SPEC Kit 305

Records Management
August 2008

Clark E. Center, Jr.

Curator, W.S. Hoole Special Collections Library

University of Alabama

ASSOCIATION OF RESEARCH LIBRARIES




Series Editor: Lee Anne George

SPEC Kits are published by the

Association of Research Libraries
21 Dupont Circle, NW, Suite 800
Washington, DC 20036-1118
P (202) 2962296 F (202) 872-0884
http://www.arl.org/resources/pubs/spec/
pubs@arl.org

ISSN 0160 3582

ISBN 1-59407-804-1
978-1-59407-804-0

Copyright © 2008

This compilation is copyrighted by the Association of Research Libraries. ARL grants blanket permission to reproduce and distribute
copies of this work for nonprofit, educational, or library purposes, provided that copies are distributed at or below cost and that ARL,
the source, and copyright notice are included on each copy. This permission is in addition to rights of reproduction granted under
Sections 107, 108, and other provisions of the US Copyright Act.

The paper used in this publication meets the requirements of ANSI/NISO Z39.48-1992 (R1997) Permanence of Paper
for Publications and Documents in Libraries and Archives.



SPE C Records Management

K i t 30 5 August 2008

SURVEY RESULTS

EX@CUTIVE SUMMATY ...oiiiiiiiiiiiiiiiiie e e e e e e s st e e e e e e e e bbb aneeaeeas 13
Survey QUestions and RESPONSES .........uuviiiiiiiieeiiiiiee ettt e ettt e e ee e s e e e e e e e e nneeae e e ennes 19
Responding INStitUtiONS...........ocuiiiiiii e 67

REPRESENTATIVE DOCUMENTS

About Records Management
University of Georgia

University of Georgia RECOrdS CONTEI.....cciiviiieeiiiiie et 72
Georgia Institute of Technology

Archives and Records ManagemMent.........uuureeiiurieeeiiiieeeeeiieeeesseeeeeessereeessnaeeeessnneeeeans 73
University of Kentucky

Records Management at the University of Kentucky.........coovouvieeeiiiiiie i 74
Massachusetts Institute of Technology

Records Management Program at MIT ......ccuuvveiiiiiiee it e e 76
Ohio State University

The Ohio State University ArChIVES .......coooiiiiiiiiiiiiie et e e 77

Records Management: AN OVEIVIEW .....ccoiiierieiiiiiiiiesiiiieeessiieee e e snieee e s snnnee e s sibeee e s sneneee s 78

7 Elements of a Records Management Program ..........ccccueeeeiiiieeeeiiiereesiiieeeessieeeeesineeens 79
University of Oregon

Records Management (RIM) SEIVICES ...uuvieiiiiieeeiiiiie e e et e e e sttee e e et e e e aee e e e e e e e snnaeee s 80
Pennsylvania State University

Penn State University Archives: Records Management .........cccuvveveieiiiiiiiiinienee e 81

Records Management: The Program ENCOMPASSES ......cvvvveeiiiiieeeiiiiiie s ciiiee e s 82
University of Western Ontario

ReCOrds ManagemeNnt SEIVICES. ....uiuiiuiiiieiiiiiee e ittt e e e sttt e e st e et a e st e e s snbe e e e e anbneee s 83

Yale University
Manuscripts and Archives. Information for Yale Offices. Introduction...........ccccvvveeniinnnn. 84


https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/20
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/22
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/28
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/76
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/78
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/80
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/81
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/81
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/82
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/82
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/83
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/83
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/85
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/85
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/86
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/86
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/87
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/88
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/89
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/89
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/90
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/90
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/91
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/92
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/92
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/93
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/93

Records Management Policies
University of Cincinnati

Records Management Program. Policy and Procedure GUIde .........cccvveviiiiiiiiiiiiieneiiiienn, 86
University of Connecticut

Records Management. POIICIES ......coiuuiieiiiiiiie e 88
Kent State University

University policy regarding records retention ...........coccveeeiiiiiienn i 90
Massachusetts Institute of Technology

Records Management Program at MIT. POlICIES........ccoiiuviieiiiiiiiiiiiiiice e 91

Institute Records ACCESS POIICY .ooeiiiiiiiiiiiiie et 92
University of Oregon

Records Management (RM) POIICIES ...uuvveeiiiieee i 93
University of Western Ontario

University Records and Archives POLICY ...oevveiiiiiiiiiiiiiee e 94

Job Descriptions
University of Connecticut

University Archivist/.../University Records Manager..........c.ccoeeeemiiirieiiiiniee e 100
Cornell University

University RECOrdS Man@ger ........cooiuiiiiiiiiiiie et 102

Records Management SPeCialist.......cuuuiieiiiiiiieiiiiiie e 104
University of Georgia

Head, University Archives & Records Management ...........cocvveereiiiiieesiiiiieeessiieee e 106

T alo] o R Ty - Yo =T OSSO PPPRP PP 108

University Archives Processing ASSiSTaNnt........ccuiuuireiiiiiieesiiiieeesiiiie e ssiieee e s snveeeessrneee s 110

Records Technical ASSIStANT........ciiiiiiiiiiiii e 112

University Archives ASSOCIAtE ....uuuiiiiiiieeiiiiiie et a e e e e e annee s 114
Yale University

ReCOrds Services ArChIVIST ... ..ii ittt 116

Head of University Archives and Electronic Records Archivist ...........ccceeviveeiiiieiiiennnnnn. 118

Library Service ASSIStant [l ........eeeiiiiiieeeeiie e 120

Inventory/Transfer Forms
University of Cincinnati

Simplified Records INVENtOry FOrM ......ccuuviiiiiiiiee e 122

Standard Records INVENTOry FOIM .....couiiiiiiiiiii e 125
Duke University

Transferring Office Records to the University Archives ........ccccovveiiiiiiieeiie e 126

University of Georgia
Box Transfer FOrm fOr STOrage .....uiieiiiiie i 128


https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/94
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/95
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/95
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/97
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/97
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/99
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/99
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/100
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/100
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/101
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/102
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/102
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/103
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/103
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/108
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/109
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/109
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/111
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/111
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/113
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/115
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/115
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/117
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/119
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/121
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/123
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/125
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/125
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/127
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/129
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/130
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/131
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/131
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/134
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/135
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/135
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/137
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/137

Georgia Institute of Technology

Records Transfer Memorandum............coouiiiiiiiiiiie e 129
University of Kentucky

Departmental Transfer Form. Permanent Materials .........cccccovviiiieeiiiiiee e 130
University of Louisville

Records Inventory and Transmittal...........cevieeiiiiiiiiiiiiie e 131
Oklahoma State University

Transfer of Official Permanent Records to University Archives..........ccccovvvevviiieeiiiieneens 132

How to Transfer Official Records to University Archives ..........ccccovvvviiiiiiiiieniiiiee s, 133

Notice of Items for Destruction or for Transfer to Archives ........ccccoviiiiiiiiiiiiiice, 134
University of Oregon

Instructions for Transferring Non-Permanent Records ..........cccceeevviiveeeiiiiieeeeiiiiee e 135
Yale University

Information for Yale Offices. Inventory Template ........ccccveeevcvieeeiiiiiee e 137

Instructions for Creating an INVENTOIY ......ocuviie it 138

Request/Retrieval Forms
University of Connecticut

Record Center. Reference REQUEST.......uuiiiiiiiiie ittt 140
University of Georgia

RECOTdS REQUEST FOIM ...iiiiiiiiiiiiie ettt e e e e s e e e e snnnee s 141
Georgia Institute of Technology

Request Retrieval 0f @ RECOTd ... ..coiiiiiiieiiiiiii e 142
University of Kentucky

Offsite Storage Retrieval ReqUEST FOIM ....ccoiiiiieeiiiiiie e 143
Yale University

University Archives: Retrieval REQUEST ........vvviiiiiiiiie i 144

Records Retention
University of British Columbia

Records Retention Schedule and Disposal Authorities (RRSDAS) .......ccevviveveeiiiieeeeiiinen. 146
Duke University

University Records Retention GUIAEIINES .......ccoviviieeiiiiiie e 148
University of Georgia

Records Retention GUIAEIINES .......cccuueiieiiiiiie e 149
Georgia Institute of Technology

Retention ReqUITEMENTS ..o, 150

RECOTAS DECISION TrEE .viieiiee ittt ettt et e e e et e e e s st e e e e anbbeee s 151

University of Illinois at Chicago
UIC Records Management—Approved Records Schedules..........coooviiveiiiiiiiiiiiiiineeiiiien, 152


https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/138
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/138
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/139
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/139
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/140
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/140
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/141
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/141
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/142
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/143
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/144
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/144
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/146
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/146
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/147
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/148
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/149
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/149
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/150
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/150
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/151
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/151
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/152
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/152
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/153
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/153
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/154
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/155
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/155
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/157
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/157
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/158
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/158
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/159
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/159
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/160
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/161
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/161

lowa State University

University Records Retention Schedule...........cooviiiiiiiiiiiii e 155
Kent State University

Welcome to the Records Retention reference Site ......ccceevcvveeeiiiiiie i 156
University of Louisville

Records Retention SChedUIES .......coii i 157
Massachusetts Institute of Technology

Records Retention SCheAUIES .......coiiieiiiiiiiii e 158
Ohio State University

Records Retention SCheAUIES .......coii i 159
University of Oregon

UO Records Retention SChedule...........uuviiiiiii i 161
University of Western Ontario

Records Retention and Disposal Schedules ............ouveviieeiiiiii e 163
Yale University

Information for Yale Offices. Records Schedules .........ccveeeiiiieeiiiiiee e 164

Disposal/Destruction Forms
University of Cincinnati

Certificate of Records DiSPOSal ........eeiueieiiiiiiiii et 166
University of Connecticut

Records Disposal AUThOFIZation ...........eoiiiiiiiiiiii s 167
University of Georgia

Destruction 0f RECOIAS ...ccvvvviiiiiiiiiieeeeeeeee e 168

Box Transfer Form for Destruction...........oooovviiiiiiii i 169
Kent State University

Certificate of Records DeSTIUCTION ..uuvvveireeiieiiieiiiiiiieeieee e e e eee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeees 170
University of Kentucky

Records Destruction Certificate INSTrUCtIONS ....ccoeeeiiiiiiiii e, 171

Electronic Records Management
University of Cincinnati

Policy and Procedure Guide. Electronic Records Management .........cccccoevvvveevivneeeeininnnn. 174
University of Connecticut

Strategic Plan for Electronic Records (2000) ........cccuurreeiiiiieeiiiiiieeciireee e eiee e 178
University of Georgia

Electronic Mail (Email) & Electronic ReCOIUS. ....uniieeeee e 179

Georgia Institute of Technology
El@CtroNiC RECOIAS oviiieiiiieieee e e e e e e a e e e e e e e nnnneeees 180


https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/164
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/164
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/165
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/165
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/166
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/166
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/167
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/167
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/168
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/168
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/170
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/170
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/172
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/172
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/173
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/173
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/174
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/175
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/175
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/176
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/176
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/177
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/177
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/178
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/179
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/179
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/180
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/180
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/182
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/183
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/183
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/187
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/187
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/188
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/188
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/189
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/189

University of Kentucky
ElECtronic RECOTAS .....eieiiiieeiee ettt 181
Ohio State University

elLectronic Records: An Overview

.................................................................................. 182
eMail Management: AN OVEIVIEW .......cuueiieiiiiiee et e e siiee et e et esae e e 185
Pennsylvania State University
University Guidelines on Retention of E-Malil.........cccoiiiiiiiiiiiiiiiiii e 190
SELECTED RESOURCES
DOCUMENTS ..ottt n e e s e e e e e e e e e e e e e 193
Web Sites


https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/190
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/190
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/191
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/191
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/194
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/199
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/199
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/200
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/202
https://publications.arl.org/docgoto/Records-Management-SPEC-Kit-305/203




<

7
A " SURVEY RESULTS







EXECUTIVE SUMMARY

Introduction

Records management is the field of management re-
sponsible for efficient and systematic control of the
creation, receipt, maintenance, use, and disposition
of the records of a business or organization. There are
two reasons for retaining non-current records. First
is to satisfy the legal and fiduciary responsibilities of
the organization for specific periods of time; second
is to permanently retain those records which docu-
ment the history of the institution. Not all academic
or research institutions have a records management
program. This survey was an inquiry into the state of
records management in ARL member institutions.

The survey was distributed to the 123 ARL mem-
ber libraries in February 2008. Sixty-two libraries
completed the survey for a response rate of 50%. Of
those 62, 41 (66%) have records management pro-
grams. Three have had programs, but no longer have
them. One of these began at an unknown time and
ended in 1993; one existed for only five years, between
1991 and 1996; a third ended in 2003 after thirty-eight
years of operation.

At the majority of responding institutions (25 or
61%) records management duties are located in a li-
brary unit. They are the responsibility of special col-
lections in twelve institutions (29%); archives units
that are part of the library system but not part of the
special collections library or department in five cases
(12%); and another library unit or department in 10
cases (24%). Records management is the responsibility
of an archives unit that is not part of the library sys-

tem in five cases (12%) and of some other non-library
unit or department in 11 cases (27%).

Thirty-five respondents reported the year the re-
cords management program began. Four started in
the 1960s, the earliest in 1962 in a non-library archives
unit. In each decade since, between seven and nine
new programs have begun, mostly in library units.
The most recent began in 2007 and reports to a non-
library unit, the University Secretariat. The percent-
age of departments that participate in the records
management program ranges from a minimum of 2%
to a maximum of 100% with a mean of 53.11% and a
median of 50%.

The respondents at institutions where records
management is not the responsibility of a library
unit were asked to conclude the survey at this point.
The 25 remaining respondents completed the rest of
the survey.

Staffing

Sixteen respondents (64%) report that there is a pro-
fessional records manager responsible for their re-
cords management program. At one institution, two
positions, Associate Archivist and Electronic Records
Archivist, share this responsibility. Time spent on
records management duties by individuals in this po-
sition ranges from a minimum of 10% (one individual,
Head, University Archives & Records Management)
to a maximum of 100% (eight individuals with titles
such as Records Manager, Records Officer, Records
Coordinator, or Records Archivist). Positions that
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spend less than half their time on records manage-
ment duties are mostly designated as archivists.
Overall, the mean percentage of time is 70.6% and
the median is 95%.

Eighteen respondents (72%) reported a total of 27
other professional staff. In ten cases these were in ad-
dition to a records manager; in eight they were instead
of a records manager. The majority of these positions
are archivists. Time spent on records management
duties by individuals in these positions ranges from
a minimum of 1% to a maximum of 100%, though
only seven individuals spend more than 50% of their
time on these activities. The mean percentage of time
is 37.5% and the median is 25%.

Twelve programs (48%) have a total of 17 support
staff. Titles reported include Archives and Records
Assistant, Archives Assistant, Inactive Records Center
Manager, Institutional Records Assistant, Office
Manager, Project Archivist, Records Management
Specialist, Records Services Assistant, Records
Technical Assistant, Reference Assistant, and Senior
Library Associate. Time spent by individuals in these
positions on records management duties ranges from
a minimum of 1% to a maximum of 100% (8 of 17
support staff). The mean is 60.7% and the median is
75%.

Twelve programs (48%) have student assistants,
including three that don’t have support staff. Time
spent on records management duties by the 24 indi-
viduals in these positions ranges from a minimum
of 0.1% to a maximum of 100% with a mean of 34.8%
and a median of 20%.

Three respondents (12%) reported additional pro-
fessional staff that didn't fit above. Their titles and
percent of time spent on records management are:
Associate Dean of the Special Collections and Digital
Programs Division (represents the university on the
State Records Commission) (1%); Manager, Resource
Support (25%); and Records Services Archivist
(75%).

The majority of records management programs (12
of 22 or 55%) report to the head of the archives. Four
report to the head of special collections/archives, five

report to an AUL position, and one reports to the
university librarian.

Budget

Only four of the 25 respondents (16%) have a separate,
designated operating budget for records manage-
ment. The remainder (84%) are covered by a general
operating budget. Of the four with a separate budget,
one’s funding is part of the administering unit’s bud-
get, one’s is part of the broader institution’s budget,
and two derive their funding from both the institu-
tion’s and the administering unit’s budgets. Eighteen
respondents (72%) indicated that all costs are covered
by their budget. Two (8%) also charge for services. At
one institution, each department covers its own ex-
penses. Other responses indicate that a combination
of strategies is used to cover costs.

Seven respondents (28%) described charges for
services, including: charges for boxes, charges for
box pickup, charges for re-boxing and inventory if
departments are unable to do so, hourly fee for ser-
vices, and charges for storage, retrieval, destruction,
and HIPPA-related requests. Units may also be re-
quired to use preferred vendors and are responsible
for charges incurred.

Records Management Services
Records programs manage a variety of record types.
Of the 25 responding institutions, all manage text
(eye-readable), 22 (88%) manage graphic materials
(eye-readable pictures, drawings, maps, photographs,
architectural plans, etc.), 19 (76%) manage audio-visu-
al materials (sound recordings, film, etc; requires a
device other than a computer to access), and 18 (72%)
manage electronic records (medium that requires a
computer to access). In addition, two have artifacts
and one has floppy disks in non-permanent records.
Respondents were asked whether the records
management program or another unit provided a
list of records management services. In the major-
ity of cases the records management program pre-
pares policy and procedure documents (85%), trains
originating department staff in proper records man-
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agement procedures (85%), transfers permanent re-
cords to archives (76%), prepares records retention
schedules (68%), picks up materials from originating
departments (56%), stores text records (56%), and re-
trieves records from storage (56%). Only three or four
respondents don't offer these services.

Records management programs are somewhat
more likely to store graphic materials (13 vs. 9 cases),
answer reference questions from records in storage
(13 vs. 8 cases), and store audio-visual materials (12 vs.
8 cases). Responsibility for preparing content lists is
almost equally divided between the records manage-
ment program and another unit (13 vs. 14 cases).

Another unit more often has responsibility for
storing electronic records (64%), destroying records
at the end of their retention period (60%), deliver-
ing retrieved records to the originating department
(48%), storing other record formats (44%), and convert-
ing permanent records to preservation format (40%).
Eleven respondents (44%) report that discarding re-
cords at the end of their retention schedules is not a
service offered; thirteen (52%) report that refreshing
the format of permanent records is not offered.

At all of the responding institutions staff in the
originating department have responsibility for cre-
ating content lists at some level. At 11 institutions
staff in the records management program share this
responsibility. Lists are most often made at the box
level (23 respondents) and the folder level (22 respon-
dents). Originating departments perform this task
in 20 cases (91%), while records management pro-
gram staff are responsible in 11 cases (50%). Twelve
respondents create content lists at the item level. Four
respondents report making content lists at some other
level, for example, document level for electronic re-
cords, accession level, and series level. One respon-
dent reported that each department maintains its
own record keeping system and levels vary from
department to department.

Policy Decisions
Policy decisions are made at many levels and can
involve a number of individuals. In some cases, state

records commissions or the state archives either sin-
gularly or jointly may establish records retention
schedules for institutions of higher education. In
others, there may be statewide policies through the
action of a state board of regents.

At the university level, policy decisions may be
made by records management committees or by the
individual in charge of the records management pro-
gram. Retention schedules may be created by the
individual in charge of the records management pro-
gram, often with input from originating divisions or
offices and the appropriate dean or vice president, as
well as with input from University Counsel. In some
cases, such a records retention policy must then be
approved by the state records commission. Changes
to statewide retention schedules may be suggested
to the state records commission. Others mentioned
by respondents as involved in retention schedules
include the designee of the president, the records
officer in each department, and the head of the office
creating the records.

Policies and procedures for training of depart-
ments, transportation, storage, and destruction are
often the role of the University Archivist.

Records Storage
Physical records are stored in a variety of locations.
Fifteen respondents (60%) report using remote stor-
age, eleven (44%) use on-site storage, and six (24%)
report storage in the originating department. Eleven
(44%) use a combination of locations. The survey also
asked where electronic records are stored. The 23
open-ended responses indicate that electronic re-
cords are widely distributed across individual office
computers, departmental servers, enterprise-wide
systems, offsite facilities, state records centers, and
commercial vendors. Only a few respondents men-
tioned storing records in an institutional repository.
The amounts of materials currently in storage
were reported in different ways, including items,
boxes, cubic feet, and linear feet. While this makes it
difficult to compare different programs, itis clear that
there is a wide range in the quantities of records be-
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ing managed. For example, 15 respondents reported
between 7,000 and 13,500 boxes, 1,500 to 27,000 cubic
feet, and 4,971 to 17,100 linear feet of textual material.
Nine respondents with graphic materials reported
from 500 blueprints to 100 boxes to 31.25 linear feet
to 500 cubic feet to millions of items. A similar range
of audio-visual material was reported: from approxi-
mately 25 to 1.5 million items. Electronic records are
harder to quantify. One reported 150 disks of unspeci-
fied size, one reported 76 gigabytes, and two reported
100 and 263 items. Two respondents indicated that
they do not know how many records are in storage
because storage is too distributed. Four could only
address records of permanent value.

As with materials in storage, the amounts of new
material received on average each year were reported
in different ways: boxes, items, feet, etc. Incoming
records range from a few boxes, items, or feet to thou-
sands of each.

Records Management Systems

Nineteen of 22 respondents (86%) use both paper and
electronic systems for accessions, inventories, check
outs, etc. Three (14%) rely on an electronic system
alone, and none rely completely on a paper-based
system. For their electronic systems, 12 (55%) use
commercial software and 10 (45%) use homegrown
systems. Five use dedicated records management
software (Iron Mountain’s Accutrac (2), DocuData
Software Corporation’s EDC RC, DHS’s Total Recall,
and EMC Documentum). Three use integrated library
systems (Ex Libris’s ALEPH and Voyager). One uses
digital content management software (DSpace and
EAD (DLXS)), one uses Web design & development
software (Macromedia Dreamweaver). Three use
Microsoft Access relational database software.

Records Use

Requests to retrieve records may be made by staff in
the originating office at almost all of the responding
institutions (91%). Seven respondents (33%) report that
staff in other offices of the institution and the general
public may also make such requests. The general pub-

lic may make requests at one other of the responding
institutions. In a few cases the originating office may
permit access to their records to other individuals.

Records are checked out at all levels, but most
often at the folder (75%) or box (70%) level. Four re-
spondents (20%) check out materials at the item level.
Two respondents clarified that items aren’t actually
“checked out,” they remain in the facility.

Fourteen respondents report, on average, from
two to 2,770 checkout requests per year. Of these, five
(36%) report 100 or fewer checkout requests per year,
five (36%) report from 150 to 335 checkout requests
per year, and three (21%) report 900-1400 checkout
requests per year. The mean number of requests per
year is 546; the median is 198. At 10 institutions (56%)
materials are not used onsite; at eight (44%) they are
used onsite.

Disposal/Destruction of Records

All 18 respondents report that they destroy records at
the end of their retention periods. Five of these also
report discarding some items. Thirteen respondents
(72%) destroy textual records at the end of their re-
tention period; five (28%) destroy some and discard
others. Eight respondents (73%) destroy graphic mate-
rials, two (18%) discard some and destroy other items,
and one (9%) only discards them. Seven respondents
(78%) destroy audio-visual materials, one (11%) de-
stroys some and discards others, and one (11%) only
discards them. Six respondents (86%) destroy elec-
tronic records; one (14%) discards some and destroys
others. One respondent only manages permanent
records, so destruction is not an issue.

Of the five respondents who discard records, all
use recycling and one also discards records in the
trash. Ten of the respondents who destroy records
(56%) do so by shredding; eight (44%) use the services
of vendors; three (17%) degauss audio-visual and elec-
tronic records and then shred them; one (6%) shreds
and burns. As with the number of new items added
each year, the quantities of records discarded or de-
stroyed on an annual basis ranges from a few items,
boxes, or feet to hundreds or thousands.
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Staff Training

Staff receive training in records management poli-
cies and procedures in a number of ways. The most
common methods are in-person workshops (20 re-
spondents or 83%) and on-the-job experience (19 re-
spondents or 79%). Self-study of manuals (46%) and
formal classes (33%) are also fairly common. Only
three respondents (13%) have used webinars. A va-
riety of other methods have been used, including a
records management listserv, Web training modules,
and one-on-one instruction.

Thirteen respondents (59%) reported that all staff
members are trained to manage all formats of re-
cords. Of the other nine respondents, one stated that
all staff are trained to manage textual, audio-visual,
and graphic materials, while only the department
head was trained to handle electronic records. One
reported staff training in paper and electronic records
and other formats as needed. Two reported limited
experience or no training with electronic records.
One stated that training depends on job functions
and data access policies.

Assessment
The survey asked what metrics are used to assess the
performance of the records management program.

Eleven respondents (48%) measure success by the
percentage of departments using the records man-
agement program. Seven (30%) use the turnaround
time for retrieval requests. Six (26%) use the turn-
around time for accessioning, creating box lists, and
moving items to storage. Four (17%) use the backlog
volume. Eight (35%) have not assessed the success of
the program.

Conclusion

Itis interesting that only two-thirds of the institutions
responding have records management programs and
that the majority of those programs are located in the
library. Within those libraries, there is no single mod-
el of records management. In some cases, the records
management program deals with both permanent
and non-permanent records. In others it deals with
permanent records only. Not all are funded in the
same way. Only five programs use dedicated records
management software systems. The majority who
are utilizing electronic tools use tools that are library
specific or could be expected to be in use in a library.
Surprisingly little progress seems to have been made
in gaining control over electronic records, judging by
the number in storage. Nonetheless, the services of-
fered to their institutions are largely the same.
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