Schoal of Library, Archiva and Informetion
Studies. The project contact informetion is

Mailing Address InterPARES Project
#841-1956 Man Mall
Vancouver, BC

CANADA

V6T 171
Webste WWW.interpares.org
Fax Number: (604) 822-6006

Project Coordinator:  TahraFung

Teephone (604) 822-2694

Emall: tahraf @interchange.ubc.ca
Technica Coordinator: Jean Pascd Morghese
Telephone: (604) 822-3774

Emall: jp@morghese.com

6.6 Project Coordinator
6.6.1 A full-time Project Coordinator will assist the Project Director by managing the
organizationd infrastructure of the InterPARES Project.

6.6.2 The Project Coordinator will report to the Project Director.

6.6.2 The Prqed Coordinator will:
Perform financid, adminidrative and dericd tasks
Maintain project information
Edit and update the information provided on the InterPARES Project Webgtein
accordance with the Website Policy (see Section 8.3)
Manage InterPARES Project records in accordance with the Records Management
Policy (see Appendix 1)
Fadlitate the communication and exchange of information between InterPARES
researchers, the archival community, industry representatives and the public.
Coordinate the activities of the Technical Coordinator and the Graduate Reseerch
Assgants a the Universty of British Columbia

Coordinate Internationad Team Research Workshops

-10 -
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Make arrangements for research mestings & eventsthat are hosted in Vancouver,
British Columbia

Coordinae trave arrangementsfor the Project Director aswdl as InterPARES
Researchersthat are traveing to or from Vancouver.

Perform research assstant duties

6.7 Technical Coordinator
6.7.1 A full-time Technicd Coordinator will assst the Project Director and Project Coordinator
by managing the technical infrastructure of the InterPARES Project.

6.7.2. The Technica Coordinator will report to the Project Coordinator.

6.7.3 The Technicd Coordinator will:

Manage the project website according to the Website Policy (see Section 8.3)
Design, develop and maintain web- accessible information systems to support the
project's adminigtration, communication and research activities

Operate modding tools for InterPARES Task Forces and researchers

Maintain modds by formatting, updating, versoning and digtributing modd diagrams
Serve as Technicd Coordiretor for the InterPARES Glossay System

Preserve InterPARES Project records

Make InterPARES Project records easily ble in accordance with the Records
Management Policy (see Appendix 1)

Provide graphic design support for brochures, presentations, articles and reports
Provide computer systems administration support

Manage project equipment

Purchase or develop ad hoc technologicd tools required to administer the project or
to carry out itsresearch

Tran InterPARES Researchers on the use of the information systemsand
technologica tools that are used to administer the project or to carry out its research
Perform research assgtant duties

7. International Team Research Workshops

7.1 Purpose
7.1.1 The purpose of the Internationa Team Research Workshopsis

oukrwihrE

to facilitete scholarly debate and the development of new knowledge

to review and discuss task force findings

to assign tasks and respongibilities to the task forces

to resolve adminidrative issues

to approve public release of project documents

to gpprove admittance of new Research Teams and/or Internationd Team members

-11 -
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7.2 Schedule

7.2.1 International Team Research Workshops will be held three times per year according to the
following schedule

1. February (Vancouver, Canada)
2. June (Washington, D.C.)
3. October (Itay)

7.2.2 The dates of the Internationd Team Research Workshops are expected to remain the same.
However, the locations of the workshops may change if additional workshop sponsors make the
offer.

7.3 Attendance

7.3.1 Given the short time frame and ambitious gods of the project, the widespread geographic

digribution of the Internationd Team members, and the need for continuity in the research team:
International Team members are accountable to the Project Director and their felow
researchersfor atending every International Team Research Workshop.

Unjudtified absences may lead to dismissd from the InterPARES Project by the
International Team.

7.3.2 Inditutiond partner investigators who are unable to attend the Internationd Team Research
Workshop can nominate a subdtitute to the Project Director.
7.3.2.1 The Project Director reserves the right to gpprove such a subgtitute.

7.3.3 Chairs of research teams who are unable to attend the International Team Research
Workshop can nominate a co-investigator from the same research team as a subgtitute to the
Project Director.

7.3.4 Observers

7.3.4.1 Observers are members of the various research teams and other interested professonas
who may observe the proceedings of the Research Workshops in agreement with the Project
Director.

7.3.5 Invited Participants

7.35.1 Individuds may beinvited by the Internationd Team to participate in a Research
Workshop in order to address specific items on the agenda.

7.4 Voting
7.4.1 Voteswill be cdled for adminisrative matters.

7.4.2 Votes are cdled by Project Director or the Project Director’s designee.

7.4.3 Each member of the Internationd Team has avote

-12 -
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74.4 A quorum istwo thirds of the International Team membership.

745If atimey decison is required, voting may be conducted dectronicdly in the project
webstediscusson forum,

7.4.6 To passavote, asmple mgority isrequired (except votes for the entry of new Research
Teams or Internationd Team members).

7.4.7 Votes for the entry of new Research Teams or Internationd Team members require atwo-
thirds mgority vote

7.5 Accommodation Sponsorship

7.5.1 The February Research Workshop in Vancouver, Canadais sponsored by the Socid
Sciences and Humanities Research Council of Canada (SSHRC). The June Research Workshop
in Washington, D.C. is sponsored by the U.S. Nationd Archives and Records Adminigtration and
the Nationa Higtorical Publications and Records Commisson (NHPRC). The October Research
Workshopin Ity is sponsored by the Itdian Minigtry for Culturd Properties and the Nationd
Research Coundil of Itay.

7.5.2 Each Research Workshop sponsor will provide meeting facilities and equipment,
accommodation for 15 Internationa Team members, as wdl as sponsor any oollective socid
events.

7.5.3 The digtribution of the gponsored accommodation is asfollows:

1. Project Director

2. Chair, Canadian Research Team

3. Chair, American Research Team

4. Inditutiond Investigator, U.S. Nationd Archives and Records Adminigration
5. Chair, Itdian Research Team

6. Inditutiond Invedtigator, Itdian Nationd Archives

7. Chair, Audraian Research Team

8. Chair, European Research Team

9. Inditutiond Investigator, Public Records Office of the United Kingdom
10. Indtitutiona Investigator, Nationd Archives of Irdand

11. Inditutiond Investigator, Nationd Archives of Sweden

12. Inditutiond Investigator, Nationd Archives of the Netherlands

13. Chair, Authenticity Task Force

14. Chair, Appraisa Task Force

15. Chair, Preservation Task Force

7.54 The Nationd Archives of Canada, as part of its funding commitment to the InterPARES
Project, sponsors the accommodation of its own inditutiond investigetors.

-13 -
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7.5.5 The Collaborative Electronic Notebook Systems Association (CENSA), as part of its
funding commitment to the InterPARES Project, soonsors the accommodation of the Industry

Research Team Chair and one additional CENSA representative to the Industry Research Team.

7.5.6 All new International Team memberswill be required to fund their own accommodeation
expensss a International Team Research Workshops.

8. Research Related Policies and Procedures

8.1 Guiding Principles
8.1.1 The InterPARES Project encourages the crestion of origina works of authorship,
innovation, and the free expression and exchange of ideas. These research-reated policiesand
procedures exigt to:
- encourage research and innovation
provide resources for questions reaed to publication and ownership of intdllectud
property rights
create opportunities for public use of InterPARES research results
provide resources for issues reaed to the equitable distribution of benefits derived
from intellectud property

8.1.2 Eveary dffort will be made to communicate to the public the work of InterPARES
researchers as expeditioudy as possible while baancing the rights of InterPARES researchers to
deveop, synthesize, evaluate and formalize research findings and results prior to publication.

8.2 Publication Guidelines

8.2.1 All InterPARES researchers shal comply with any protection of human subjects and deta
protection policies and regulaions that pertain to them (see Section 8.10 Human Subjects and
Data Protection)

8.2.2 All public and private funding sources (grants, contracts and gifts) used in the conduct of
research should be acknowledged in resulting publications. (see Section 8.4.5 Format of Author
Note)

8.2.3 Research grants or contractsthat prohibit or resrict theright to publish should not be
accepted. Researchers should be advised, however, that patent rights, particularly in

jurigdictions outsde of the United States, might be affected by disclosure (see Section 8.7
Intellectual Property Guidelines

8.2.4 InterPARES Researchers should publish materids in accordance with:
Section 8.5 Research Collaboration Guidelines
Section 8.4 Authorship Conventions

-14 -
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8.2.5 Publication Procedures
8.2.5.1 The Project Director, a Task Force Chair or the International Team will approve the
release of InterPARES Project documents for publication to the InterPARES Project Webste.
8.2.5.2 Before the Project Director, a Task Force Chair or the International Team can authorize
the publication of an InterPARES Project document, they must:

obtain gpprova from the principa author of the document (see Section 8.5.3).

ensure that the gppropriate co-authors are cited

endure that the document contains accurate informetion and reliable findings
8.2.5.3 Following their review and approvd, the Project Director, Task Force Chair or
Internationa Team will authorize the Technical Coordinator to publish the document in aformet
suitable for publication (e.g. post an Adobe™ PDF copy of the document to the publicly-
accessble area of the InterPARES Project Website).

8.3. InterPARES Project Website Policy
8.3.1 The InterPARES Project Website is the webste and publication of record for the
InterPARES Project.

8.3.2 The InterPARES Project Webste islocated a the Internet domain:
http:/Avww.interpares.org

8.3.3 ' InterPARES Project Webste' isthe collective name for the entire set of sdic, digita files
(which may indude html documents, image files, PDF documents, PPT presentation files) that
have been made avallable to the public (i.e. published) a the Internet domain
http:/mww.interpares.org. These files have no access redrictions and are fredy available for
download by the public.

8.34 All information and documerts on the InterPARES Project Website (i.e. the publicly-
accessible, non-password protected area of the internet domain hitp:/Aww.interpares.org) are
intended to be fredy available for widespread public access, ddribution and use. The public and
project members are free to quote and distribute materias found on the InterPARES Project
Webdte accor ding to the guiddines established in Section 8.4 Authorship Conventions.

8.3.5 The Project Coordinator will act as the webdte editor and be respongble for the qudity and
scope of website content.

8.3.6 The Technicad Coordinator will act as webmaster and be responsible for the website
architecture, desgn, domain adminidration, links, images and downloadable files.

8.3.7 Likedmog dl organizationd websites, the content and structure of the InterPARES
Project Website undergoes perpetud updates and revisons. An edition of the webdte should be
captured prior to each of the tri-annua International Team Research Workshops. A website
edition should contain dl of the revisons made to the InterPARES Project Webste Snce the last
Research Workshop.
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8.3.8 The Internet domain * http:/mww.interpares.org’ may aso provide access to dynamic, user
interfaces for other InterPARES Project information systems (i.e. the InterPARES Researcher
Discussion Forum). These web-based user interfaces are components of their repective
information systems and do not form a part of the published, atic InterPARES Project Webdte.

8.3.9 Those web-based information sysems thet contain InterPARES records (as defined in
Appendix I: Records Management Policy) will restrict access to InterPARES Researchers (as

defined in Section 5.4).

8.3.10 Those InterPARES records that are contained in web-based information sysems should
be managed in accordance with the InterPARES Records Management Policy (see Appendix 1)

8.3.11 InterPARES Researchers Discussion Forum

8.3.11.1 The‘InterPARES Researchers Discusson Forum' will be amessaging information
system that dlows users to post messages and documents in a shared- access repository using
their web browser software.

8.3.11.2 The InterPARES Researchers Discusson Forum will be made bleto
InerPARES Researchers (as defined in Section 5.4) through a user-interface provided at the
internet domain hitp:/Aww.interpares.org.

8.3.11.3 The InterPARES Researchers Discusson Forum will consst of multiple sub-forums,
each dedicated to a specific organizationd group or ad hoc project within InterPARES.
8.3.11.4 Between Internationa Team Research Workshops, the InterPARES Researcher
Discusson Forum will be the primary medium of communication among InterPARES
Researchers.

8.3.11.5 To encourage research, innovation, and the free flow of idess, InterPARES researchers
must have a reasonable expectation of privacy when posting entries to the discusson forums.
Therefore, discussion forum messages may not be quoted outside the forums without permisson
of the author of the message. Permission should be requested in writing and written authorization
is encouraged.

8.3.11.6 The InterPARES Researcher Discussion Forum will be used to pogt interna documents.
In an effort to balance researchers collaboration and publication interests with privecy, internd
documents should be labeed using the following conventions. “draft document,” “initid
findings’, “nat for publication”, “contact [insert individud author or contact name herel for
permission to quote, reproduce, or otherwise further disseminate.”

8.3.11.7 The InterPARES Researcher Discusson Forum will be managed by the Technicd
Coordinator

8.3.12 Research Team, Institutional Partner and InterPARES Researcher Websites
8.3.12.1 The Research Team, Indtitutiona Partner and InterPARES Rescarcher websites should

provide unigue information related to their specific regponghilities and activities within the
InterPARES Project.

8.3.12.2 Whenever possible, other InterPARES-rel ated websites should not duplicate
information provided on the InterPARES Project Website but should ingteed link to the
information provided on the InterPARES Project Website.
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8.3.12.3 Research Team, Indtitutiond Partner and InterPARES Researcher webgtes that
represent the InterPARES Project shal comply with the policies outlined in Section 8.3

Inter PARES Project Website Palicy.

8.3.12.4 The InterPARES Project Webste will contain linksto dl Research Team, Inditutiond
Partner and InterPARES Researcher webstes. InterPARES Researchers should forward their
latest URL information to the Technica Coordinator to ensure that dl links remain active.

8.4 Authorship Guidelines

84.1 Authorship is reserved for persons who receive primary credit and hold primary
responsbility for apublished work.  Authorship encompasses not only those that do the actud
writing but aso those who have made a subgtantid contribution to an article or Sudy (e.g.
graduate research assstants). Substantia professona contributions may incdlude, but are not
limited to, formulating the research problem or hypothesis, sructuring the experimenta design,
organizing and conducting datidicd andlys's, interpreting the results, or writing amagjor portion
of the paper. Those who so contribute should be ligted in the byline.

8.4.2 Lessar contributions, which do not congtitute authorship, may be acknowledged in anote.
These contributions may include such supportive functions as collecting or entering deta,
modifying or Structuring acomputer program, recruiting participants and suggesting or advisng
about datidica andyss. Combinations of these with other tasks however, may conditute
authorship.

8.4.3 The author who serves as main contact should adways obtain a person’s consent before
indluding that person’snamein abyline or note. Each author liged in the byline of an artidle
should review the entire manuscript before it is submitted.

84.4 Authors are responsble for determining authorship and for pecifying the order in which
two or more authors names gppear in the byline. The generd ruleisthat the name of the
principle author should appear first, with subsequent namesin order of descending contribution.

8.4.5 Format of Author Note

8.4.5.1 An author note gppears with each printed article to identify each author’ sinditutiond
afiliation, provide acknowledgments, state any disclamers or perceived conflicts of interest, and
provide a point of contact for any interested reader.

8.4.5.2. Author Notes should be arranged asfollows:

- Hrd paragraph: institutional affiliation. Identify inditutiond affiliations & the time of the
sudy (and any change of &ffiliation theresfter) for dl authors (See gppropriate syle
meanuasfor formatting).

Second paragraph: acknowledgements. Identify grants or other financia support. Follow
this by acknowledging colleagues who asssted you in conducting the study or critiquing
the manuscript. This paragraph is the gppropriate place to acknowledge if the paper was
based on a previous study, or a paper presented a ameeting, or if any relaionships may
be perceived as a conflict of interest (eg., if you own stock or are on the Board of

1 Adapted from Publication Manud of the American Psychological Association. (1994).
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Directors of acompany that manufactures a product included in the sudy or provides
services Smilar to those indluded in the Sudy).

Third paragraph: point of contact. Provide a complete mailing address for
correspondencs;. Names of countries and states should be written out, for ease of
internationd mailing. Indude an email address a the end of the paragraph.

For example:

“LudanaDuranti, Schoodl of Library, Archivd and Information Studies, Universty of
British Columbia; Heether MacNeil, Schoal of Library, Archiva and Information
Sudies, Univeraty of British Columbig, Anne J. Gilliland- Swetland, Department of
Information Studies, Univeraity of Cdifornia, Los Angdes; Philip B. Eppard, School of
Information Science and Policy, University a Albany, State University of New York.

The authors gratefully acknowledge the funding support of InterPARES by the Socid
Sciences and Humanities Research Council of Canada, the United States Nationd
Higtorica Publications and Records Commisson, the Nationa Archives and Records
Adminigration of the United States, and the Itdian Nationd Research Council.

Correspondence concerning this article should be addressed to Luciana Duranti, at the
Schodl of Library, Archivad and Information Studies a the Univeraty of British

Columbia, 1956 Main Mdl, Vancouver BC, V6T 171, Canada. luciana.duranti @ubc.ca.”
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8.5 Collaborative Research Guidelines

8.5.1 Research collaborators should establish as early as possible how the attributions of
authorship are to be divided between them.

8.5.2 Attribution of Authorship: In the alsence of an agreement between the researchers, the
fallowing guiddines for attribution of authorship goply:

Authorship is attributed to dl those persons who have made significant scholarly contributionsto
the work and who share responsihility and accountability for the results

An adminidrative relaionship to the investigation does not of itsalf quaify a person for co-
authorship

The order of the namesin a publication is decided according to the qudity of the contribution,
the extent of the respongibility and accountability for the results, and the custom of the discipline
The dtribution of authorship is not affected by whether researchers were paid for therr
contributions or by their employment satus.

8.5.3 Duties of the Principa Author: In the absence of an agreement between the researchers,

where there are co-authors, the following guiddines gpply:

»  The author who submits amanuscript for publication accepts the respongibility of having
included as co-authors dl persons who are entitled to co-authorship, and nonewho are
ingppropriate.

»  The submitting author should send each co-author adraft copy of the manuscript and should
make a reasonable attempt to obtain consent to co-authorship, induding the order of nemes

»  Other contributions should be indicated in afootnote or an "Acknowledgements' section, in
accordance with the standards of the discipline and the publisher.

8.6 Intellectual Property
8.6.1 Intdlectud property encompasses abundle of rights including copyright, licensing, patents
and trademarks.

8.6.2. Sections 8.6.3 —8.6.5 provide resources related to intellectua property for use by
InterPARES researchers.

8.6.3 Copyright

8.6.3.1 Copyright law is complex and dependent on a number of factors induding inditutiondl
afiliation, juridiction, contracts, and funding provisons. In generd, the policies of the
respective academic ingtitutions and laws of their respective jurisdictions govern copyright
ownership. Typicaly, academic and technicd saff working on partidly funded projects retain
their individud intdllectud property rights.

8.6.3.2 InterPARES researchers should check the copyright policies of their home inditution for
guidance regarding copyright.
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8.6.3.3 In cases of multiple authorship, authors may aso wish to specify in the license any
Specid agreements entered into regarding copyright issues, indluding the choice of law to
govern.

8.6.3.4 Below arelinksto the ingtitutiona copyright policiesfor some of the members from the
Internationa Team. InterPARES researchers employed at indtitutions not listed below should
locate their organizationd copyright policies and forward this informetion to the Project
Coordinator S0 that thislist may be updated.

8.6.3.4.1 List of Links to Institutional Copyright Policies

Monash Universty
http:/Awww.monash.edu.auwwwdev/policy/copyright policy.html
http:/Amww.monash.edu.auiwwwdev/palicy/pending.ntml

State Univerdty of New York Albany
http:/Aww.cetus.org/farindex.html
http:/Aww.sunynet.suny.edu/aup.html#four

Univergty of British Columbia
http:/Aww.geog.ubc.cal~acitpo/working.html

Universty of Cdifornia
hittp://wwwwy.ucop.edu/ucophome/uwnews/'copyr.html

8.6.35Bdow arelinksto generd legd information regarding copyright in different International
Team members jurisdictions. InterPARES researcher working in jurisdictions not listed below
should locate their respective copyright legidation information and forward it to the Project
Coordinator S0 that thislist may be updated.

8.6.3.5.1 Links to Jurisdictional Copyright Legislation Information

Audrdian Copyright Information
hittp:/Awwww.copyright.org.au/

Canadian Copyright Information
http://canadajustice.gc.calSTABL E/EN/L aws/Chap/C/C-42.html
http:/Awww.edu.gov.mb/metks4/ingtruct/iru/pubsiweb/c
http://mww.cla.calresources/copyrigt.htm

European Union Copyright Information
http:/Amww.law.cornd | .edutregtiesberne/overview.html
http://Amwww.wipo.org/engy

United States Copyright Informetion
http://mwww4.law.corndl |.edu/uscode/ 17/
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hittp://Awww.cni.org/docsinfopol US.Berne. Convention.ntml
http:/Amwww.loc.gov/copyright/legid aion/
hittp://|cweb.| oc.gov/copyright/newsnet/

8.6.4 Licensing

86.4.1 InterPARES ressarchers interested in maintaining their copyright in publications may
negatiate with publishers for a nonexdusive licenserather than Sgn over their copyright to the
publisher. A sample of anonexclusve licenseis provided in Appendix Il. Thesampleis
intended as atemplate, which can be modified to suit the requirements of the author(s).

8.6.5 Patent and Trademark

8.6.5.1 Patent and Trademark law is complex and dependent on a number of factorsincluding
inditutiond affiliation, jurisdiction, contracts, and funding provisons. In generd, the policies of
the respective academic ingtitutions and laws of their respective jurisdictions govern patent and
trademark ownership.  InterPARES researchers should check the patent and trademark policies
of ther home indtitution for guidance regarding patent and trademark aswell asrdevant laws.

For generd legd information regarding patent and trademark alist of websites resourcesis
below. InterPARES Researchers are encouraged to submit any additiond patent and trademark
resources to the Project Coordinator so that thislist can be updated.

8.6.5.1.1 Links to Patent and Trademark Resources

Audrdian Patent and Trademark Information
hittp:/Amwww.| PAudtraliagov.awabout/A  homehtm

Canadian Patent and Trademark Information
http://canadajustice.gc.calSTABL E/EN/L aws/ Chap/P/IP-4.html

European Patent and Trademark Information
http:// Mwww.european- patent- officeorgy
http://Mmww.european- patent - office.org/legd/epc/e/mal.htmil

Peoples Republic of China Patent and Trademark Information
http:/Amww.cpo.cn.net/englisviaws/PATENT%20L AW.doc
http:/AMwww.cntrademark.com/

United States Patent and Trademark Office
hittp:/Avwww.uspto.gov/
http://Mww.uspto.goviwel/forms/index.html#patent

8.8 Maintenance of Data and Research Materials

8.8.1 All origind data and research materids generated by InterPARES researchersin the course
of carrying out activities on behdf of InterPARES should be retained for a reasonable length of
time. InterPARES researchers are requested to comply with the retention guideines of their
organization, legd jurisdiction and funding agency.
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8.8.2 InterPARES Researchers should maintain data and research materidsin accordance with
the InterPARES Records Management Policy (see Appendix 1).

8.9 Human Subjects and Data Protection
8.9.1 All InterPARES researchers must comply with the Human Subjects and Data Protection
policies and regulations of their employer, legd jurisdiction and funding agency.

8.9.2 Linksto Inditutiona Human Subjects and Data Protection policies for some of the
academic indtitutiond partners of the InterPARES Project are provided below. InterPARES
Researchers are encouraged to locate Smilar policies that are applicable within their organizetion
or within the jurisdiction represented by their Resserch Team. Thisinformation should be
forwarded to the Project Coordinator so thet thislist can be updated.

8.9.2.1 Links to Institutional Human Subjects and Data Protection

Monash Universty
hittp://Avwwwv.monash.edu.au/resgrant/humean- ethi csfforms- reports/index.ntml

State Universty of New York Albany
http://www.d bany.edu/tree- tops'docs/research/offi cefirbhndbk.html

Universty of British Coumbia
http:/Awww.policy.ubc.calpolicy87.htm

Universty of Cdifornia
hittp://mwwww.ucop.eduw/rabhome/cgmemos/86- 21.html
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Appendix I: Records Management Policy

1. InterPARES Project records

1.1 ‘InterPARES Project records are those records created (i.e. made or received) by the Project
Director, Project Coordinator, Technical Coordinator, Task Force chairs, Task Force members,
or InterPARES Researchers who are performing specific tasks for Task Force members. (see
Section 5.4 Inter PARES Resear chersand Section 6. Organizational Structurefor definitions of

thesejuridicd persons).

1.2 Examples of InterPARES Project records include: funding proposds and grant award
documents, financid records, contact records, human subjects and data protection documents,
research notebooks, Task Force reports and documentation, Task Force case study data, Task

Force models, editions of the InterPARES Project Website, and the InterPARES Researcher
discussion forum messages.

1.3 The InerPARES Project Adminidrative Center & the Universty of British Columbiawill
manage and presarve InterPARES Project records.

1.4. InterPARES Researchers will trangfer InterPARES Project records to the Adminidrative
Center for preservation (see Section 6.5 for contact information)

1.4. The Prgject Coordinator will manage the sdection, classification and description of
InterPARES Project records

1.5. The Technica Coordinator will conserve the InterPARES Project records regardless of their
format (i.e. digitd files, paper documents, audio tape cassattes, photographs).

1.6. The InterPARES Technical Coordinator will make the InterPARES Project records essly

accessible but only to Inter PARES resear chersasthey are defined in Section 5.4 and only
under the guiddines established in Section 8.4 Authorship Conventions, Section 8.3

I nter PARES Project Website Policy and Section 8.9 Human Subjects and Data Protection.

2. Research Team records

2.1 ‘Research Team records are those records created by the Chair of an InterPARES Research
Team, a Research Team member or an InterPARES researcher who is performing specific tasks
on behdf of the Research Team. (see Section 5.4 Inter PARES Resear chers and Section 6.
Organizational Sructure for definitions of thesejuridical persons).

2.2 Examples of Research Team records include funding grant and award documents, research
team websites, meeting notes, researcher reports and member contact records.

2.2 The Chair of each InterPARES Research Team should delegate a Research Team member to

be respongble for capturing, preserving and making ble the records of the Research
Team.
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Appendix Il: Nonexclusive License Agreement

License Agreement

Thisisalicensng agreement between:

(haranditer caled the "Publisher’)
and

(hereinditer called the "AUhorS)).

By printing the atide provisondly entitied

herainafter caled the "Work™) inthe

(hereinfter called the "Periodical”),

you, the Publisher, agreeto the terms of this agreement.

1. GRANT OF LICENSE. The Author(s) grants the Publisher the nonexdusive right to replicate,
publish, and digtribute the Work in one issue of the Periodica [insert title of periodica here).

The Periodicd [insart title of periodica here] is granted the additiond right to reprint the Work
for digribution to libraries and nonprofit educationd indtitutions for archiva purposes or to
provide replacement issues without prior permission. The Publisher may grant permission of
limited reproduction by indexing and abstracting services.

2. COPYRIGHT. The Work is owned by the Author and is protected by United States copyright
laws and internationd tresty provisions. [Insert gopropriate Satutory authority hereif not U.S.

Copyright Law].

3. OTHER RESTRICTIONS. This licengng agreement does not trander to the Publisher
copyright in the Article. The Periodica may not rent or lease the Work. The Periodicd may
trander the licendang rights on a permanent bagsif the recipient agreesto theterms of this
License Agreement. This Authorization takes effect only upon the acceptance by the Publisher of
the Article for publication in the Periodicd. If the Article is not accepted for publication, no
authorization of the Publisher shal have been made.
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The Author(s) retain(s) dl title, interest, and rightsin the Work, induding but not limited to the
rightsto grant or deny permission for further reproduction of the published Work, to use materid
from the Work in subsequent works, to redistribute the Work by dectronic means, to diplay the
work publidly, to procure regidtration of copyright, and to secure copyright in any other country.

Thefollowing notice shal appear, as a condition of publication of the Article, as afootnote on
the first page of the Article as digtributed by the Publisher:

"Copyright to thiswork is retained by the Author(s). Permission is granted for the
noncommercia reproduction of the complete work for educationd or research purposes, and for
the use of figures, tables and short quotes from this work in other books or journds, provided a
full bibliogrgphic dtation is given to the origind source of the materid.”

[OPTIONAL WARRANTY CLAUSE]

4. WARRANTIES: The Author(s) warrant(s) that he/shelthey idare the sole author(s) and
proprietor(s) of the Work and that its contents are origina to the Author(s) and have not been
submitted for publication in another publication and that no agreement to publish is outstanding.
Nor has the Work been previoudy published (except as may be set out in arider annexed hereto
and sgned by the Publisher).

Dae:

Sgnature(s) of AUTHOR(S):

Name(s of AUTHOR(9):

Authorizing Sgnature for the PUBLISHER:

-25.



