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Although I’m sure that some of you have these rules memorized from previous CLU-IN 
events, let’s run through them quickly for our new participants.  

Please mute your phone lines during the seminar to minimize disruption and background 
noise. If you do not have a mute button, press *6 to mute #6 to unmute your lines at 
anytime. Also, please do NOT put this call on hold as this may bring delightful, but 
unwanted background music over the lines and interupt the seminar. 

You should note that throughout the seminar, we will ask for your feedback. You do not need 
to wait for Q&A breaks to ask questions or provide comments. To submit comments/
questions and report technical problems, please use the ? Icon at the top of your screen. You 
can move forward/backward in the slides by using the single arrow buttons (left moves back 
1 slide, right moves advances 1 slide). The double arrowed buttons will take you to 1st and 
last slides respectively. You may also advance to any slide using the numbered links that 
appear on the left side of your screen. The button with a house icon will take you back to 
main seminar page which displays our agenda, speaker information, links to the slides and 
additional resources. Lastly, the button with a computer disc can be used to download and 
save today’s presentation materials. 

With that, please move to slide 3. 
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Records include all books, papers, maps, photographs, machine-readable 
materials, or other documentary materials, regardless of physical form or 
characteristics, made or received by an agency of the United States Government 
under Federal law or in connection with the transaction of public business and 
preserved or appropriate for preservation by that agency or its legitimate successor 
as evidence of the organization, functions, policies, decisions, procedures, 
operations, or other activities of the Government or because of the informational 
value of the data in them (44 U.S.C. 3301).  

Documentary materials is a collective term for records and nonrecord materials 
that refers to all media on which information is recorded, regardless of the nature of 
the medium or the method or circumstances of recording. http://www.archives.gov/
midatlantic/agencies/records-mgmt/definitions.html  

In ISO – a Document can be changed.  A Records, once completed, can not be 
changed. 
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1. Communication, transfer, manipulation, and the storage/recall processes all offer 
potential for data corruption.  The demonstration of control necessitates the 
collection of evidence to prove that the system provides demonstrable protection 
against data corruption. 
2. Users cannot assume that the test or decision criteria are correct; those formulas 
must be inspected and calculations verified. 
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3. This capability utilizes a password system or equivalent authentication 
techniques to identify the time, date, and person or persons entering, modifying, or 
recording data. 
4. All changes must follow carefully planned procedures, be properly documented, 
and when appropriate include change control, acceptance testing, and validation 
processes. 
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5. This principle implies the development of clear directions and SOPs, the training 
of all users, and the availability of appropriate user support documentation.  Ideally 
the technology system itself is designed to enforce the procedures and prevent any 
users from circumventing the Standard Operating Procedures. 
6. Where appropriate, redundant systems must be installed and periodic archival 
quality recordkeeping system backups (not simply IT system backup copies) must 
be made at a frequency consistent with the consequences of the loss of information 
resulting from a failure.  The principle of control must extend to planning for 
reasonable unusual events and system stresses, such as a vendor’s failure to 
continue the product line and provide an errorless and lossless migration to 
replacement systems.  Archival quality record collection backups are much more 
comprehensive and product-independent backups that allow the archival record 
collections to be reconstructed, accessed, and retrieved by record users in the 
future. 
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Whether one is the licensee or the licensor, the following items should be considered: 

What is being licensed?  To avoid later disputes, the parties must be as specific as possible. 

Whether license rights, including the rights of production, distribution, manufacture and sale and the right to transfer license to a third party are permitted. 
In what projects, products, or publications can one be permitted to use the licensed material? 

What rights are being granted? 

Is the license exclusive or non-exclusive? 

Will the owner get credit, and if so, how will this be shown? 

What intellectual property rights are retained by the licensor? 

What is the license fee:  a single one time fee, an annual fee, or royalty? 

What is the duration of the license, and can it be renewed? 

What warranties are being given for the use of the product by the licensor? 

What are the liabilities of the licensor? 

What remedies are available if the products and services are not warranted? 

What obligations are there as to confidentiality of proprietary information? 

Check if licensors have excluded liabilities for any indirect, incidental, special or consequential damages. 

Ensure that there is a statement as to whether the agreement is subject to export control laws, regulations and requirements – depending on jurisdiction. 

Under miscellaneous provisions check if there are any provisions in the agreement that may be severable and whether the invalidity or enforceability of one of the provisions affects any other. 

Ensure that the relationship between the parties in the license is that between independent contractors. 
Check is all claims and disputes relating to the agreement are subject to final and binding arbitration, and under what jurisdiction. 

The agreement should conclude by stating that it contains the entire agreement of the parties and that it supersedes all prior oral or written understandings or agreements between the parties with 
respect to the subject matter.  Services of notices, contract offers, and postal address etc must be shown here as well. 

42 



43 



44 



45 



46 



47 



48 



49 



50 



51 



52 



53 



54 



55 



56 



57 



58 



59 



60 



61 



62 



63 



64 



65 



66 



67 



68 



69 



70 



71 



72 



73 



74 



75 



76 



77 



78 



79 



80 



81 



82 



83 



84 



85 



86 



87 



88 



89 



90 



91 



92 



93 



94 



95 



96 



97 



98 



99 



100 



101 



102 



103 



104 



105 



106 



107 



108 



109 



110 



111 



112 



113 



114 



115 



116 



117 



118 



119 



120 



121 



122 



123 



124 



125 125 

Emphasize that this is cartoon whose only purpose is to illustrate the sample support 
concept. 
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