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UNIVERSITY OF GEORGIA: University of Georgia Records Center

http://www.libs.uga.edu/recman/www.html
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UNIVERSITY OF GEORGIA RECORDS CENTER

SPECIAL NOTE: Any department sending destruction or storage materials to the
Records Center after August 29, 2003 must receive a control number for each set of
records before delivery. cont'd...

The mission of the University of

orgi r m
Program is to promote sound and
legal handling of records
generated at the University. To
pursue that mission, we provide
advice and training to UGA
personnel, bulk storage for
appropriate documents, retrieval
of stored documents and safe destruction of confidential materials that
have met their retention requirement.

Records at the University of Georgia must be kept according to the legal
and procedural standards found in the Georgia Board of Regents Records
Retention Guidelines at http:/www.usg.edu/usgweb/busserv/. For help in
interpreting the retention guidelines, please see our retention schedule
introduction page on this web site or contact us directly.

Departments can contact us directly to request access to their own
records. When access is needed to records created by another
department, they should be requested through the creating department or
through the University of Georgia Office of Public Affairs.

Student transcripts are handled through the Registrar's office.

PERSONNEL
Venus Jackson is the Records Manager. vjackson@uga.edu
Ryan Smith is the Records Technical Assistant. rsmith40@uga.edu

The Records Center is a part of the Hargrett Rare Book and Manuscript

Library where Steven Brown (sabrown@uga.edu) is the Head of Archives
and Records Management.

Contact the Records Center:

N
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GEORGIA INSTITUTE OF TECHNOLOGY: Archives and Records Management

http://www.library.gatech.edu/archives/records_mgmt.html
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. INFORMATION ABOUT: RELATED DOCUMENTS:
S CENTER { )
. Records Management BOR Retention
* Iransferring Records | “ Guidellnes
* Accessing Records - The Georgia Tech Records Center provides long-term
secure storage for campus business and academic @ R cansfer Form
3 Record Transfer Form
RETE N i records whose retentlon Is required to meet legal
REQUIREMENTS .- and/or flscai guidelines.
| B3| Box Label
* Secure Destruction . Storing your old, inactive records in the Records
« Vital Records - Center Is a cost-effective means of complying with

« Electronic Records retentlon requirements. By systematically organizing Record Retrieval Form
. your inactive records for transfer to the Records

) Center, you can free up valuable office and fiilng o
RELATED RESOURCES | space. You can also be confident that records wiit be Regords Decision Tree

I, securely destroyed once they have met their

ARCHIVE | retention requirements.
QUICK LINKS : Storage and retrieval services are free of charge to

T R F participating campus departments.

| Archlves and Records Management staff can advise
[ you in organlzing your records for transfer to the
i Records Center.

» What is records management?

1 Records management Involves the systematic control
. and organlzation of an institution's records. A records
© management program is intended to insure that an
institution’s records are created, malntained, and
ultimately disposed of In a manner that meets iegal
and fiscal requilrements.

| Why implement a records management program?

£ . Promote efficiency in the management of the Institute's
information assets and safeguard this vital information
+ Minimize risks associated with litigation

+ Ensure compliance with regulatory guidetines

" ACCESSIBILITY | comAi:T US ‘|- STAFFONLY | GT'LIBRARY"

" (8 GV Archives B Recoras Managemeiit .: 704 Reséarch Avenug :: Atianta, Georgla 30332-0900 :: phone: (404) 894-4586

/
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UNIVERSITY OF KENTUCKY: Records Management at the University of Kentucky
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MASSACHUSETTS INSTITUTE OF TECHNOLOGY: Records Management Program at MIT

http://libraries.mit.edu/records/managing.html
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Records Management Program at MIT

Institute Archives and Special Collections

Home

Policies

Managing Your Records

Records Storage

The Records Management Program assists offices and
departments in arranging for transfer of their records to Iron
Mountain, the records management company storing MIT's
inactive, non-permanent records. How do I prepare records for
transfer to storage?

Records Retrieval

Records can be made available only to authorized personnel in
the office in which the records originated. Access to records
created by another office are only available through the office

of origin. How do I retrieve records from storage?

Records Destruction

At the end of their retention period, records should be
destroyed (shredded or recycled) in a timely manner. Records
are eligible for destruction when their retention periods have
expired, all audit requirements have been satisfied, there are
no pending requests for information, and there is no
reasonably foreseeable litigation involving the records. What

should I know about retention and destruction?

Last modified 5/14/05

. Departments,
. Laboratories, !
~ and Centers:
I'H on

| Keep

| Financial

i Records
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OHIO STATE UNIVERSITY: The Ohio State University Archives

http://library.osu.edu/sites/archives/retention/records.php
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The Ohio State University

SIATE

UNIVERSITY

OSUL Home ! ‘Find | "Borrow | “About OSUL

Byrd Polar

Libraries @ ‘Learn

|The Ohio State University Archives

Archives

John Glenn
Archives

Records
Retention &
Management

University
Manuscripts R ECORD?
D

Otuer DeFpurnions
University Photo

Archives

Archives
Main Menu

Online Exiubits

© 2008, The Ohio State University Libraries.

1858 Neil Avenue Mall
Columbus, OH
43210-1286

Telephone: (614) 292-6154

Problems/Comments to Web Master | Privacy Policy
If you have difficulty accessing any portions of this site due to incompatibility with adaptive technology or need the

eNan Maracemenr: §

Recorps
ReTENTION
ScHEDULES

information in an alternative format, please contact Larry Allen

Off-campus Sign-in

My Record | "Help

el ecTronic RECORDS™
ANOVERNTEW

RecorDps TRANSFER &
DestrucTiON
Procepures

PusLic Recoros
IL, & Recs

VERVIEW

/
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OHIO STATE UNIVERSITY: Records Management: An Overview

http://library.osu.edu/sites/archives/retention/records.php
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UNIVEKSITY

OSUL Home  *Find ‘Borrow @ -About OSUL | Libraries ' ‘Learn A Off-campus Sign-in | My Record *Help

Bvid Polar |The Ohio State University Archives

Archives

ORD ERVIE

| Dermamions Sc

epuLes Disposmon TransienT RIM Links Laws & Reas|

Jolm Glenn . e
Archives WHY DO WE CARE ABOUT OUR RETAINING AND MANAGING OUR RECORDS ? Because they are
our organization’s institutional memory that...
Records
Retention &
Management

= Document our management decisions...
= Provide historical references of transactions and events...
= Enhance our organization’s operational efficiencies...

= Demonstrate regulatory compliance...

University = Provide litigation support...

R Two key concepts to embrace to effectively retain and manage records are the records

t lifecycle and elements of a records management program.

University Photo

CRRATION anos/ a0 sy ROmDons ARGt
Arcluves Rgcer Pruantmences & Lin}
Arclhives
Maim Menu
Onhine Exhubits
[s Vo
7E Pw
Deraguron & Uss

RECORDS LIFECYCLE: All records have a lifecycle, albeit some longer than others. Records are created, used,
kept for valid legal, fiscal, or administrative reasons, and more likely than not destroyed at the end of their lives,
although some with enduring historical value will be maintained in an archives. Click on the various records lifecycle
components in the image below to learn more about the records lifecycle...

A STORAGE anD RETRIEVAL ARCHIVES
CRreATION AND/OR ‘ .
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OHIO STATE UNIVERSITY: 7 Elements of a Records Management Program

http://library.osu.edu/sites/archives/retention/records.php
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TOP OF PAGE TOP OF SECTION

7 ELEMENETS OF A RECORDS MANAGEMENT PROGRAM: As depicted in the image below there are seven
(7) elements to an effective records management program starting with the foundation of a records inventory and
culminating in a written set of policies and procedures that are reviewed and updated on a regular basis. Click on
the various records management program components in the image below to learn more about how to create an
effective records management program...

' Dierosimion

SCHEDULING

INVENTORY 8 CLASSIFICATION

RECORDS INVENTORY AND CLASSIFICATION: The start of any good records management program, whether one is
going to develop their own records retention schedule or as the case here at OSU where one is applying existing
retention schedules, one has to know what records they have and are responsible for. To this end one conducts a
records inventory, that is a complete and accurate listing of their records, whether paper-based, microform, or
electronic, that indicates. ..

= how and where they are physically stored
= volume of storage
= how they are classified for
o future use and retrieval
o sensitivity of information and access
= what its retention period is, if known OR its legal, fiscal, and/or administrative value, to determine retention

TOP OF PAGE TOP OF SECTION

RETENTION SCHEDULING: All records have a life as described above in the records lifecycle section. That life may be
as short as a few hours as is the case with some transient records or may be as long as forever as is the case with
records of enduring historical value. The record's lifecycle is determined through analysis of:

/
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UNIVERSITY OF OREGON: Records Management (RM) Services

http://libweb.uoregon.edu/records/services.html
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O UNIVERSITY OF OREGON

UQO Libraries

N

Home 7 Find Resources ' Research Assistance 1 Library Services = About the Libraries Ask a Librarian :: My Account

Records Management (RM) Services

Storage of Non-permanent Records

We provide offsite storage for inactive, non-permanen It i . Detailed
instructions for this process are located here. Please note:

» We no longer accept records that have 3 years or less left on its retention period.

o Please fill out a transmittal form and include a box and folder list for any records that you would
like to transfer to storage.

* Please use the UQ Records Retention Schedule to identify the records you are requesting for
transfer.

Training and Assistance

We provide detailed training and assistance to university clients on a variety of
records related topics. Please contact the Electronic Records Archivist, Erin O'Meara
if you would like to schedule a training session or an appointment to discuss a
records-related issue in your office.

¢ Online training: Records Management: The Basics

e Check out North Carolina's interactive training on managing e-mail messages.

e Here is a list of record series common to academic departments.

¢ The Business Affairs Office has created a guide to the retention of Payroll Records. It is very
useful in figuring out the appropriate retention period since there are multiple categories in this
area.

Confidential Recycling

Qregon Administrative Rule (OAR) 166-30-060(2) stipulates that "Records which are confidential by law
... must be destroyed by shredding, pulping, or incineration." The library maintains a contract with
Docu-Shred for confidential recycling of public records. Here is more detailed information about this
requirement and the contact information for Docu-Shred.

Maintained by: Erin O'Meara, erino@uoregon.edu
L ast Modified: 03/13/2008

University of Oregon | 1501 Kincaid Street | Eugene, OR 97403-1299 | T: (541) 346-3053 | F: (541) 346-3485
Contact Us | Make a Gift | Site Index
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PENNSYLVANIA STATE UNIVERSITY: Penn State University Archives: Records Management

http://www.libraries.psu.edu/speccolls/psua/recordsmanagement/rmpage.htm
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PENNSTATE

Home

About Us
Hours
What's New?

Digital Resources
Visitor Info

Researcher Info

FAQs
Site Map/Index

&

The Pennsylvania
State University
©2005 Last updated
7/9/07

Have a question?
Contact Us

U. Ed. LIB xx-xxx

Services/Programs

Search Collections

Penn State

Uni ity Librari Library Catalog Search

SPECIAL COLLECTIONS LIBRARY

Home / PSUA

Penn State University Archives

Records Management

® ® ¥ 0 5 0 0 9 0 00

Historical Collections and Labor Archives | Penn State University Archives | Rare Books and

What the Program Encompasses

Federal Laws Relative to Records Management
Records Management Policies on GURU
University Guidelines on Retention of E-mail
Fast Facts

Records Management Tips

Records Collected by the University Archives
How to send Records to the University Archives
Sample Inventory

Web Site Addresses

Retention Periods - A Locator Quiz

Staff Directory | Exhibits and Events | Policies and Procedures

Manuscripts

B

PENN STATE
URIVERSITY
ARCHIVES

/

SPEC Kit 305: Records Management - 81



PENNSYLVANIA STATE UNIVERSITY: Records Management: The Program Encompasses

http://www.libraries.psu.edu/speccolls/psua/recordsmanagement/encompas.htm
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PENNSTATE Penn State  University Libraries Library Catalog Search

9 SPECIAL COLLECTIONS LIBRARY

Home / PSUA / Records Management
Home

About Us |
Hours q g
What's New?

Penn State University Archives
Services/Programs

Search Collections Records Management

Digital Resources The Program Encompasses
WL S » Retention and Disposition Schedule Development O
Researcher Info i
» Record Surveys and Inventories ‘
e - i
Vital Records Management \
FAQs ° 9 Bern
. : . Pi
Site Map/Index « |dentification and Transfer of Archival Records
» Files Management System Design and Development 1
» Faculty and Staff Files and Records Management Training including
Workshops and Seminars

Reformatting to Microfilm, Electronic, Optical, and Digital Format
Reviews and Recommendations

s Electronic Records Management Recommendations

Staff Directory | Exhibits and Events | Policies and Procedures
Historical Collections and Labor Archives | Penn State University Archives | Rare Books and
Manuscripts

The Pennsylvania
State University
©2005 Last updaled
7/9/07

Have a question?
Contact Us

U. Ed. UB xx-xxx

N
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UNIVERSITY OF WESTERN ONTARIO: Records Management Services

http://www.lib.uwo.ca/archives/records.shtml
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N Archives and Research Collections Centre
estern__

Tibraries Home of Western Archives

RECORDS MANAGEMENT SERVICES

Western Archives provides a full range of records
management services to the University, including:

» Classification system design

» Filing supply and equipment planning
Secure on-campus semi-active records
storage and retrieval (see client comments)
Vital records identification and protection
Media conversion and storage

Electronic records management

Records retention and disposal schedules
Confidential destruction

Downloads
University Records and Archives Policy (PDF)

Staff Records Management/ Archives Unit Responsibilities
(PDF)

Records Disposition Authority Form

Unscheduled Records Transfer Form

Word version

PDF

Scheduled Records Transfer Form

Word version

PDF

Scheduled Records Destruction Certificate (2007-05)
Word Version

PDF

Record Centre Services Guide (Word version)
Personal Papers of Individual Faculty Members (HTML)

implementing Document imaging (Word version)
Adobe’
'.é.!"“ Reach

©2008 Western Libraries at The University of Western Ontario
Maintained by Western Libraries
View the Western Libraries Privacy Statement

\_ /
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YALE UNIVERSITY: Manuscripts and Archives. Information for Yale Offices. Introduction
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INFORMATION FOR YALE OFFICES :: INTRODUCTION

One of the most important sources for understanding the evolution of an organization is its records. The
Yale University Archives selects, preserves, and provides access to the records of the university and related
materials of enduring scholarly, administrative, and community significance. The University Archives is
located in the Manuscripts and Archives department of the University Library. It is the official repository for
all University records of fasting value once they are no ionger needed for current use. It exists as the
institutional memory of Yale and provides the larger community with a broad historical focus on Yale's
evolution and role in society. For information on access policies, please read Research Use of the Yale
University Archives.

The Records Services Program is Yale's first university wide records management initiative. The Program
provides support to carry out appraisal, selection, and preservation of the institutional records of Yale and
its affiliated agencies. Records Services staff consult with offices to determine which records are archival,
requiring permanent retention, how to prepare materials for transfer to the University Archives, and how to
retrieve them for administrative purposes.

Shared Responsibility for Records

Records regardliess of format, created in the course of business at Yale are the property of the University.
Yale offices and staff that create and maintain these records are responsible for their preservation and
security while they are in active use, and are also responsible for consulting with Archives and Records
Services staff to determine when and how inactive records should be transferred to the University Archives
or destroyed. The policies and procedures practiced by the Archives and Records Services Program are fully
endorsed by the Secretary of the University, who has the ultimate responsibility for protecting Yale's
records and holdings.

Value and Uses of Records

The records generated by the schools, departments, and offices of the University are the most tangible
evidence of Yale's history and activities. They provide officers and staff of the University with materials
necessary to understand and interpret the evolution of University policies and activities. They provide
students, scholars, and researchers with essential documentation of how Yale operates. The records not
only document the official duties of the officers, schools, programs, and departments on campus, but aiso
its relationships with alumni, affiliated organizations, student clubs, and its home city of New Haven.

Categories of Records

The selection and preservation of those records that support these historical, administrative, and
community pursuits is a complex undertaking in an institution that has had the longevity and range of
interests that Yale has had. Obviously, not all of the records that Yale has produced in its more than 300
years of existence are of permanent value. Some are of enduring significance; others are needed to provide
legatl and administrative evidence for recent University actions and obligations; still others are only of
transient vaiue, primarily to the office that holds it, to support the creating office's effective functioning.
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