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SCHEDULING A CLOSER LOOK:

A BRIEF INTRODUCTION TO 
THE WORK OF RECORDS 
MANAGEMENT



SAA’s definition: “The systematic and administrative control of 
records throughout their life cycle to ensure efficiency and economy 
in their creation, use, handling, control, maintenance, and 
disposition.” (archivists.org/glossary/terms/r/records-management)

 ISO 15489-1:2016: “field of management responsible for the efficient 
and systematic control of the creation, receipt, maintenance, use and 
disposition (3.8) of records, including processes for capturing and 
maintaining evidence (3.10) of and information about business 
activities and transactions (3.18) in the form of records” 
(iso.org/obp/ui/#iso:std:iso:15489:-1:ed-2:v1:en)

WHAT IS RECORDS MANAGEMENT?

https://www.iso.org/obp/ui/#iso:std:iso:15489:-1:ed-2:v1:en:term:3.8
https://www.iso.org/obp/ui/#iso:std:iso:15489:-1:ed-2:v1:en:term:3.10
https://www.iso.org/obp/ui/#iso:std:iso:15489:-1:ed-2:v1:en:term:3.18


WHY DOES IT MATTER TO ARCHIVISTS?

Image via The University of Adelaide https://www.adelaide.edu.au/records/handbook/lifecycle/



WHY DOES IT MATTER TO ARCHIVISTS?

Image via Sue McKemmish, Monash University 
http://www.infotech.monash.edu.au/research/groups/rcrg/publications/recordscontinuum-smckp2.html



Places where Records Management Section members work:

RM IS INSTITUTIONAL, BUT NOT ALWAYS 
“CORPORATE”

Allstate Insurance Company
American Civi l  Libert ies Union
Archdiocese of New Orleans
Arkansas Electric Cooperative
AstraZeneca
Balt imore Museum of Art
Buffalo Bi l l  Center of the West
Buffalo Exchange
Caterpi l lar Inc. 
Chicago Transit Authority
Church of Jesus Christ of 
Latter-day Saints
City of Newark
Colonial Wil l iamsburg 
Foundation

Corning Incorporated
Department of Justice
Fideli ty Investments
Getty Research Insti tute
Harper Col l ins Publ ishers
Howard University
International Atomic Energy 
Agency
Jimmy Carter Presidential 
Library
Kaua' i  Historical Society
Kimberly-Clark Corp
Mashpee Wampanoag Tribal 
Archives
Mil lerCoors Company

National Archives at Col lege 
Park
Oregon Shakespeare Festival
Pacif ic Gas & Electric
Pi Kappa Alpha Fraternity
Refinery 29
Robert Wood Johnson 
Foundation
Rotary International
South Dakota State Archives
The Museum of Modern Art
United Mine Workers of America
University of Montana
US Navy
Yel lowstone National Park



RETENTION SCHEDULING



EFFICIENCY AND HISTORY…



 Case study: Police body-
worn video (BWV) records

 Challenge: Many states 
have not passed adequate 
laws re: public record status 
and/or retention of BWV

 Under-retention risks: No 
large corpus of records to 
analyze for trends

 Over-retention risks: 
Potential invasion of privacy

I m ag e  f rom b r e n n an ce n te r . o rg /bo d y -cam-c i t y -ma p

…BUT ALSO GREAT POWER



Case study: Complaint records 
related to fracking in Pennsylvania

Challenge: Many regulations – and 
associated recordkeeping- lag 
behind fracking technology

Under-retention risks: No large 
corpus of records to analyze for 
trends

Over-retention risks: Storage costs 
for under-funded agencies

I m ag e  v i a  Pu b l i c  He r a ld

…BUT ALSO GREAT POWER



[AND YES THAT CAN BE CONTRADICTORY]

 “The Digital Fireplace” – what about 
record creators who sanitize their records, 
or don’t comply with RM mandates?

(https://saarmrt.wordpress.com/2013/12/05/
archivesrm-ethics-co-opting-and-digital-
fireplaces/) 
RM and archivists’ interests can diverge 

as much as they intersect – especially 
depending on the institutional setting

I m ag e  f rom T h e  Ne w Yo r k  Pu b l i c  L i b r a r y ,  
h t t p : / / d i g i t a l c o l l e c t i o ns .nyp l . o rg / i t ems /5 10 d4 7d b-7 2d f -a 3d 9-e0 4 0-e0 0a 1 80 64 a9 9

https://saarmrt.wordpress.com/2013/12/05/archivesrm-ethics-co-opting-and-digital-fireplaces/


SAA Records Management Section: 
https://www2.archivists.org/groups/records-management-section

ARMA: http://arma.org/ (check if you have a local ARMA chapter –
many offer great programming)

Records Management listserv: https://lists.ufl.edu/cgi-
bin/wa?A0=RECMGMT-L&X=367DA60384B465E7AE

AIIM (Association for Information and Image Management): 
http://www.aiim.org/

Academic journals: 
 Records Management Journal
 International Journal of Information Management

THINK YOU MIGHT BE INTERESTED?

https://www2.archivists.org/groups/records-management-section
http://arma.org/
https://lists.ufl.edu/cgi-bin/wa?A0=RECMGMT-L&X=367DA60384B465E7AE
http://www.aiim.org/


Records/Information Professional certificates and certification: 
http://www.slideshare.net/JMerrifield/career-path-for-next-generation-
records-manager

Overview of various approaches to appraisal: 
http://www.slideshare.net/sapullen/appraisal

Smart blogs on records management issues:
 SAA RMRT’s The Schedule: https://saarmrt.wordpress.com/
 NextGenRM: https://nextgenrm.com/
 ThinkingRecords: https://thinkingrecords.co.uk/
 The Signal: http://blogs.loc.gov/thesignal/ (The Signal is more explicitly about 

digital preservation, but occasionally it spotlights RM issues, like this: 
https://blogs.loc.gov/digitalpreservation/2016/04/a-beginners-guide-to-record-
retention/)

WHERE TO LEARN MORE

http://www.slideshare.net/JMerrifield/career-path-for-next-generation-records-manager
http://www.slideshare.net/sapullen/appraisal
https://saarmrt.wordpress.com/
https://nextgenrm.com/
https://thinkingrecords.co.uk/
http://blogs.loc.gov/thesignal/
https://blogs.loc.gov/digitalpreservation/2016/04/a-beginners-guide-to-record-retention/
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