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About Records Management



72 · Representative Documents: About Records Management

University of Georgia:  University of Georgia Records Center

http://www.libs.uga.edu/recman/www.html
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Georgia Institute of Technology:  Archives and Records Management

http://www.library.gatech.edu/archives/records_mgmt.html



74 · Representative Documents: About Records Management

University of Kentucky:  Records Management at the University of Kentucky
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University of Kentucky:  Records Management at the University of Kentucky



76 · Representative Documents: About Records Management

Massachusetts Institute of Technology:  Records Management Program at MIT

http://libraries.mit.edu/records/managing.html
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Ohio State University:  The Ohio State University Archives

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



78 · Representative Documents: About Records Management

Ohio State University:  Records Management: An Overview

http://library.osu.edu/sites/archives/retention/records.php
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Ohio State University:  7 Elements of a Records Management Program

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



80 · Representative Documents: About Records Management

University of Oregon:  Records Management (RM) Services

http://libweb.uoregon.edu/records/services.html
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Pennsylvania State University:  Penn State University Archives: Records Management

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



82 · Representative Documents: About Records Management

Pennsylvania State University:  Records Management: The Program Encompasses

http://www.libraries.psu.edu/speccolls/psua/recordsmanagement/encompas.htm
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University of Western Ontario:  Records Management Services

http://www.lib.uwo.ca/archives/records.shtml

Section Heading



84 · Representative Documents: About Records Management

Yale University:  Manuscripts and Archives. Information for Yale Offices. Introduction

http://www.library.yale.edu/mssa/ua_intro.html
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Records Management Policies



86 · Representative Documents: Records Management Policies

University of Cincinnati:  Records Management Program. Policy and Procedure Guide

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Records_Guide.pdf
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University of Cincinnati:  Records Management Program. Policy and Procedure Guide

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Records_Guide.pdf



88 · Representative Documents: Records Management Policies

University of Connecticut:  Records Management. Policies

http://www.lib.uconn.edu/online/research/speclib/ASC/rm/policies.htm
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University of Connecticut:  Records Management. Policies

http://www.lib.uconn.edu/online/research/speclib/ASC/rm/policies.htm



90 · Representative Documents: Records Management Policies

Kent State University:  University policy regarding records retention

www.kent.edu/policyreg/chap5/5-15.cfm
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Massachusetts Institute of Technology:  Records Management Program at MIT. Policies

http://libraries.mit.edu/records/policies.html



92 · Representative Documents: Records Management Policies

Massachusetts Institute of Technology:  Institute Records Access Policy

http://libraries.mit.edu/archives/managing/policy-access.html



SPEC Kit 305: Records Management · 93

University of Oregon:  Records Management (RM) Policies

http://libweb.uoregon.edu/records/policies.html



94 · Representative Documents: Records Management Policies

University of Western Ontario:  University Records and Archives Policy

http://www.uwo.ca/univsec/mapp/section1/mapp130.pdf
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University of Western Ontario:  University Records and Archives Policy

http://www.uwo.ca/univsec/mapp/section1/mapp130.pdf



96 · Representative Documents: Records Management Policies

University of Western Ontario:  University Records and Archives Policy

http://www.uwo.ca/univsec/mapp/section1/mapp130.pdf
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University of Western Ontario:  University Records and Archives Policy

http://www.uwo.ca/univsec/mapp/section1/mapp130.pdf



98 · Representative Documents: Records Management Policies

University of Western Ontario:  University Records and Archives Policy

http://www.uwo.ca/univsec/mapp/section1/mapp130.pdf
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Job Descriptions



100 · Representative Documents: Job Descriptions

University of Connecticut:  University Archivist/.../University Records Manager
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University of Connecticut:  University Archivist/.../University Records Manager



102 · Representative Documents: Job Descriptions

Cornell University: University Records Manager
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Cornell University: University Records Manager



104 · Representative Documents: Job Descriptions

Cornell University:  Records Management Specialist
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Cornell University:  Records Management Specialist



106 · Representative Documents: Job Descriptions

University of Georgia:  Head, University Archives & Records Management
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University of Georgia:  Head, University Archives & Records Management



108 · Representative Documents: Job Descriptions

University of Georgia:  Records Manager
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University of Georgia:  Records Manager



110 · Representative Documents: Job Descriptions

University of Georgia:  University Archives Processing Assistant
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University of Georgia:  University Archives Processing Assistant



112 · Representative Documents: Job Descriptions

University of Georgia:  Records Technical Assistant
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University of Georgia:  Records Technical Assistant



114 · Representative Documents: Job Descriptions

University of Georgia:  University Archives Associate
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University of Georgia:  University Archives Associate



116 · Representative Documents: Job Descriptions

Yale University:  Records Services Archivist

http://www.library.yale.edu/lhr/descriptions/Manuscripts%20&%20Archives/Records%20Services%20Archivist.doc
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Yale University:  Records Services Archivist

http://www.library.yale.edu/lhr/descriptions/Manuscripts%20&%20Archives/Records%20Services%20Archivist.doc



118 · Representative Documents: Job Descriptions

Yale University:  Head of University Archives and Electronic Records Archivist

http://www.library.yale.edu/lhr/descriptions/Manuscripts%20&%20Archives/Job%20description8.doc
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Yale University:  Head of University Archives and Electronic Records Archivist

http://www.library.yale.edu/lhr/descriptions/Manuscripts%20&%20Archives/Job%20description8.doc



120 · Representative Documents: Job Descriptions

Yale University:  Library Service Assistant III

http://www.library.yale.edu/lhr/descriptions/Manuscripts%20&%20Archives/mssa%20Library%20Service%20Assistant%20III.doc
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Inventory/Transfer Forms



122 · Representative Documents: Inventory/Transfer Forms

University of Cincinnati:  Simplified Records Inventory Form

http://www.libraries.uc.edu/libraries/arb/records_management/FormsDownloads.html



SPEC Kit 305: Records Management · 123

University of Cincinnati:  Simplified Records Inventory Form

http://www.libraries.uc.edu/libraries/arb/records_management/FormsDownloads.html



124 · Representative Documents: Inventory/Transfer Forms

University of Cincinnati:  Simplified Records Inventory Form

http://www.libraries.uc.edu/libraries/arb/records_management/FormsDownloads.html
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University of Cincinnati:  Standard Records Inventory Form

http://www.libraries.uc.edu/libraries/arb/records_management/FormsDownloads.html



126 · Representative Documents: Inventory/Transfer Forms

Duke University:  Transferring Office Records to the University Archives

http://library.duke.edu/uarchives/about/records-management/transferring.html
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Duke University:  Transferring Office Records to the University Archives

http://library.duke.edu/uarchives/about/records-management/transferring.html



128 · Representative Documents: Inventory/Transfer Forms

University of Georgia:  Box Transfer Form for Storage

http://www.libs.uga.edu/recman/re_form.html
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Georgia Institute of Technology:  Records Transfer Memorandum

http://www.library.gatech.edu/archives/forms/records_transfer.pdf



130 · Representative Documents: Inventory/Transfer Forms

University of Kentucky:  Departmental Transfer Form. Permanent Materials
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University of Louisville:  Records Inventory and Transmittal

http://library.louisville.edu/uarc/recmgmt/transmit.htm



132 · Representative Documents: Inventory/Transfer Forms

Oklahoma State University:  Transfer of Official Permanent Records to University Archives

http://www.library.okstate.edu/guides/general/images/recordtransfer.pdf
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Oklahoma State University:  How to Transfer Official Records to University Archives

http://www.library.okstate.edu/guides/general/images/recordtransfer.pdf



134 · Representative Documents: Inventory/Transfer Forms

Oklahoma State University:  Notice of Items for Destruction or for Transfer to Archives

http://www.library.okstate.edu/guides/general/images/recordtransfer.pdf
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University of Oregon:  Instructions for Transferring Non-Permanent Records

http://libweb.uoregon.edu/records/transmittal_instructions.html



136 · Representative Documents: Inventory/Transfer Forms

University of Oregon:  Instructions for Transferring Non-Permanent Records

http://libweb.uoregon.edu/records/transmittal_instructions.html
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Yale University:  Information for Yale Offices. Inventory Template

http://www.library.yale.edu/mssa/ua_inventory.html



138 · Representative Documents: Inventory/Transfer Forms

Yale University:  Instructions for Creating an Inventory

http://www.library.yale.edu/mssa/InventoryTemplate.xls
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Request/Retrieval Forms



140 · Representative Documents: Request/Retrieval Forms

University of Connecticut:  Record Center. Reference Request

http://www.cslib.org/publicrecords/refreq.doc
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University of Georgia:  Records Request Form

http://www.libs.uga.edu/recman/request_form.html



142 · Representative Documents: Request/Retrieval Forms

Georgia Institute of Technology:  Request Retrieval of a Record

http://www.library.gatech.edu/archives/records_retrieval.html
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University of Kentucky:  Offsite Storage Retrieval Request Form



144 · Representative Documents: Request/Retrieval Forms

Yale University:  University Archives: Retrieval Request

http://www.library.yale.edu/mssa/ua_retrieval.html



SPEC Kit 305: Records Management · 145

Records Retention



146 · Representative Documents: Records Retention

University of British Columbia:  Records Retention Schedule and Disposal Authorities (RRSDAs)

http://www.library.ubc.ca/archives/rrsda.html
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University of British Columbia:  Records Retention Schedule and Disposal Authorities (RRSDAs)

http://www.library.ubc.ca/archives/rrsda.html



148 · Representative Documents: Records Retention

Duke University:  University Records Retention Guidelines

http://library.duke.edu/uarchives/about/records-management/retention_guidelines.html
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University of Georgia:  Records Retention Guidelines

http://www.usg.edu/usgweb/busserv/guidelines/



150 · Representative Documents: Records Retention

Georgia Institute of Technology:  Retention Requirements

http://www.library.gatech.edu/archives/records_mgmt.html
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Georgia Institute of Technology:  Records Decision Tree

http://www.library.gatech.edu/archives/forms/records_decision_tree.pdf



152 · Representative Documents: Records Retention

University of Illinois at Chicago:  UIC Records Management–Approved Records Schedules

http://www.uic.edu/depts/lib/specialcoll/rda/RDA.shtml
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University of Illinois at Chicago:  UIC Records Management–Approved Records Schedules

http://www.uic.edu/depts/lib/specialcoll/rda/RDA.shtml



154 · Representative Documents: Records Retention

University of Illinois at Chicago:  UIC Records Management–Approved Records Schedules

http://www.uic.edu/depts/lib/specialcoll/rda/RDA.shtml
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Iowa State University:  University Records Retention Schedule

http://www.lib.iastate.edu/spcl/arch/retention.html



156 · Representative Documents: Records Retention

Kent State University:  Welcome to the Records Retention reference site

http://www.kent.edu/universitycounsel/RecordsRetention/Welcome.cfm
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University of Louisville:  Records Retention Schedules

http://library.louisville.edu/uarc/recmgmt/scheds.htm



158 · Representative Documents: Records Retention

Massachusetts Institute of Technology:  Records Retention Schedules

http://libraries.mit.edu/records/schedules.html
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Ohio State University:  Records Retention Schedules

http://library.osu.edu/sites/archives/retention/schedules.php



160 · Representative Documents: Records Retention

Ohio State University:  Records Retention Schedules

http://library.osu.edu/sites/archives/retention/schedules.php
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University of Oregon:  UO Records Retention Schedule

http://libweb.uoregon.edu/records/schedule/



162 · Representative Documents: Records Retention

University of Oregon:  UO Records Retention Schedule

http://libweb.uoregon.edu/records/schedule/
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University of Western Ontario:  Records Retention and Disposal Schedules

www.lib.uwo.ca/archives/retention_schedules/retention_schedules.shtml



164 · Representative Documents: Records Retention

Yale University:  Information for Yale Offices. Records Schedules

http://www.library.yale.edu/mssa/ua_schedules.html
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Disposal/Destruction Forms



166 · Representative Documents: Disposal/Destruction Forms

University of Cincinnati:  Certificate of Records Disposal

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Disposal_12_06.doc
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University of Connecticut:  Records Disposal Authorization

http://www.cslib.org/publicrecords/Forms/rc108.doc



168 · Representative Documents: Disposal/Destruction Forms

University of Georgia:  Destruction of Records

http://www.libs.uga.edu/recman/destruction.html
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University of Georgia:  Box Transfer Form for Destruction

http://www.libs.uga.edu/recman/rede_form.html



170 · Representative Documents: Disposal/Destruction Forms

Kent State University:  Certificate of Records Destruction

www.kent.edu/universitycounsel/upload/recorddestructionform.pdf
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University of Kentucky:  Records Destruction Certificate Instructions

http://www.kdla.ky.gov/recmanagement/schedules/kyrecordsdestruction.doc



172 · Representative Documents: Disposal/Destruction Forms

University of Kentucky:  Records Destruction Certificate Instructions

http://www.kdla.ky.gov/recmanagement/schedules/kyrecordsdestruction.doc
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Electronic Records Management



174 · Representative Documents: Electronic Records Management

University of Cincinnati:  Policy and Procedure Guide. Electronic Records Management

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Records_Guide.pdf
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University of Cincinnati:  Policy and Procedure Guide. Electronic Records Management

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Records_Guide.pdf



176 · Representative Documents: Electronic Records Management

University of Cincinnati:  Policy and Procedure Guide. Electronic Records Management

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Records_Guide.pdf
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University of Cincinnati:  Policy and Procedure Guide. Electronic Records Management

http://www.libraries.uc.edu/libraries/arb/records_management/documents/Records_Guide.pdf



178 · Representative Documents: Electronic Records Management

University of Connecticut:  Strategic Plan for Electronic Records (2000)

http://www.lib.uconn.edu/online/research/speclib/ASC/rm/strategicplan.htm
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University of Georgia:  Electronic Mail (Email) & Electronic Records

http://www.libs.uga.edu/recman/electronic.htm



180 · Representative Documents: Electronic Records Management

Georgia Institute of Technology:  Electronic Records

http://www.library.gatech.edu/archives/records_electronic.html
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University of Kentucky:  Electronic Records

http://www.uky.edu/Libraries/libpage.php?lweb_id=300&llib_id=13&ltab_id=699



182 · Representative Documents: Electronic Records Management

Ohio State University:  eLectronic Records: An Overview

http://library.osu.edu/sites/archives/retention/erecords.php
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Ohio State University:  eLectronic Records: An Overview

http://library.osu.edu/sites/archives/retention/erecords.php



184 · Representative Documents: Electronic Records Management

Ohio State University:  eLectronic Records: An Overview

http://library.osu.edu/sites/archives/retention/erecords.php
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Ohio State University:  eMail Management: An Overview

http://library.osu.edu/sites/archives/retention/email.php



186 · Representative Documents: Electronic Records Management

Ohio State University:  eMail Management: An Overview

http://library.osu.edu/sites/archives/retention/email.php
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Ohio State University:  eMail Management: An Overview
http://library.osu.edu/sites/archives/retention/email.php



188 · Representative Documents: Electronic Records Management

Ohio State University:  eMail Management: An Overview

http://library.osu.edu/sites/archives/retention/email.php
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Ohio State University:  eMail Management: An Overview

http://library.osu.edu/sites/archives/retention/email.php



190 · Representative Documents: Electronic Records Management

Pennsylvania State University:  University Guidelines on Retention of E-Mail
http://www.libraries.psu.edu/speccolls/psua/recordsmanagement/emailret.htm


