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Starting a Records Management Program

What are the benefits of having a well-planned, consistently followed records management program?

· Easy to locate information when it’s needed

· Records that should be destroyed, are destroyed

· Record destruction is systematic and accurate

· Less need for storage of all types

· Records that should be retained, are retained

· Identify and protect essential records

· Improve storage and retrieval systems

What are the dangers of having no program?

· Presumption that records are correct and complete

· Waste of resources to store records

· Waste of staff time to search records

· Possible liability

· Inability to locate information when needed

· Destruction of permanent or archival records

To gain control of your agency’s records, you need to find out what records exist and how to manage them.

· Determine what is and is not a record

· Establish an office Inventory for records

· Create/Manage Agency Schedules

· Create a File Plan

Things to Keep in Mind

· Not all business materials are records

· Part of a records management program is deciding what is and what is not a record

· Focus on material’s content, not the format

· Most “non-record materials” do not document government business or are duplicates of evidence documented elsewhere and can be destroyed

· Records must be managed throughout their life cycle, according to their retention schedules

Examples of Records

· Board and Commission Minutes of Meetings

· Contracts

· Commissioner’s Correspondence

· Project files

· Client Case Files

· Personnel files

Examples of Non-record Materials

· Duplicate copies of documents maintained in the same file

· Informational copies on which no administrative action is recorded or taken

· Documents received that provide information but are not connected to the transaction of agency business

· Extra copies of printed or processed materials for which complete record sets exist

Public Records

· Records received or created (incoming or outgoing) in the course of government business can be an official public record. 

· Depending on the topic, it may or may not be a confidential record under the Freedom of Access Act (FOAA). 

· No official public records may be destroyed unless authorized. Clear authorization and a practical management system are essential to insure the proper disposition of official records.

Creating a Records Inventory
An Inventory is a high level survey of all types of information created, received and stored by your agency.  It will list the name of each Record Series, give a description and location of the records. To start the inventory, focus on different types or “families” of records – these are called Record Series. Series are kept together because they relate to the same topic, document the same type of transaction or are created by the same business process (i.e. contracts, case files).  It includes all formats – paper, electronic, etc.  A Record Series is a group of identical or related records which is normally filed as a unit.
Some characteristics of a record series:

· Produced by the same activity

· Document a certain kind of transaction

· Relate to a particular subject

· Arranged under a single filing system

· Retained for the same period of time
Helpful Hint

Records inventories and schedules deal with records in series rather than as separate folders or documents.  Do not combine separate series when inventorying or developing schedules, as it can cause problems later on.

A Records Inventory can tell you:

· Records Series (common collections)

· Format (paper, digital, etc.)

· Location

· Date range

· Volume of material

Purpose of the Inventory:
· Streamline the Records Management Program

· Plan for better access and security

· Identify needed improvements

· To help create file plans

· Identify essential records

· Help you to become familiar with schedules or create schedules
Steps in the Records Inventory Process 

· Define the inventory's goals: starting a program, updating schedules, moving office, moving records to digital format

· Define the scope of the inventory: it should include all records and other materials 

· Obtain top management's support: keep management and staff informed at all stages

· Decide on the information to be collected: (the elements of the inventory). Materials should be located, described, and evaluated in terms of use. 

· Prepare an inventory form (or use an existing one – RM 59)

· Decide who will conduct the inventory (and train them properly)

· Learn where the agency's files are located (both physically and organizationally) 

· Conduct the inventory 

· Verify and analyze the results 

What Should be Included
· Date prepared 

· Office maintaining the files

· Person conducting the inventory

· Series location

· Series title

· Inclusive dates

· Series description

· Record Format (medium)

· Arrangement (filing system)

· Volume (in cubic feet)

· Annual accumulation

· Reference activity (how often are records referenced)
· Vital records status (would these be needed in an emergency)

· Duplication (indicate copies in other formats)

· Finding aids

· Restrictions on access and use (confidentiality)

· Condition of permanent records (physical condition of records)

· Schedule (list schedule/series) or unscheduled 
Records Schedules
A Records Schedule will tell you how long to keep specific types of records and what should happen to those records.  A Records Schedule is a plan that plan helps identify, manage and retain records for the right amount of time.  Schedules provide the guidance necessary to prevent unneeded records from cluttering agency offices and to preserve mid to long-term records until they have served their purpose.

 

A Records Schedule will:

· Establish how long to keep records to support agencies work

· Protect legal rights and interests 

· Document history

· Make sure everyone in the agency is retaining records for the same amount of time

Two types of Record Schedules:  General Schedules, Agency Specific Schedules

· General Schedules – those that would apply to most or all state agencies.
· Agency Specific Schedules – those created because of unique programs or activities within your agency.
· All records, regardless of format need to be managed under appropriate records schedule – general or agency specific.

Prior to submitting an Application for Records Retention Schedule, you should check to see if a General Schedule exists for the records and know what schedules currently exist for your agency.  
General Record Schedules are issued by the Maine State Archives to provide retention and disposition standards for records common to several or all State agencies. Each includes:

· Record series numbers

· Record series descriptions

· Which agency holds the record copy, and the record copy’s required retention period and disposition

· The retention period for agency copies of the same record

The General Schedules

· Schedule 1, Vendor Series 

· Schedule 2, Accounting Series 

· Schedule 3, Payrolls and Authorizations 

· Schedule 4, Income Series 

· Schedule 5, Budget Series 

· Schedule 6, Financial Order Series 

· Schedule 7, Attorney General Opinions Series 

· Schedule 8, Inventory Series 

· Schedule 9, Records Management Series 

· Schedule 10, Personnel Series 
· Schedule 11, MFASIS Reports (comprised of Human Resources – Personnel, Payroll, Position Control, Benefits Administration) 

· Schedule 12, Minutes of Meetings 

· Schedule 13, State Agency Correspondence 

· Schedule 14, Rules Adopted by State Agencies 

· Schedule 15, Quality Management Records 

· Schedule 16, State Employee Charitable Programs 
· Schedule 17, Freedom of Access Act 
Agency Schedules

Review your current agency schedules.  Do they need to be revised?  Are there any obsolete schedules?  Any that need retention updates?  Any that need description revisions?  Any agency/unit names that need to be revised?

Basic elements of a Schedule:

· Title

· Description

· Retention Time/Disposition

Creating New/Amending Existing Schedules

· Complete an Application for Records Retention Schedule (MSA/RM 22)

· The application can be found on the Maine State Archives website.

· The application provides general information about the series to be scheduled  (agency information, series title, series media and proposed retention period)

· Complete a Record Series Inventory (MSA/RM 59) for each series listed on the Application for Records Retention Schedule

· The inventory form can be found on the Maine State Archives website.

· The inventory provides detailed information about the series to be scheduled  (series description, size of series, justification for proposed retention period) 
Determining Retention Periods

Some questions concerning how long to retain your records are:

· Administrative use:  What is the value of the records in carrying out the function of the organization?  How long are they needed for immediate retrieval?

· Legal requirements: Is a certain period specified for compliance with statutes, rules of agencies or protection of legal rights and interests of the state?  Are Federal retention periods involved?

· Fiscal requirements: How much time must be allowed for the completion of fiscal activities such as audit or budget?

· Historical or research purposes:  Do these records document historical events or the history and development of the organization?

Record Disposition (This also applies to email records.)

Non-archival (non-permanent) retention is based completely on the record’s time-value to the business functions of the agency, including audit or other statutory requirements, and reasonable access by interested parties. 

Archival (Permanent) retention is based on the record’s value after it no longer serves the agency’s business. (Do these records have historical value?  500 years from now, is someone going to want to look at these records?  Keep in mind the purpose of archival records in regards to confidential material.  Also be aware of the statute which makes records held by the Maine State Archives available for public inspection after 50 years.

In order to dispose of records at the appropriate time, it is necessary to evaluate them in relation to their period of usefulness to the department. 

Total Retention Time = Time kept in your agency + Time kept in Records Center

Creating an Office File Plan

A file plan is a tool for you and others in your office to manage records.  It is a roadmap to records, listing different types of records maintained by the office, where and how those records are stored and how long they are to be kept.  A File Plan is like a smaller, specific version of agency records schedules that includes information on how and where the records are kept.  A comprehensive office file plan provides a “location” for every record in an electronic or paper filing system. Understanding the file plan helps users know where to file their records and helps others know where to find the records they need to complete their tasks. File Plans only list those records held in a particular office.

Why Keep a File Plan

A file plan can help your agency:  

· know what kinds of records your office has 

· know where to go for information needed

· help with legal counsel

· simplify records retrieval and retention 

· know what to keep and how long

· help the transfer to electronic media

File Plan Steps

1. Identify the types (series) of records in your office – what they are and where they’re stored; note any central storage areas for paper records and shared drives for electronic records. (Note:  If you have already done an Inventory, the File Plan will be fairly simple to create and follow much of the same information.)
2. Match those records to your agency records schedules.

3. Build your file plan listing records in your office along with filing and retention instructions and information on where and how to file and find records.

4. Have the plan reviewed and approved with everyone in your office so everyone understands and can use it – make sure the plan is accurate and complete; make the plan accessible for your office and review it annually.

File Plan Set-Up

Give the Who, What, Where and When of the Records

· Location – where paper or electronic files are physically maintained

· Custodian – person responsible for filing the records 

· Content – description of the documents that should be filed in order to ensure a complete, accurate record of the activity

· Arrangement – how documents are organized within the folders 

· Labels – instructions on how to identify folders 

· Disposition – information from the records schedule
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