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1. PURPOSE

This work instruction describes how to keep copyright declarations of Alma digitisation
requests which are necessary for CSU Copyright recordkeeping. The procedure is based on
the CSU Records management Policy — Digital Records policy.

2. PROCESSING STEPS

Alma Analytics will send 2 reports titled, “Primo Digitisation Copyright Declarations”
and “Borrowing Digitisation Copyright Declarations” in Excel format on the second day
of each month to Div-Libserv-Exec Services@csu.edu.au, which contains every
digitisation request from both Alma and Primo in the previous month, including
requests made by staff for eReserve purposes, and resource sharing borrowing
requests.

Exec Services will add the month and year to filename. E.g. “1609 CSU - Digitisation
Copyright Acknowledgements” and upload onto TRIM.

These files will be kept in TRIM for four years in pursuance of s.49 (1) and s.50 of the
Copyright Act 1968 for the purpose of Copyright Declaration.
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