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Collections file A file containing the essential physical, administrative, and intellectual 

control documentation for a fonds, sous- fonds, or university record 

series. It serves as a permanent record of archival management. 

Collector The person or corporate body that assembled a collection. 

Control (of a record) The power or authority to make a decision about the use or disclosure of 

the record. 

Copyright The exclusive right, granted by law, of the creator of a work (or his/her 

assignees or employers) to make or dispose of copies and otherwise to 

control the use of a literary, dramatic, musical, artistic, or other work. 

The Copyright Act in Canada is not concerned with ideas or the 

originality of ideas; it is the language or the expression of the idea which 

is the subject matter of copyright. 

Corporate body An organization or group of persons that is identified by a particular name 

and that acts, or may act, as an entity. Typical examples of corporate and that acts, or 0923 47.0 0 0 50 0 0 Tm212.4 6. 0 0 0.24 14. 0 0 0.24 14. 0 0 0.24 14.  
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Description The process of recording information about the nature and content of the 

records in archival custody. The description identifies such features as 

provenance, extent, arrangement, format, and contents, and presents 

them in a standardized form. 
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Mandatory exception An exception to the general right of access to records which imposes a 

duty on the head of an institution not to disclose a record. 

Multimedia A record which combines two or more media types but which, for 

reasons of intellectual continuity, must be conceived of as a single entity 

(e.g., a slide tape program). 

Personal Information 

(PI) 

Recorded information about an identifiable individual. Certain types of 

personal information are defined in the FOI/Privacy Act. Personal 

information does not include information about an individual who has 

been dead for more than twenty years or is contained in records more 

than 100 years old. 

Personal information bank 

(PIB) 

A collection of personal information that is organized and capable of 

being retrieved using an individual's name or an identifying number or 

some other personal identifier. 

Preservation All actions taken to retard deterioration of, or to prevent damage to, 
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Recorded information Information that is recorded or stored by graphic, electronic, mechanical, 

or other means. 

Record(s) Any document(s) created in the course of University activity that is 

recorded evidence of that activity; such as a letter, memorandum, report, 

computer database file, electronic mail, audio recording (voice message), 

video tape or film, photograph, map, drawing and any other thing on 

which information is recorded or stored. 

Record keeping Managing the life cycle of a record by appraising values and setting 

standards by which records are retained and disposed of. There are three 

phases: 

1. The time at which a record is created or received and is of immediate 

administrative, fiscal or legal value and use to the office of origin in 

conducting university activities; 

2. The point at which records have ongoing value and use but are no 

longer referred to on a regular basis; 

3. 3. The stage when records have no further operational value to the 

office of record and are either destroyed or transferred to the 

University Archives and preserved for their archival value. 

Records Centre 
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Sous fonds A body of related records within a fonds, usually consisting of the records 

of an important subordinate administrative unit or family unit. Sous fonds 

may also be established for related bodies of documents within a fonds 

that can best be defined in terms of chronological, functional, or 

geographical relationships. Sous fonds may be divided into as many 

further levels as are necessary to reflect the hierarchical organizational 

units within the subordinate administrative unit, or that will assist in 

grouping series in terms of their relationships. 

Transfer Transfer


