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What is Records Management?

Records management, or RM, is the practice of maintaining 
the records of an organization from the time they are created 
up to their eventual disposal. This may include classifying, 
storing, securing, and destruction (or in some cases, archival 
preservation) of records.

Wikipedia



What Records Management Is Cont.

Anything that has to do with a
record during its lifecycle and
beyond



Legal Authority

Utah Division of Archives and Records Services

Utah Code Title 63G Chapter 2 Section 100 900 Government 
Records Access and Management Act

Utah Code Title 63A Chapter 12 Section103 Duties of 
governmental entities



Tracking Records

1. Records Management 
Software

2. Access
3. Excel 
4. Notebooks
5. Memory



Inventory Fields  

 Department

 Records Series Name

 Dates From/To

 Alpha From/To

 Location

 Retention Time

 Vital



Inventory Fields

 Date to be destroyed

 Date Destroyed

 Departmental Approval

 Electronic Records Approval

 Records Approval

 Destroyed by



archives.utah.gov



Retention Schedules



General Retention Schedule 
Items Category



General Retention Schedule 
Items Status



Search using Previous 
Retention Schedule Numbers



Search Results



Agency Specific Retention 
Schedules



Agency Specific Retention 
Schedules 



What Records Management Can Do !

 Save Money

 Save Time

 Lessen Liability



Common Misperceptions

 We are required to keep all the 
records for ever



More Common Misperceptions

 Always have three copies of
everything

 It’s better to have the records
than not to have them



Common Myths

 Personal Records

 Non Records

 Unofficial Records



What Is a Record?

 Any data in any media format 
can be a record



Question?

 Can a Napkin be a record?





Guidelines, Policies and Rules

 Electronic Mail Guidelines

 Managing Electronic Records

 Social Media Guidelines

 Electronic Records Management migration 
Guidelines

 Guide to Digital Imaging



Steps to Scanning

 Check the Retention Schedule

 Pre Sort & Preparation

 Scan

 Quality Control Check

 Accept

 Destroy Originals ( in most cases)



Electronic Records

 Email

 Voicemail

 Word, Excel, PowerPoint, etc.

 Voice & Video Recordings

 Data



Electronic Records Locations

 Hard Drives

 Tape Drives

 Thumb Drives

 Wireless Devices



Hard Copy Records

 Paper

 Photographs

 Microfilm

 Parchment and Clay Tablets





Labeling Box

 What information should go on the box?

 What information should not go on the box?



Records Storage Facility

 Cleanliness

 Shelving

 Critters

 Weather

 Security



Destruction

 Hard Copy Records

 E-Records

 Documentation



What Can the Utah State 
Archives Do for You?

 Records Retention Policies

 Appropriate Management of 
Records/E-Records

 Improved Accountability

 Lower Costs

 Store your records 

 Records Management 
Training & Certification



Recommended Reading

 Records Management Essentials for Government 
Employees



Utah Archives Records 
Management Help 

 recordsmanagement@utah.gov

 801.531.3863

mailto:recordsmanagement@utah.gov


Contact Info.

Doug Rollo

Records Management, Local Government

Georgia State Archives

doug.rollo@usg.edu

770.732.5633 - Records Center 

678.634.3718  - Archives

7815 Third Flag Pkwy. Suite 400

Austell, GA 30168
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