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Procedures
Annual Training

At the beginning of each fiscal year, the Archives will identify and train new staff in the implementation of retention and disposal schedules for respective units.  Classes will address the importance of records management, managing files, adhering to retention and disposal schedules, and utilizing the Archives for records that answer administrative and legal, as well as historical needs.

Annual Records Disposition Day

The Archives will direct an Annual Records Disposition Day to highlight the Records Management Program.  In preparation for Records Disposition Day, departments will familiarize themselves with retention and disposal schedules.  (The Archivist and Records Administrator will have duplicate schedules, in case you cannot locate your copy).  

For permanent records scheduled to be transferred to the Archives:

a) Obtain records storage boxes (12x15x10) for the transfer of permanent records to the Archives.  

b) Pack files neatly in box (do not include hanging files, unless you have no other file folders for the records).

c) Complete transmittal form.  Particularly important items of information are:
a. Department

b. Name of Contact

c. Description of contents 

d. Dates of contents  

d) Label box with the following:

i. Department

ii. Name of contact

iii. Description of contents

iv. Dates of contents

e) Transfer boxes with transmittal form to Records Management Administrator/Archivist. 

For the disposal of temporary records:

a) Separate and box expired records scheduled for destruction.

b) Complete Records destruction form and send to Archives for signature of Archivist/records management administrator.

c) Archivist/records Management Administrator will arrange to shred or recycle expired temporary records, depending on the confidentiality of those records.

Contact with Departments after Records Disposition Day 

The Archives will contact any departments not heard from on Records Disposition day to ensure compliance with the Records Management Policy. 

Forms

Record of Transmittal to Archives

Note:  Please complete all fields.

Department Name/Number:
______________________________________

Name of contact:
__________________________________________________

Date Range of records:
From ____________ to __________________

Sequence Range: 
From Box # ____________ to Box #______________

Media type (paper, film, CD, tape, etc.):

Archival or temporary (see records retention/disposal schedule) circle one

Description:

Date transferred:
_________________________________________________

Signature of Archivist/records administrator:
_________________________

Records Destruction Form

Department:
______________________________________________________

Description of records/dates 

Date scheduled for destruction:
______________________________________

Signature of administrator overseeing destruction:
 

___________________________________________________________________

Signature of Archivist:
___________________________________________

Appendix I

Electronic Mail Guidelines

Electronic Mail Guidelines

Preserving electronic mail deserves special consideration in this report.  Used throughout the University, it has become the major means of communication; yet, users do not always recognize the historical or legal significance of the message they send.  Faculty and staff must familiarize themselves with the new Records Retention and Disposal Schedule (See Appendix II) and apply the same principles to Email and other electronic records that they apply to the more familiar paper documents. 

Until the University adopts an Electronic Records Management (ERM) system to preserve records digitally, we recommend the following guidelines for the disposition of Email.   

Background:  Options for Storing Email

On-Line Storage

On-line storage means saving your messages within the email system.  While you never want to retain messages indiscriminately in your inbox, you can set up electronic files that resemble your paper filing system.  This is particularly suitable for temporary records.  Folders can be established with disposal dates for easy deletion.  

The advantage of on-line storage is that the user can continue to reference messages (e.g., you can forward them or respond to them).   The disadvantage is that the user cannot “fix” the email as an authentic record.  The disadvantage of on-line storage is that storage is limited in most institutions.  Roosevelt limits on-line email storage to two gigabytes.
Near-Line Storage

Near-line storage (personal folders) means that the user can retain the electronic format, but remove messages from the email system.  The advantages of near-line storage are that one can “fix” the document to retain its authenticity, reference the message electronically (e.g., search the document, attach it, etc.), and at the same time clear space from active email folders.  The disadvantage of storing in personal folders is that they exist on the user’s hard drive and are not backed up by the University; moreover, the records are only accessible to local user.    
Off-Line Storage

Off-line storage is a non-electronic means of keeping messages – most commonly a paper printout filed along with other records of the same type.  The advantage of this storage method is the ability to “fix” the message as an authentic record and integrate it with the existing paper filing system.  Disadvantages involve the possible loss of metadata,  the inability to search the documents electronically, the time involved in printing and filing, and the adverse environmental impact.  Until Roosevelt adopts a document management system for the preservation of archival electronic mail, however, off-line storage is the only viable option.  
General Guidelines for Expediting Email Records Management

Email is such an easy means of communication, that it is tempting to become careless with techniques that facilitate file management.  Following are a few hints to make information retrieval easier:

Clear subject lines

Clear subject lines will simplify filing.  Avoid general terms that soon become meaningless, such as “meeting,” or “brochure”.  Rather, be specific, e.g., “CAS Council meeting August 08” or “Theatre Conservatory season brochure”.

Identify Distribution Lists

When emailing a message to a distribution list, such as a committee or board, keep a copy of the members of the list.  Preserving a message is useless, if you don’t know exactly who received it.

Evaluate and transfer messages immediately

The key to effectively managing email is to get rid of non-records and transitory records as quickly as possible, so that the user ends up with only a small percentage of the email s/he has received.  Evaluate and delete or transfer messages from the inbox to on-line, near-line, or off-line storage as you receive them.  It is easier to deal with one message at a time than trying to evaluate one or two months’ worth of emails.  

Specific Guidelines for Email Management

We can divide email messages into four general categories:  a) for immediate disposal; b) transitory retention; c) intermediate retention, and; d) archival, or permanent retention.

Immediate disposal

Email messages in this category include:


Spam and other unwanted messages that slip through the firewall;


Personal messages (e.g., “let’s do lunch”)

Delete these as they come in.

Messages of transitory value

Transitory messages do not set policy, establish guidelines or procedures, certify a transaction or become a receipt.  They include such topics as notifications of meetings, telephone messages, and drafts superseded by later versions of a document.  These messages can be kept in a “transitory” on-line folder and deleted as soon as they have outlasted their administrative value.

Messages of Intermediate Retention

This category includes messages that reflect records already outlined in the University’s Records Retention and Disposal Schedules.  They might include such messages as general correspondence, weekly or monthly reports, invoices, expense reports, etc.  They should be retained for the same period as specified for paper records.  They can be electronically filed in the email system according to subject or disposal date, or both.  

Messages of Archival Value

These messages include such topics as final project reports, committee minutes, significant correspondence of the president, provost, or deans.  This correspondence should be other than routine and reflect policy decisions, background information for those decisions, reports, etc.  Until the University adopts a system to preserve authentic  archival  electronic messages in digital form, archival messages should be downloaded, printed out, stored with paper files, and sent to the Archives according to the records retention and disposal schedule.
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