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NARRATIVE 

 We must think of archives as active, not passive, as sites of power, not as recorders of power. 

Archives do not simply record the work of culture they do the work of culture. (Steven Lubar, 

Smithsonian National Museum of American History) 

 Institutional archives and records management programs within higher educational 

institutions offer a litany of services including vital records identification and management, 

stewardship of permanent records, capture and storage of electronic/digital records, email 

management, data management and security, disposition and destruction of records, facilities 

management including storage annexes and inactive records centers, FERPA, HIPAA, FOIA, and 

Public Records Act compliance, litigation hold partnership, policy development and management, 

retention schedule development and oversight, training and educational workshops, and disaster 

planning. 

  These services and the expectations built therein are often subject to a “struggle to fit” 

within a myriad of administrative offices in their effort to undertake compliance, retention, 

disposition, permanence, and disposal of business records. Among the challenges of institutional 

placement are issues such as failure to thrive, inability to enforce compliance, risk aversion, slow 

responsiveness to crisis/breach situations, failure to create a cohesive environment and culture, 

and communication collapse. 

 Administrators need to create opportunities for both records management programs and 

archival repositories to succeed utilizing sustainable improvement performance metrics, such as 

the seven element operational excellence management system which includes Leadership, 

Employee accountability, Management of change, Risk Identification and Control, and 

Knowledge sharing in an environment of continuous improvement. 

 During the period of July-December 2016, a hybrid methodological research study was 

undertaken by the author. Phase 1 of the study involved conducting an online quantitative survey. 

Complete survey results follow this narrative. 

Phase 2 involved visits to all fifteen Big Ten Academic Alliance universities and conducting 

a qualitative narrative for each of the institutions based on on-site interviews which addressed the 

needs, issues, successes and failures for all model operational structures. Each campus was asked 

to identify a cohort of interviewees including but not limited to representatives from the following 

offices: 

 Records Management 

 Archival Operations 

 Special Collections Departments 

 University Libraries Administration 

 Office of General Counsel 

 Privacy Operations 

 Risk Management/Internal Audit 

 Public Records Offices 
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 Information Technology Operations 

 Business Services Operations including Inactive Records Centers 

  

The interviews were held jointly with University Archives staff at each institution to allow for both 

internal communication and research data collection. Interestingly, these interviews often meant 

that internal participants were meeting potential partners for the first time. 

Travels to all Big Ten Universities (14 plus University of Chicago) was structured on the 

opportunity to review both records management and archival models as they exist in these higher 

education institutions. The interviews were designed to elicit successes, challenges, and potential 

opportunities. Lessons learned and recommendations are identified below. Funding was provided 

by the Nancy Eaton Research Grant and supplemental funding from Penn State University 

Libraries. 

The visits also afforded the opportunity to review legislation, structures, employment paradigms, 

partnerships, and actual processes for public records, archival records, and, in some cases, special 

collections at these higher education institutions. Detailed bibliography attached. 

Recommendations and Lessons Learned are included in this narrative section and are 

being expanded as a series of research articles. A complete list of visits appears within Appendix 

A.  

 

SURVEY 

A detailed survey (sixty-five questions) was developed utilizing Qualtrics software and 

distributed over a variety of archival and records management listservs and through professional 

organization communication channels.  The results detailed herein are collected from a total of 

123 respondents. Respondents who agreed to identify themselves represent 25 states and the 

District of Columbia with 46 individual entities listed. 

Each question has its own internal number of respondents based on individual respondent 

participation. The survey respondents represent a broad selection of all fifteen institutions within 

the Big Ten Academic Alliance (BTAA), other higher education academic repositories, and 

numerous state government operations. The survey results identify specific interest areas, 

stakeholder groups, and compliance requirements. 

Listservs utilized in the survey distribution included the BTAA Archivists Group, the Society of 

American Archivists general listserv as well as its College and University Archives and Records 

Management section listservs. Individual recipients were given permission to distribute as widely in 

other communities as they felt was appropriate for the topic. 
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TIMETABLE  

June 2016: Survey creation, assessment and protocols were undertaken prior to the survey 

distribution. 

July-September 2016: Survey distribution was dependent entirely on online listservs and shared 

communication channels for archivists, records managers and higher education professionals. 

This method of distribution resulted in a wider variety of respondent types than originally 

anticipated, specifically government agencies dedicated to records services. Visits to Big Ten 

Academic Alliance institutions took place between July-October 2016. 

October 2016 – May 2017: The results have been quantified as a whole and as individual 

respondent group types are identified where necessary. 

 

METHODOLOGY TOOL  

To establish a baseline for research methodology, the Records continuum model – A model of 

archival science that emphasizes overlapping characteristics of recordkeeping, evidence, transaction, 

and the identity of the creator -  was chosen as the operational tool for this study. The continuum 

model de-emphasizes the time-bound stages of the life cycle model and offers an alternative that 

focuses on functions and partnerships. Created by Australian archivists/faculty at Monash 

University, the continuum allows for the integration of record-keeping and archival processes.  A 

continuum-based approach suggests integrated time-space dimensions and requires 

records/archival partnerships toward identification of record permanence models. 
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RECOMMENDATIONS and LESSONS LEARNED 

 Institutional records/information MUST be treated as institutional assets with appropriate 

resources assigned from central administrative funding. As an asset with equal recognition 

of importance and value as facilities, human resources, and IT infrastructure, institutional 

records MUST be managed and preserved actively and effectively. Forestalling resources 

until historical anniversaries or when a record-based crisis/breach occurs represents poor 

institutional asset management and leadership. 

 

 University Archives, as a research and compliance component of institutional records, 

MUST have access to (early in the creation process) and stewardship over all formats of 

University permanent records across creator offices. This is particularly important to 

acknowledge especially through the realms of born digital records and ubiquitous e-mail 

production. 

 

 While Records Management Offices and University Archives MUST partner toward 

identification, management, preservation, and access for institutional records, they do not 

necessarily benefit from being administered jointly through one institutional unit.  Their 

partnership MUST be facilitated and encouraged as a mandated collaboration regardless 

of institutional administrative placement. 

 

 Institutional placement/administration of Records Management programs SHOULD be 

coordinated and partnered with other institutional compliance efforts such as Risk 

Management, Privacy, Internal Audit, and IT Security. This may require moving RM 

programs out of academic units such as Libraries to strengthen the compliance oversight 

needs within an RM program. 
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Q1 - The institution for which I am reporting is a: 

 

 

Answer % Count 

College 3.70% 3 

University 61.73% 50 

State Government Agency 34.57% 28 

Total 100% 81 
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Q2 - Is your institution: 

 

 

Answer % Count 

Public 80.72% 67 

Private 15.66% 13 

Other, please explain: 3.61% 3 

Total 100% 83 

 

 

Other, please explain: 

Other, please explain: 

Non Profit 

State-related 
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Q3 - Name your Institution (optional): 
 
Name your Institution (optional): List appears in alphabetical order by state 
 
Arizona Department of Education, AZ 
Arizona State Library, Archives and Public Records, AZ 
City of Goodyear, AZ 
City of Sedona, AZ 
City of Maricopa, AZ 
Ombudsman-Citizens’ Aide Office, AZ 
Timber Mesa Fire and Medical District, AZ 
Town of Chino Valley, AZ 
Town of Florence, AZ 
 
University of California-System-wide Headquarters, CA 
 
Southern Connecticut State University, CT 
 
University of the District of Columbia, DC 
 
Emory University, GA 
Kennesaw University, GA 
 
Northwestern University, IL 
Southern Illinois University-Carbondale, IL  
 
Purdue University, IN 
 
Eastern Kentucky University, KY 
University of Louisville, KY 
 
Louisiana State University, LA 
 
Boston Architectural College, MA 
Brandeis University, MA 
University of Massachusetts-Dartmouth, MA 
 
Ferris State University, MI 
Michigan State University, MI 
University of Michigan, MI 
 
University of Minnesota, MN 
 
Missouri Office of the Secretary of State, MO 
 
University of Montana, MT 
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Dartmouth University, NH 
 
Rutgers University, NJ 
 
University of North Carolina–Chapel Hill, NC 
University of North Carolina-Charlotte, NC 
 
Case Western Reserve University, OH 
Ohio State University, OH 
University of Cincinnati, OH 
 
Oregon State University, OR 
 
Penn State University, PA 
University of Pittsburgh, PA 
 
Clemson University, SC 
 
Texas A&M University, TX 
 
University of Virginia, VA 
 
University of Washington, WA 
 
University of West Virginia, WV 
 
University of Wisconsin-Madison, WI 
University of Wisconsin-Milwaukee, WI 
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Q4 - What is the size of your Institution, student enrollment? 

 

 

Answer % Count 

Less than 5,000 students 19.70% 13 

Between 5,001 and 15,000 students 18.18% 12 

Between 15,001 and 25,000 students 13.64% 9 

Between 25,001 and 50,001 students 31.82% 21 

More than 50,001 students 16.67% 11 

Total 100% 66 
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Q5. What is the size of your institution?    FTE    

    

Between 1-50  24   

Between 51-100 10   

Between 101-500 13   

Between 501-1000 17   

Between 1001-5000 36   

More than 5001 23   
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Q6 - Records Management Services are mandated (check all that apply): 

 

Answer % Count 

State legislation mandates 72.22% 52 

Federal legal requirements 36.11% 26 

Institutional statute 26.39% 19 

Local Administrative practice 36.11% 26 

All of the above 19.44% 14 

Other: Please describe 8.33% 6 

Total 100% 72 

 

Other: Please describe 

Governing Board Policies 

District of Columbia legal requirements 

Combination of governmental and institutional mandates 

Spotty local administrative practice (unit-dependent); state legislation mandates for only some types of records (e.g. 
financial) 

University Policy 
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Q7 - Does your institution have a formal records management policy? 

 

 

Answer % Count 

Yes 76.25% 61 

No 23.75% 19 

Total 100% 80 
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Q8 - Please describe the Records Management Policy Approval Process 

We are in the process of approving our new Records Management policy. Our older (2010) Records 
Management policy is located on our intranet.  Approval process:  1) Give a draft policy to the executive team 
for review and edits. 2) Send Human Resources (HR) the new policy to review, edit and get approved by the 
Superintendent of Public Instruction and Deputy Superintendent. 3) HR sends out an email agency-wide to 
inform staff that a new policy has been adopted and posted on the intranet.  All adopted policies are historic 
documents for the agency so that have a permanent retention rate. 
 

It is mirrored to the State of Arizona Records Management Schedule, Division of Secretary of State. 
 

The mandate of University Archives & Historical Collections (UAHC) was founded on a resolution of the 
Michigan State University Board of Trustees, as recorded in the minutes of November 21, 1969. This 
resolution claims all records reflecting the official activities of university officers and offices are the property 
of Michigan State University and that such property could not be destroyed without the approval of the 
Director of Archives. Policy is enacted through general and specialized records retention schedules that are 
developed by UAHC staff and approved through review and comment by university stakeholders and finalized 
through approval by UAHC Director, Vice President of Business/Academic Unit and/or Dean of College. 
 

These are "Guidelines" that were reviewed by our Legal Services Department and approved by the City 
Manager several years ago.  It was not approved by Council. 
 

Of the State of Arizona or the internal management policy of our city-level agency? Municipalities develop 
individual, custom policies based on state records management statutes. The state, however, has been 
encouraging movement toward fewer local agency deviations from general state policies and schedules We 
do comply, by virtue of adherence to state laws and guidelines. We are a local municipality governed by state 
and local laws. We comply with our state records laws and policies of the State Archives. We do not maintain 
formal policies independent of our state program, except to the extent necessary to ensure compliance of our 
various departments, with the state program. 
 

Clerk's Office to Legal Department approved by Town Manager distributed town-wide. 
 

The policy is waiting on final approval - which should happen by Fall 2016.  I wrote the policy, then had the 
Law Department review and comment prior to submission.  New policies are reviewed by committee for 
specific comments, presented to various advisory committees, and reviewed by the President's Cabinet. 
 

Approval for changes are managed by the Government Records Branch of the Department of Cultural 
Services. 
 

There isn't one. Even though we have a records retention schedule, it's up to the records custodians to make 
sure the schedule is followed. The custodians are often College Deans or Department Chairs and I don't think 
a lot of them are aware of the records retention. 
 

 
 

Archives maintains the records retention schedules for campus in conjunction with other public universities in 
the state. 
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http://policy.ucop.edu//policy-resources/faq.html 6. How are new policies developed?   The policy 
development process was designed to ensure that each policy is easy to understand, is reviewed by the 
appropriate committees and stakeholders and that the policy is compliant with all federal, state, and local 
laws. At the start of the policy development process, the Policy Owner must submit a Policy Action to the 
University-wide Policy Office. The policy action asks key questions of the policy owner to make sure that the 
Policy being developed is reviewed by the appropriate bodies such as the senate, the students or staff, as 
needed. The Policy Action, once completed, is reviewed by the Policy Office, the Office of the General 
Counsel, the Ethics, Compliance and Audit department and the Policy Advisory Committee (PAC). Once the 
plan has been reviewed and approved, the policy owner will begin to draft the policy. After the draft policy is 
ready, the Policy Owner submits the policy to the PAC for review, to make sure that the draft policy is 
consistent with regulations, that the Policy Owner has consulted with the correct parties and that it is 
submitted to the correct review bodies.   Once the Policy is finalized and vetted, the Policy Owner will submit 
the policy to the PAC for final approval. If the PAC approves, the policy is submitted to the Policy Steering 
Committee, which is the decision making body of the Office of the President. If approved by the Policy 
Steering Committee, the policy is presented to the President for Issuance. All issued policies are hosted on the 
Policy Library. 
 

Records Management provides consultations with University departments/units on campus for the systematic 
management of records from their creation to final disposition, insuring that department practices are in 
conformity with University policies and with the State of Illinois Records Act.  Any changes or recommended 
changes must be approved by the Illinois State Archives. 
 

Records Management meets with areas to determine retention requirements, reviews against Ohio's 
guidelines, and writes schedules. Areas approve and University Archivist ultimately signs off on schedule. 
 

Distributed model in which University records manager provides guidance and recommendations on records 
retention and organization, manages and oversees third-party off-site records storage and destruction 
contract, and works to create strategic action items to advance program. On day to day basis, departments 
are responsible for their records actions. 
 

We are a very small organization and our policy is drawn up by the Records Management Department. The 
Department has a mandate from the Administration. 
 

Policy goes through approval to the Chief Information Officer, then to the University Policy Review 
Committee. 
 

Policy is approved by the Chancellor with input from the University Archivist and Legal Affairs. 
 

Changes to the Standard Practice Guide must be proposed by a sponsor (who is the policy owner) and 
accepted by the University's executive officers. 

 

The Director of Business Managers has been designated as the responsible party for the facilitation and 
review of the University's record retention and disposal policies and requirements with the Records Retention 
Coordinators. Depending on the category of record, assignment of responsibility and authority for retention 
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and disposal of university records varies as stipulated in the Records Policy: Assignment of Authority and 
Responsibility for the Retention and Disposal of University Records (V.B.3) 
 

The University Records Officer works with units to create records schedules.  Those are signed off by various 
people on campus and then go the state Public Records Board for final approval.  Some records schedules 
only apply to specific units on the University of Wisconsin-Madison campus and some are campus wide.  
There are also University of Wisconsin System records schedules that apply to all campuses, and some state 
wide records schedules. 
 

The policy goes through the Policy Comprehensive Review process every three years. 
 

Records Management Policy, is designed to enforce the records retention schedule approved by the state of 
Georgia for our authority. The Records Management Officer (RMO), designated by the Executive Director and 
registered with the state records office, is responsible for reviewing, updating and enforcing the records 
management policy of our institution. If upon review, policy change is required, the RMO drafts said changes, 
reviews them with the supervising authority and sends the changes to the executive director's office for 
dissemination within the authority. If the retention schedule requires update, the draft is then sent to the 
state records office for internal review, before being sent to the State Records Committee (SRC) for approval. 
 

Approved by the Audit Committee of the Board of Trustees, 2012 
 

Records Management Advisory Committee - goes to the committee and they approve it or not 
 

Major policies are presented by the Dean of Libraries for ratification by the Board of Trustees. 
 

The policy was approved by senior university administration but did not go to the Board of Trustees. 
 

Originally created by a larger Records Management committee. Approved by appropriate Vice Presidents. 
Updated as needed. 
 

Various state and local policies are available at http://www.sos.mo.gov/records 
 

The policy was approved by the Technology Infrastructure and Policy Committee, a sub-committee of the 
Information Technology Steering Committee (ITSC), before moving on to ITSC for approval. 
 

Proposed records management retention policies are generated at the department level, reviewed by the 
campus records manager, and sent to the State Archives for final approval.  Questions that arise during the 
creation of a proposed policy are handled by the Office of General Counsel or the University Archives 
depending on the nature of the question. 
 

Approved by Vice President for Administration and Finance and then routed through the Board of Trustees. 
 

From the office through President's Cabinet and finally approval by University Council and Board of Visitors. 
 

Currently, policy change requests are channeled to the University Archivist/Records Management Officer 
(UA/RMO), who reviews/researches the request.  The UA/RMO presents the request(s) to the Records 

http://www.sos.mo.gov/records
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Management Advisory Committee (RMAC) for further discussion.  If/when necessary, RMAC will designate a 
smaller group to further research and create a policy draft which will then be shared and discussed with the 
larger group.  Once consensus is reached by RMAC, the UA/RMO will share and discuss proposed changes 
with additional stakeholders, such as the Provost, Faculty Senate and the Academic Leadership Council; edits 
will be made as necessary. Once the vetting process is complete, the UA/RMO will present the final draft to 
the President’s Council for approval.  Upon approval, the policy will be finalized, published on the General 
University Reference Utility (GURU) website, and announced to the University community. 
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Q9 - Does your institution have a formal standards and procedures process 

as part of the implementation of the Records Management Policy? 

 

 

Answer % Count 

Yes 51.85% 28 

No 48.15% 26 

Total 100% 54 
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Q10 - Does your institution regularly review your policies and schedules to 

ensure that they reflect current business needs? 

 

 

Answer % Count 

Yes 60.00% 33 

No 40.00% 22 

Total 100% 55 
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Q11 - Does your institution have a Records Management Program that has 

the responsibility for implementing and monitoring the Records 

Management policy, standards, and procedures? 

 

 

Answer % Count 

Yes 25.00% 14 

Yes, but is more consultative in nature and not robust enough to manage 100% compliance 50.00% 28 

No 14.29% 8 

No, but we are in the planning process 7.14% 4 

No, but we are in the process of establishing a program 3.57% 2 

Total 100% 56 
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Q12 - At my institution, Records Management is administratively 

supervised by (linked to): 

 

 

Answer % Count 

Archives 39.62% 21 

Business Operations/Financial Administration 9.43% 5 
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Chief Academic Officer 1.89% 1 

Freedom of Information Response Office 0.00% 0 

Information Security 3.77% 2 

Internal Audit 1.89% 1 

Library Dean/Director 1.89% 1 

Office of Legal Counsel 1.89% 1 

Privacy Office 0.00% 0 

Public Records Response Office 0.00% 0 

Risk Management 0.00% 0 

Secretary of State 3.77% 2 

Special Collections Library 7.55% 4 

Other - Please identify name of office 28.30% 15 

Total 100% 53 

 

 
Other – Please identify name of office 

Chief of Regulatory Compliance/Records Officer 

Chief Information Office 

Town Clerk’s Office 

City Clerk's Office 

Chancellor's Office 

Information Technology Services 

Library and Operations 

President's Office 

Blend of Business Operations & Public Records Office 

Office of Legal Counsel and Archives are currently figuring out how this will be managed 

Authority Museum Administration 

University Archivist and Head, Records Management Services 

 



26 
 

Q13 - Are Records Management and Archives part of a continuum at the 

institution? 

 

 

Answer % Count 

Yes 71.15% 37 

No, they are two separate entities 28.85% 15 

Total 100% 52 
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Q14 - The Archives administratively reports to: 

 

 

Answer % Count 

Business Operations/Financial Administration 0.00% 0 

Chief Academic Officer 5.56% 3 

Freedom of Information Response Office 0.00% 0 
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Information Security 0.00% 0 

Internal Audit 0.00% 0 

Library Dean/Director 44.44% 24 

Office of Legal Counsel 0.00% 0 

Privacy Office 0.00% 0 

Public Records Response Office 0.00% 0 

Registrar/Admissions 1.85% 1 

Regulatory/Compliance Office 1.85% 1 

Risk Management 0.00% 0 

Secretary of State 11.11% 6 

Special Collections Library 24.07% 13 

Other - Please identify name of office 11.11% 6 

Total 100% 54 

 

 

Other - Please identify name of office: 

Associate University Librarian for Collections and Research Services 

Town Clerk’s Office 

City Clerk’s Office 

I would consider the Archives to be our State Archives. If you are considering only the holdings of our local 
municipal agency, then yes they are one continuum. Our permanently held records are managed under a 
single program. 
 

Information Technology 
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Q15 - How many employees serve Records Management functions? 

 

 

Answer % Count 

Less than 1 23.64% 13 

1-5 58.18% 32 

6-10 5.45% 3 

11-15 1.82% 1 

16-20 1.82% 1 

More than 20 9.09% 5 

Total 100% 55 
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Q16 - Does your institution have a dedicated person with the specific title 

and job description of Records Management Officer (or its equivalent)? 

 

 

Answer % Count 

Yes 56.14% 32 

No 17.54% 10 

No, but function is carried by another title 22.81% 13 

We are in the process of developing such a position 3.51% 2 

Total 100% 57 
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Q17 - If your institution has a dedicated person with the specific title 

Records Management Officer (or its equivalent), please describe the status 

of this position. 

 

 

Answer % Count 

Full-time 71.43% 25 

Part-time 0.00% 0 

Split responsibility between two administrative areas 14.29% 5 

Other - please describe 14.29% 5 

Total 100% 35 

 

 

Other - please describe 

It is a 30 hour a week position, that is currently also doing archives management and digital records 
management at the same time. 

Split between three departments 

Is on the list to be hired for the first time; does not exist yet. This work is done by University Archivist until 
new position 
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Q18 - What is the position title/s for the person who represents these 

functions? 

Assistant Director for University Collections and Records Management 

University Records Manager 

University Archivist 

Assistant University Archivist for Records Management and Electronic Records 

Program Director 

Director, Records and Information Management Services 

Human Resources/Finance clerk 

Deputy Ombudsman 

Director, University Archives & Historical Collections 

Records Administrator 

Records Clerk 

Deputy Town Clerk; Records Administrator; Records Clerk; Designated Department Records Liaison 

Records and Information Manager 

University Archivist and Records Manager 

Archivist for Records Management 

Executive Director, Archives, Rare Books, Records Management 

Records Manager 

Director of Records Management 

Digital Archivist/Records Manager 

University Records Manager 

IRM/Archivist 

University Records Officer 
 

Records Management Director 

Records Manager 
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Archivist for Records Management 

University Archivist and Head, Records Management Services 

College Records Manager 

Assistant Director - Business and Administrative Services 

University Archivist 

Legal Services Coordinator 

University Records Officer 

Director 

Museum Specialist & Museum Curator 

Records Management Officer 
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Q19 - Select all professional certifications held by the Records Management 

Officer. 

 

Answer % Count 

No Certification 55.00% 22 

Certified Archivist 10.00% 4 

Certified Records Manager 17.50% 7 

Other Certifications - Please describe 17.50% 7 

Total 100% 40 

 

Other Certifications - Please describe 

CRM – Certified Records Manager CA – Certified Archivist CDIA+ - Certified Digital Imaging Architect DAS – 
Digital Archives Specialist CIP – Certified Information Professional IGP – Information Governance Professional 

Certified Elections Officer, Certified Municipal Clerk (CMC) 

I am both a Certified Archivist and a Certified Records Manager.   

SAA Digital Archives Specialist 

Certified Archivist, Digital Archives Specialist, MSLIS 

ECM 
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Q20 - How many employees report directly to the Records Management 

Officer/Records Manager? 

 

Answer % Count 

0 46.15% 18 

1-3 35.90% 14 

4-6 7.69% 3 

7-10 5.13% 2 

More than 10 5.13% 2 

Total 100% 39 
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Q21 – Identify titles of Records Management Employees 

Collections Archivist 

Records Assistant 

Assistant Director, Records and Information Management Services; Records and Information Management 
Services Coordinator; Business Process Analyst 

Human Resource and Finance Clerk 

Assistant Records Archivist; Electronic Records Archivist  

Records Analyst  

The City Clerk is Chief Records Officer; Records Clerk in the City Clerk's office 

Records Clerk 

Records Manager; Records Technician 

Assistant Archivist; Assistant Records Manager; Records Center Manager 

Director, Records and Information Management Records Liaison 

Records  Management Assistants 

Assistant Records Management Officer; Image Processing Technician I; Digital Imaging Specialist 1; student 
workers 

Institutional Records Manager/Archivist 

Electronic Records Analyst, Records Management Analyst, Records Management Assistant  

University Library Specialist (Records Analyst) 

Legal Services Coordinator/Public Records Administrator 

Assistant Records Manager 

Museum Specialist; Museum Curator; Authority Records Management Officers 

Collections Management Specialist; Inactive Records Center Manager; Inactive Records Center Assistant 

Records Center Supervisor; Records Management Technician; Records Analyst 

Records Supervisor; Records Clerk 

Imaging Supervisor; Record Center Supervisor; Senior Records Analyst; Electronic Records Archivists 

Archival Associate 

Records Manager; Inactive Records Center Manager 

Assistant Records Manager; Graduate Student Assistant 
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Q22 - Check the items below that are included in Records Management 

Services at your institution. 
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Answer % Count 

Archives stewardship of permanent records 67.39% 31 

Capture and storage of electronic records 56.52% 26 

Control of Creation records 15.22% 7 

Data management 28.26% 13 

Data security 13.04% 6 

Disposition/Destruction of records 78.26% 36 

Electronic Records Management 63.04% 29 

Facilities management including storage annexes 28.26% 13 

FERPA compliance 23.91% 11 

FOIA compliance 21.74% 10 

HIPAA compliance 23.91% 11 

Inactive Records Center management 39.13% 18 

Information security 19.57% 9 

Investigate non-compliance 13.04% 6 

Litigation hold compliance 26.09% 12 

Non-archival/permanent records management 52.17% 24 

One-on-one office consultations 80.43% 37 

Policy development and management 76.09% 35 

Public Records act compliance 41.30% 19 

Records Liaison/Staff Advisory Group management 41.30% 19 

Records Management Advisory Committee oversight 26.09% 12 

Regulatory compliance 36.96% 17 

Retention schedule development 84.78% 39 

Supervise records professionals 30.43% 14 

Training and Educational workshops 67.39% 31 

Other services/duties - please describe 17.39% 8 

Total 100% 46 
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Other services/duties - please describe 

Complaint handling 

Assist with administrative functions in the City Clerk's office, work with consultants on the implementation of 
an ECM system 

OPRA Requests, Shredding Services 

University Archives processing 

Coordinate secure document shred bin services 

Privacy Compliance Partner 

Digitization Services / Scanning Service Bureau 
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Q23 - At your institution, records management includes these areas and 

employees, check all that apply. 

 

 

Answer % Count 

Administrative 100.00% 40 

Business 97.50% 39 

Curricular 65.00% 26 

Education 72.50% 29 

Fiscal 90.00% 36 

Health Care 60.00% 24 
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Human Resources 100.00% 40 

Off-site/Branch Campuses 45.00% 18 

Student 65.00% 26 

Other descriptors/combinations - Please describe 15.00% 6 

Total 100% 40 

 

 

Other descriptors/combinations - Please describe 

Our agency is responsible for all local and state government records except those for the four universities in 
the system 

Citywide departments 

Law Enforcement 

Research Administrative Records 

Real Estate and Facilities 
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Q24 - What other areas of responsibility does the Records Management 

Officer/Records Manager oversee? Check all that apply. 

 

 

Answer % Count 

Consulting with institutional community on records Issues 90.24% 37 

Disaster Planning and Vital Records 46.34% 19 

Document Conversion 34.15% 14 
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Email management 41.46% 17 

Guidance on File Management and Classification 73.17% 30 

Guidance on records inventories 78.05% 32 

Integrating records keeping best practices 75.61% 31 

Management of electronic records 68.29% 28 

Serving on institutional  committees related to records issues 78.05% 32 

Software compliance with retention schedules 41.46% 17 

Strategic Planning 39.02% 16 

Other - please specify 4.88% 2 

Total 100% 41 

 

 

Other - please specify 

Research 

Information/Data Governance - mainly identification of data sources required for business records 
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Q25 - What is the salary range for the Records Management 

Office/Records Manager position? 

 

 

Answer % Count 

Less than $50,000 34.21% 13 

$50-60,000 18.42% 7 

$60-75,000 18.42% 7 

$75-100,000 23.68% 9 

More than $100,000 5.26% 2 

Total 100% 38 
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Q26 - Does your institution manage a Records Center? 

 

 

Answer % Count 

No 45.65% 21 

Yes 36.96% 17 

Yes, we are planning to create one. 4.35% 2 

Yes, we are in the process of building/purchasing/leasing a center. 0.00% 0 

Yes, we are contracting with a third party vendor. 13.04% 6 

Total 100% 46 
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Q27 - Does the Records Manager have responsibility to manage the 

Records Center? 

 

 

Answer % Count 

Yes 53.66% 22 

No 46.34% 19 

Total 100% 41 
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Q28 - Please describe the operational supervision workflow within the 

Records Center. 

The University uses the State Records Center, managed by the state Department of Administration.  Our 
records officer supervises getting university staff access to the database from the SRC, but once they have 
that access the units manage their own records at the SRC. 
 

N/A. We do not provide inactive records storage. We only take records scheduled for permanent transfer to 
University Archives. 
 

We manage the workflow/transfer of records, as well as destruction and return for reference of records 
stored with two different vendors on contract. 
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Q29 - How many employees work at the Records Center? 

 

 

Answer % Count 

Less than 1 43.33% 13 

1-3 36.67% 11 

4-6 6.67% 2 

7-10 3.33% 1 

More than 10 10.00% 3 

Total 100% 30 
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Q30 - Please list titles of Records Center employees. 

University Archivist 

University Records Manager 

No employees specifically employed at the Records Center. 

Human Resource and Finance Clerk 

No specific records center staff, although University Archives staff manage two on-site archival collection 
storage areas and one off-site storage center through a third party vendor. The end goal is to utilize the onsite 
(on-campus) storage for permanent archival collections only as we improve environmental controls and 
security in both storage areas. In theory the off-site third party storage vendor should only be utilized for 
inactive business records scheduled for retention. Unfortunately, until 8 years ago the prior UAHC director 
sent permanent archival material off-site without fully inventorying the material. It is currently a 50/50 split 
(archival/temporary) of 8,000 c.f. material in offsite storage. This is slowly being addressed. Three university 
health colleges and clinics also utilize same third party vendor for offsite storage of approximately 10,000 c.f. 
of medical records. These health records are not currently managed or reviewed by University Archives' 
records management staff. 

City Clerk, Deputy Clerk, Records Clerk 

Records Clerk 

Records Manager, Records Technician & assisted by warehouse staff upon availability 

Records Center Supervisor, Control Center Clerks, Clerks 

Records Center manager 

We outsource storage of hard copy records to a commercial records management vendor. 

Inactive Records Center Manager, Inactive Records Center Assistant 

Records Center Supervisor, Records Management Technician 

Third party vendor maintains storage facilities in Pittsburgh metro area. 

We use a third party service. 

Outside vendor. 
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Q31 - Does your institution have a Records Management Advisory 

Committee or equivalent administering body? 

 

 

Answer % Count 

Yes 26.09% 12 

No 73.91% 34 

Total 100% 46 
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Q32 - Please describe the membership of the Records Management 

Advisory Committee 

This committee is a very diverse group of individuals, representing a wide range of areas throughout the 
University.  These committee members have a diverse range of expertise within higher education.  Areas 
represented are:  Administrative Information Systems (IT); Compliance; Office of General Counsel; University 
Archives; Faculty Senate; Registrar’s Office; Internal Auditing; Special Collections Library; University Libraries; 
College of the Liberal Arts; Risk Management; Information Technology Services/Security Operations; 
University Outreach; Corporate Controller; Inactive Records Center; President’s Office; Office of Provost; 
Privacy Office; Undergraduate Admissions; Office of Human Resources; and Office of Physical Plant 
 

Board of Directors and the State of Arizona Records Retention 

Several interested individuals scattered throughout the Office of the President 

http://www.library.wisc.edu/archives/records-management/university-records-managment-advisory-group/ 
 

The group was assembled in drafting and finalizing the policy and procedures but has not been used since this 
time. These were the members: Director of Technology Services, University Archivist, Director of the Library, 
Director of Human Resources, Associate Dean of the Faculty, Associate Director of Financial Services, 
Registrar, Director of Research Administration. We have since added a University Counsel position - that 
would be an important addition if we ever assembled this group again. 
 

Permanent membership; unless job responsibilities change 
 

We try to have the chief administrative officer or other high-raking staff member for each of the following 
areas:  Compliance Services, Human Resources, Controller, Development, Library, Sponsored Projects, 
Administrative Computing, Office of the General Counsel, College Archives.  The Chair is the Records Manager 
 

Secretary of State, State Auditor, State Attorney General, State Chief Information Officer, Director of 
Administration, Director of State Historical Society, State Senator, and State Representative with State 
Archivist as Secretary. 
 

 

  

http://www.library.wisc.edu/archives/records-management/university-records-managment-advisory-group/
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Q33 - Does your institution have approved retention schedules? 

 

 

Answer % Count 

Yes 93.33% 42 

No 6.67% 3 

Total 100% 45 
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Q34 - Please provide a URL or link to your schedules 

http://scarc.library.oregonstate.edu/rm-isfs-unit-schedule.pdf 
 

http://scarc.library.oregonstate.edu/general-schedule.pdf 
 

http://library.unc.edu/wp-content/uploads/2016/06/unc_ret_sched.pdf 
 

www.azlibrary.gov 
 

http://archives.msu.edu/records/general-schedule.php?records_retention_general 
 

http://www.azlibrary.gov/sites/azlibrary.gov/files/arm-all-general-schedules-2016-7-25.pdf 
 

http://apps.azlibrary.gov/records/general.aspx 
 

http://www.azlibrary.gov/arm/retention-schedules 
 

http://www.azlibrary.gov/arm/retention-schedules 
 

They are in a variety of different places -- not in a table.  http://spg.umich.edu/policy/201.22  
http://spg.umich.edu/policy/201.46  
http://spg.umich.edu/policy/604.01 
 

http://kdla.ky.gov/records/recretentionschedules/Documents/State%20Records%20Schedules/KYUniversity
Model.PDF 
 

http://www.ecu.edu/cs-lib/recordsmanagement/generalschedule.cfm 
 

http://www.usg.edu/records_management/schedules/ 
 

http://recordsretention.ucop.edu/ 
 

http://recordsmgmt.siu.edu/administration-and-consulting/retention-schedules.html 
 

None currently available online. We are developing a university-wide retention schedule with expectation to 
implement in fall 2016. 
 

http://library.pitt.edu/other/files/pdf/asc/Pitt_General_Retention_Schedule.pdf  
http://www.cfo.pitt.edu/frs/FinancialRecordRetentionSchedule.html 
 

http://recordsmanagement.virginia.edu/retention-schedules 
 

http://archives.ncdcr.gov/Portals/3/PDF/schedules/unc_system_general_schedule.pdf 
 

http://scarc.library.oregonstate.edu/rm-isfs-unit-schedule.pdf
http://scarc.library.oregonstate.edu/general-schedule.pdf
http://library.unc.edu/wp-content/uploads/2016/06/unc_ret_sched.pdf
http://www.azlibrary.gov/
http://archives.msu.edu/records/general-schedule.php?records_retention_general
http://www.azlibrary.gov/sites/azlibrary.gov/files/arm-all-general-schedules-2016-7-25.pdf
http://apps.azlibrary.gov/records/general.aspx
http://www.azlibrary.gov/arm/retention-schedules
http://www.azlibrary.gov/arm/retention-schedules
http://spg.umich.edu/policy/201.22
http://spg.umich.edu/policy/201.46
http://spg.umich.edu/policy/604.01
http://kdla.ky.gov/records/recretentionschedules/Documents/State%20Records%20Schedules/KYUniversityModel.PDF
http://kdla.ky.gov/records/recretentionschedules/Documents/State%20Records%20Schedules/KYUniversityModel.PDF
http://www.ecu.edu/cs-lib/recordsmanagement/generalschedule.cfm
http://www.usg.edu/records_management/schedules/
http://recordsretention.ucop.edu/
http://recordsmgmt.siu.edu/administration-and-consulting/retention-schedules.html
http://www.cfo.pitt.edu/frs/FinancialRecordRetentionSchedule.html
http://recordsmanagement.virginia.edu/retention-schedules
http://archives.ncdcr.gov/Portals/3/PDF/schedules/unc_system_general_schedule.pdf
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https://library.osu.edu/projects-initiatives/osu-records-management/retention-schedules/ 
 

http://www.purdue.edu/business/frehoper/pdf/Records%20Retention%20Schedules/Records%20Retention%
20Schedule%20full1.pdf 
 

This is a link to our general schedules.  There are many more for specific units that are not online yet.  
http://www.library.wisc.edu/archives/records-management/retention-disposition/ 
 

http://policy.umn.edu/operations/recordretention 
 

http://www.georgiaarchives.org/documents/CommonSchedule2015APPROVED_2015.pdf 

http://guru.psu.edu/policies/AD35.html 

We don't publish them in any public way.  But they are accessible on line to Records Custodians. 

http://www.case.edu/its/archives/Records/retentionfunc.htm 
 

http://recordsmanagement.rutgers.edu/ 
 

State General Schedules http://www.sos.mo.gov/records/recmgmt/retention/GeneralStateAgency 
Schedules http://www.sos.mo.gov/records/recmgmt/retention/agency 
Local Records Schedules http://www.sos.mo.gov/archives/localrecs/schedules/ 
 

http://records.emory.edu/retention-schedules/index.html 
 

http://www.dbs.umd.edu/records_forms/schedule/ 
 

http://kdla.ky.gov/records/recretentionschedules/Documents/State%20Records%20Schedules/KYUniversity
Model.PDF 
 

http://www.ferris.edu/library/SpecCollections/retentionschedules.html 
‘ 

GENERAL RETENTION SCHEDULE -  https://guru.psu.edu/gfug/appendices/APP18.html 
FINANCIAL RECORD RETENTION SCHEDULE - https://guru.psu.edu/gfug/appendices/APP21.html 
 

 

  

https://library.osu.edu/projects-initiatives/osu-records-management/retention-schedules/
http://www.purdue.edu/business/frehoper/pdf/Records%20Retention%20Schedules/Records%20Retention%20Schedule%20full1.pdf
http://www.purdue.edu/business/frehoper/pdf/Records%20Retention%20Schedules/Records%20Retention%20Schedule%20full1.pdf
http://www.library.wisc.edu/archives/records-management/retention-disposition/
http://policy.umn.edu/operations/recordretention
http://www.georgiaarchives.org/documents/CommonSchedule2015APPROVED_2015.pdf
http://guru.psu.edu/policies/AD35.html
http://www.case.edu/its/archives/Records/retentionfunc.htm
http://recordsmanagement.rutgers.edu/
http://www.sos.mo.gov/records/recmgmt/retention/GeneralStateAgency
http://www.sos.mo.gov/records/recmgmt/retention/agency
http://www.sos.mo.gov/archives/localrecs/schedules/
http://records.emory.edu/retention-schedules/index.html
http://www.dbs.umd.edu/records_forms/schedule/
http://kdla.ky.gov/records/recretentionschedules/Documents/State%20Records%20Schedules/KYUniversityModel.PDF
http://kdla.ky.gov/records/recretentionschedules/Documents/State%20Records%20Schedules/KYUniversityModel.PDF
http://www.ferris.edu/library/SpecCollections/retentionschedules.html
https://guru.psu.edu/gfug/appendices/APP18.html
https://guru.psu.edu/gfug/appendices/APP21.html
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Q35 - What type of retention schedule/s does your institution utilize? 

 

 

Answer % Count 

General schedule only 17.07% 7 

Unit-specific schedules only 4.88% 2 

Both general and unit-specific schedules only 68.29% 28 

Other types of schedules, please describe 9.76% 4 

Total 100% 41 

 

 

Other types of schedules, please describe 

Bucket 

State University schedule 
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Q36 - Does your institution maintain a formal approval process for creating 

retention schedules? 

 

 

Answer % Count 

Yes 60.98% 25 

No 39.02% 16 

Total 100% 41 
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Q37 - The retention schedule time periods are created by (check all that 

apply) 

 

 

Answer % Count 

Consortia partners 0.00% 0 

Consultation with administrative units 9.52% 4 

Federal legal requirements 0.00% 0 

Local oversight committee 2.38% 1 

Records manager or records management program 11.90% 5 

State legal requirements 28.57% 12 

Other - Please describe 47.62% 20 

Total 100% 42 
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Other - Please describe 

State policy, developed by a committee of university archivists 

State; federal consultation with administrative units 

Consultation with administrative units; Federal legal requirements; Local oversight committee (loosely 
defined); Records manager/program; State legal requirements. 
 

State board on recommendation from committee 

State of Georgia Archives 

Subject matter experts, federal and state legal, audit requirements, archival review. 

Records manager consultations, departmental requirements, professional organizations and certifying bodies 
 

State and federal  

State Legal requirements, Records Manager, Federal legal requirements and consultation with administrative 
units 
 

We do: Consultation with administrative units, fed requirements, local oversight committee, records 
management, state legal requirements 
 

All of the above plus research with peer institutions' schedules 

Consultation with administrative units, federal legal requirements, state legal requirements, professional best 
practices 
 

Federal requirements, state requirements, legal requirements, local oversight committee (RMAC) 
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Q38 - If you are a public institution, do your retention schedules have to 

be filed with/approved by a state body? 

 

 

Answer % Count 

Yes 50.00% 19 

No 50.00% 19 

Total 100% 38 
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Q39 - Please identify who within the state government has to 

approve the schedules. 

Attorney General’s Office 

State Archivist 

Fire Chief/Board members 

Arizona State Library, Archives and Public Records 

Director of Library and Archives 

Secretary of State 

State Records Managers 

Records analysts for Department of Cultural Resources 

District of Columbia records manager 

Illinois State Archives 

Library of Virginia 

Secretary of the Department of Cultural Resources 

Public Records Board 

State Records Commission 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

 



61 
 

Q40 - If you are a public institution, do your records disposals have to be 

filed with/by a state body? 

 

 

Answer % Count 

Must be filed with state body 18.42% 7 

Must be approved by a state body 2.63% 1 

Both A &amp; B 23.68% 9 

No 55.26% 21 

Total 100% 38 
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Q41 - Please identify who within the state government disposals must be 

filed/approved: 

Retained at authority 

North Carolina Department of Archives and History 

Library of Virginia 

Arizona State Library, Archives and Public Records - Records Management 

Attorney General 

State Records Manager 

District records manager 

Records Management Section Illinois State Archives 

State Records Commission 
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Q42 - Is your state: 

 

 

Answer % Count 

Open public records 56.76% 21 

Freedom of information 13.51% 5 

Neither 2.70% 1 

Other, please explain 27.03% 10 

Total 100% 37 

 

 

Other, please explain 

Both,  Open records and Freedom of Information 

Maryland is a PIA state.  Enacted in 1970, Maryland's Public Information Act (PIA), grants the public a broad 
right of access to public records while protecting legitimate governmental interests and the privacy rights of 
individual citizens. The PIA covers public agencies and officials in Maryland and includes all branches of 
state government (legislative, judicial, and executive). The PIA is similar in purpose to the federal Freedom 
of Information Act (FOIA). 
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Access requirements of each record series is based on a myriad of factors.  Open records is not that 
simple. 

Ohio Sunshine 

Pennsylvania Right To Know Law 

Right to Know Law, with certain exemptions 
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Q43 - What are the consequences for not complying with an open public 

records request? 

Potential litigation. Ohio State Legislature has passed new rules related to non-compliance with records 
request. 
 

Good question. I don't know that the state statutes has defined a penalty for non-compliance. 

Law Suits and fines 

Lawsuit - - possible attorney fees 

Fines and/or jail time. 

Possible complaint filed with the State Ombudsman, possible litigation 

State-mandated fines 

Court action 

Most open records requests are handled by the university legal services, so we don't really see consequences. 
 

Bad publicity 

https://www.revisor.mn.gov/statutes/?id=13.08 
https://www.revisor.mn.gov/statutes/?id=13.085 
https://www.revisor.mn.gov/statutes/?id=13.09 
 

Legal actions 

Authority can have a lawsuit filed against it and person impeding the request can be charged with a 
misdemeanor and fined. 

State Records Council 

Small fine, audit finding, court judgement 

Fines and/or jail time. 

 

 

 

 

 

 

https://www.revisor.mn.gov/statutes/?id=13.08
https://www.revisor.mn.gov/statutes/?id=13.085
https://www.revisor.mn.gov/statutes/?id=13.09
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Q44 - What are the consequences for not complying with a Freedom of 

Information request? 

Embarrassment, actual or compensatory damages, fines 

Fines 

We have state statutes for public records and are subject to lawsuit if we fail to comply. 

Fines and/or jail time. 

Must be served through General Counsel’s office 

Legal actions 

Lawsuits/Fines 
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Q45 - Does the Records Manager have the responsibility to conduct records 

compliance audits? 

 

 

Answer % Count 

Yes 24.32% 9 

No 75.68% 28 

Total 100% 37 
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Q46 - Please identify the office responsible for records compliance audits. 

Compliance Program is under development 

Internal Audit; annual External Audit provided by state approved contractor. 

Internal Audit 

State Auditor; Agency Certification bodies 

The Office of Ethics, Compliance and Audit Services 
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Q47 - Does your institution have a records liaison/coordinator program to 

facilitate communication between the Records Manager and the 

institutional community? 

 

 

Answer % Count 

Yes 48.72% 19 

No 43.59% 17 

No, but we are planning to have a program 7.69% 3 

Total 100% 39 
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Q48 - Does your institution offer records management training for liaisons 

and/or other employees? 

 

 

Answer % Count 

Yes 71.79% 28 

no 28.21% 11 

Total 100% 39 
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Q49 - What is the format of the Records Management Training? Check all 

that apply 

 

 

Answer % Count 

Annual All-Day Summits 12.12% 4 

In-person (Large Group) 69.70% 23 

In-person (Small Group) 78.79% 26 

Online tutorial 24.24% 8 

Self-audit guidance for units 15.15% 5 

Skype or Facetime 3.03% 1 
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Social Media 0.00% 0 

Webinars 12.12% 4 

Website 51.52% 17 

Other Trainings, please specify 33.33% 11 

Total 100% 33 

 

 

Other Trainings, please specify 

Webinars 

Video tutorials (under development) 

New employee orientation, one-on-one training 

Personal Consultation 

One-on-one, on site trainings 

Per request, the state records team will be coming down to give an initial training to all administrative and 
professional employees regarding records in October 2016. After that HR will implement an online tutorial I 
am creating at this time. 
 

Part of The Office of Ethics, Compliance and Audit Services' Symposiums 

Office consultations 

"How-To" reference documents 
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Q50 - Is the Records Manager in charge of Information Security? 

 

 

Answer % Count 

Yes 10.26% 4 

No 89.74% 35 

Total 100% 39 
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Q51 - Please specify the position in charge of Information Security? 

Chief Information Officer 

University of North Carolina Office of Information Technology 

Chief of Information Security 

Information Technology 

Chief Information Security Officer (CISO) with large team in central Information Technology 

Security and Infrastructure Manager 

Office of Cybersecurity https://it.wisc.edu/about/office-of-the-cio/cybersecurity/ 
 

Technology Services Director 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://it.wisc.edu/about/office-of-the-cio/cybersecurity/
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Q52 - Does your institution have an electronic communications policy that 

addresses the use of email, instant messaging, voice mail and/or texting? 

 

 

Answer % Count 

Yes 66.67% 26 

No 33.33% 13 

Total 100% 39 

  



76 
 

Q53 - Please include a URL or link to your electronic communications policy. 

http://spg.umich.edu/policy/601.07 
 

https://its.unc.edu/files/2016/02/Acceptable-Use-Policy.pdf 
 

http://www.ts.vcu.edu/askit/policies-and-publications/technology-policies-guidelines--standards/computer-
and-network-resources-use-policy/ 
 

https://guru.psu.edu/policies/AD56.html 
 

https://policy.kennesaw.edu/content/email-usage-policy 
 

http://www.ucop.edu/information-technology-services/initiatives/records-retention-
management/electronic-message-management-at-ucop.html 
 

http://policies.siu.edu/personnel_policies/chapter4/ch4-all/elecpriv.html 
 

https://www.uc.edu/infosec/policies.html 
 

http://www.virginia.edu/informationpolicy/filemonitoring.html 
 

http://legal.uncc.edu/policies/up-304 
 

http://www.purdue.edu/policies/information-technology/viia1.html 
 

http://it.wvu.edu/governance/standards-and-procedures/all-standards/electronic-mail-policy 
 

https://kb.wisc.edu/itpolicy/cio-responsible-use-policy 
 

http://www.case.edu/its/its-policies/ 
 

https://oit.rutgers.edu/netid-policy 
 

http://it.umd.edu/aup 

 

 

 

  

http://spg.umich.edu/policy/601.07
https://its.unc.edu/files/2016/02/Acceptable-Use-Policy.pdf
http://www.ts.vcu.edu/askit/policies-and-publications/technology-policies-guidelines--standards/computer-and-network-resources-use-policy/
http://www.ts.vcu.edu/askit/policies-and-publications/technology-policies-guidelines--standards/computer-and-network-resources-use-policy/
https://guru.psu.edu/policies/AD56.html
https://policy.kennesaw.edu/content/email-usage-policy
http://www.ucop.edu/information-technology-services/initiatives/records-retention-management/electronic-message-management-at-ucop.html
http://www.ucop.edu/information-technology-services/initiatives/records-retention-management/electronic-message-management-at-ucop.html
http://policies.siu.edu/personnel_policies/chapter4/ch4-all/elecpriv.html
https://www.uc.edu/infosec/policies.html
http://www.virginia.edu/informationpolicy/filemonitoring.html
http://legal.uncc.edu/policies/up-304
http://www.purdue.edu/policies/information-technology/viia1.html
http://it.wvu.edu/governance/standards-and-procedures/all-standards/electronic-mail-policy
https://kb.wisc.edu/itpolicy/cio-responsible-use-policy
http://www.case.edu/its/its-policies/
https://oit.rutgers.edu/netid-policy
http://it.umd.edu/aup
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Q54 - Does your institution's electronic communications policy address 

records management and the application of retention schedules to these 

services? 

 

 

Answer % Count 

Yes 42.31% 11 

No 57.69% 15 

Total 100% 26 
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Q55 - Is the Records Manager in charge of overseeing privacy policies 

(FERPA, HIPPA, PCI) and their compliance audits? 

 

 

Answer % Count 

Yes 12.82% 5 

No 87.18% 34 

Total 100% 39 
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Q56 - Please specify who is in charge of overseeing privacy policies and 

their compliance audits. 

Privacy Office 

University Counsel's office and campus Information Technology 

Department Heads 

Internal Audit; Information Security (in central IT); Department of Policy and Public Safety 

Human Resources 

State Compliance Office 

Human Resources and Legal Departments 

Compliance officer 

Information Technology 

Division Directors 

The Office of Ethics, Compliance and Audit Services, Privacy Officer 

Office of Internal Audit, Compliance and Ethics 

General Counsel, IT, and Internal Audit 

Dispersed between departments and business units 

Information Technology 

Various Offices (Registrar - FERPA, PCI-Finance Compliance, HIPAA - Medical Center Privacy officer) 

University HIPAA Privacy Officer, University Registrar (FERPA) 

Internal Audit, Chief Compliance Officer, and Office of General Counsel 

Chief Information Security Officer 

Open Records Officer 
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Q57 - Is the Records Management Program involved in the selection and 

implementation of integrated business applications and office productivity 

systems (such as ERP, EDMS, or others) to ensure that the institution's 

retention schedules can be properly administered? 

 

 

Answer % Count 

Yes 8.11% 3 

No 45.95% 17 

Sometimes - Please explain 45.95% 17 

Total 100% 37 

 

 

Sometimes - Please explain 

Only if it directly affects our department and business processes. 

Seeking approval from Executive Vice President of Administrative Services of new policy to include Records 
Management in approval of all new software and information systems, aka become part of the purchasing 
workflow. Records Management was part of the selection and implementation from 2008-2014 until 
executive leadership retirements and institutional leadership restructuring. 

If instituted as an enterprise system 
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Only if the Records Manager asks to review process and procedures with technology groups 

We were consulted when we changed email systems, to allow for the appropriate destruction (and 
preservation) of email. 

Not directly in most circumstances, however University Library System representatives are. 

If we hear about it before implementation begins. 

We try to be, and the University Records Officer is on a lot of campus wide committees, but we don't always 
get asked. 

Just beginning campus-wide implementation of EDMS 

Specific on-line records management software 

Agencies more often consult when they have a problem 

If a department/Information Technology reaches out 

Not up to now 

Sometimes  
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Q58 - Is the Records Management Program involved in the identification 

and implementation of litigation holds and electronic discovery? 

 

 

Answer % Count 

Yes 35.00% 14 

No 65.00% 26 

Total 100% 40 
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Q59 - Where do litigation hold requests originate? 

 

 

Answer % Count 

Archives 2.70% 1 

Information Security 0.00% 0 

Office of Legal Counsel 89.19% 33 

Records Management 2.70% 1 

Other, please describe 5.41% 2 

Total 100% 37 

 

 

Other, please describe 

Individual Agencies 
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Q60 - Where are litigation hold requests stored? 

 

 

Answer % Count 

Archival Services 5.13% 2 

Information Security 5.13% 2 

Inactive Records Center 7.69% 3 

Office of Legal Counsel 48.72% 19 

Records Management 10.26% 4 

Unit/Institutional central file room/facility 5.13% 2 

Within Originating Unit 7.69% 3 

Other - Please describe 10.26% 4 

Total 100% 39 
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Other - Please describe 

Depends on nature of/sensitivity of records. Usually stored by Records Management 

If they are in the originating unit, they stay there; if they are in the inactive records center, they stay there. 
 

Various - all of the above depending on the issue. 
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Q61 - Is there a regular means for assessing the effectiveness of your 

records management program? 

 

 

Answer % Count 

Yes 23.08% 9 

No 76.92% 30 

Total 100% 39 
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Q62 - Please describe the assessment measures utilized to determine 

Records Management Program effectiveness. 

Applying our Records Management policy to actual practice in the area being reviewed.  Internal Audit makes 
this part of their audit program.  I also feel that the University Archives & Records Management department 
evaluates departments, when they are consulted for records management guidance. 
 

Monthly audits 

State Records Management Program 

Review and audits 

Internal and External Audits by campus and university system 

Our only assessment at this time, is the time required to locate and retrieve a requested record. 

Compliance form 

The Records Management Program, as well as the Records Center services, have a series of statistical 
measures that are tracked to assess how well the program is operating.  These measures are evaluated on an 
ongoing basis, which results in program modification and evolution. 
 

Annual Report; employee reviews 
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Q63 - If there are Records Management Services not surveyed above, 

please describe below. 

Imaging Division (under-sized statewide service bureau) 

Administrative records are not made available 

Coordinating, managing onsite secure document collection (shred bins) 
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Q64 - Please include the job description of the Records Management 
Officer 

 

Job Description: University Archives & Historical Collections June 2015   
University Records Manager Classification and Grade Level:  Archivist I-Continuing System    
Basic Job Function:  Grow and develop the university’s records management program in order to support 
university departments and unites with a robust program of policies, procedures, and outreach that addresses 
the maintenance and disposition of both paper and electronic university records.    Primary Duties:  Records 
Management Program – 50% • Create and modify program procedures and policies • Develop in-house 
records management area • Oversee work of the Assistant Records Archivist • Develop new records retention 
schedules  Consult on Records Management – 30% • Answer questions from university faculty/staff • Meet 
with departments/individual staff as needed • Provide guidance and governance for IT Services projects and 
consult with clients • Draft best practice documentation for relevant IT Services projects  Reference – 10% • 
Provide on-site, email, and telephone reference services to students, faculty, staff and other researchers  
Other duties as assigned – 10% • Includes special projects, administrative duties, and professional 
development  Minimum Qualifications: Must possess a Master’s degree in Library and Information Science 
from an ALA accredited program or a Master’s in a related program with a strong emphasis on archives.  
Strong commitment to public service and a proven ability to work effectively with a diverse population of 
faculty, staff, student, and community members.  Excellent written and oral communication skills are 
essential.  Demonstrated potential for meeting the continuous appointment requirements.  Desired 
Qualifications: At least one year’s professional experience in academic archive or special collections library, 
knowledge of archival description tools, preferably Archivists’ Toolkit or records management tools such as 
Zazio’s Versatile Retention, demonstrable computer and technology skills, familiarity with EAD, DACS, MARC, 
and Dublin Core. 
 

 
Job Description: University Archives & Historical Collections June 2015   
Assistant Records Archivist Basic Job Function:  Manages the day-to-day activities of the records management 
program, processes archival materials requiring a high degree of discrimination and independent judgment, 
and provides research assistance regarding the use of complex reference sources and systems in an 
automated environment.  Primary Duties:  Records management – 50% • Coordinate transfer of new 
accessions • Oversee transfer of boxes between campus and off-site storage facility • Oversee destruction of 
boxes past retention • Act as information source and consultant to campus departments • Provide instruction 
in records management • Assist University Records Manager as necessary   Reference/Archival Duties – 35% • 
Answer reference requests for researchers in all formats • Assist with processing of collections • Assist with 
departmental outreach activities • Assist with updating departmental website (includes RM and other 
content)  Other duties as assigned – 15% • Includes special projects, administrative duties, professional 
development   Special requirements/Certification: • May require a valid driver’s license  • May require ability 
to lift and carry a 30 lb. box • Knowledge equivalent of a four-year college program • 1-3 years of related and 
progressively more responsible work in an archival setting 

 
http://www.goodyearaz.gov/home/showdocument?id=5252  

City of Goodyear, Arizona Records Administrator: City Clerk's Office  
Job Title: Records Administrator Department: City Clerk Immediate Supervisor: City Clerk Origination Date: 
04/06/2007 Revision Date: 07/01/2012 Job Grade 807 FLSA Status Non-exempt  

http://www.goodyearaz.gov/home/showdocument?id=5252
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Brief Description of the Job: Manages the Records Management Division for the department by providing 
responsible and technical review. Oversees the development, organization and maintenance of an ongoing 
citywide records management program to ensure the City’s records are collected, maintained, destroyed, or 
archived in a methodical, efficient and cost-effective manner. Ensures compliance with State Public Records 
Statutes. This position supervises division staff. Serves as Acting City Clerk, assuming all responsibilities in the 
absence of the City Clerk and Deputy City Clerk Essential Functions: This information is intended to be 
descriptive of the key responsibilities of the position. The following examples do not identify all duties 
performed by any single incumbent.  
--Manages the records division by evaluating and managing the city-wide records management program to 
ensure the City’s records are collected, maintained, destroyed or archived in a methodical, efficient, and cost-
effective manner.  
--Ensures compliance with state public records statutes. Implements changes and maintains a city-wide 
records compliance program. Interprets legal statutes and ensures citywide compliance.  
--Monitors records retention schedules and ensures city-wide compliance.  
Provides the Legal Department, Information Technology, and upper management with updates on laws that 
pertain to records management. Serves as the liaison with other government agencies, user groups, and 
boards.  
--Manages staff by writing job descriptions and objectives, assigning duties to staff, tracking performance, and 
completing employee appraisals. Provides for training and staff development, implements disciplinary action 
if necessary.  
--Actively participates in the implementation of imaging and other technologies in the organization. Evaluates 
requests for implementation of imaging in departments; works with Information Technology Department, 
department staff, and vendors on implementation of imaging and workflow for records; prepares and submits 
required forms for imaging implementation to State Library, Archives and Public Records; assists and monitors 
implementation of imaging; creates and trains personnel on standards for imaging to ensure integrity of data; 
performs periodic quality control of departments that have implemented document imaging to verify 
compliance with developed standards and monitors system for compliance with standards.  
--Facilitates Records Control Officers Committee city-wide. City of Goodyear, Arizona Records Administrator: 
City Clerk's Office  
--Oversees retention of the official records of the City in custody of the City Clerk’s office to ensure documents 
are carefully maintained according to the approved retention schedule, state statute and the City records 
management manual.  
--Annually reviews and updates retention schedules. Researches, analyzes and prepares recommendations for 
new services, program development and needs as related to the function of records management.  
--Assists the City Clerk in maintaining the archival records program and oversees the preservation and 
maintenance of historic records.  Responds to inquiries regarding interpretation of policies, procedures, 
precedents, rules and regulations and Federal, State, and local laws as applicable to records management, and 
works collaboratively with Legal Services regarding legal issues in Records and Information Management.   
--Prepares cost estimates for budget recommendations and assists in monitoring and controlling expenditures 
for the Records Division budget. Assists with City Elections by providing support on all elections functions. 
Acts as Election Official during the absence of the City Clerk or Deputy City Clerk. ---Assists in Council activities 
by attending meetings and taking minutes. Maintain community, city and state relations by serving in a 
leadership role on various committees and professional organizations.  JOB REQUIREMENTS Formal 
Education/ Knowledge Work requires knowledge of a specific vocational, administrative, or technical nature 
that may be obtained with six-months/one year of advanced study or training past the high school 
equivalency. Community college, vocational, business, technical or correspondence schools are likely sources. 
Appropriate certification may be awarded upon satisfactory completion of advanced study or training.  
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Experience Minimum three years in a related field. Certifications and Other Requirements Notary Public 
Reading Work requires the ability to read general correspondence, memorandums, letters, reports, manuals, 
technical and trade journals, and record requests. Math Work requires the ability to perform general math 
calculations such as addition, subtraction, multiplication and division. Writing Work requires the ability to 
write general correspondence, memorandums, records, letters, and reports. Managerial Semi-Complex - 
Work requires supervising and monitoring performance for a regular group of employees including providing 
input on hiring/disciplinary actions and work objectives/ effectiveness, performance evaluations, and 
realigning work as needed. A first line supervisor typically performs these functions. Policy/Decision Making 
Moderate - The employee normally performs the duty assignment according to his or her own judgment, 
requesting supervisory assistance only when necessary. Projects and daily work are managed with little 
oversight; however special assignments and significant work products may be reviewed upon completion. 
Typical positions in this category are supervisory, highly technical, or lower level. Technical Skills Limited 
Application - Work requires a comprehensive, practical knowledge of a technical field with use of analytical 
judgment and decision-making abilities. Interpersonal/Human Relations Skills Moderate - In addition to the 
sharing of information, interactions at this level may also include providing advice to others outside direct 
reporting relationships on specific problems or general policies/procedures. In many of the interactions, 
contacts may require the consideration of different points of view to reach agreement. Elements of 
persuasion may be necessary to gain cooperation and acceptance of ideas.  
EXPECTED BEHAVIOR: Manager/Supervisor – Expected Behavior The incumbent is expected to embrace, 
support, and promote the City’s core values, beliefs, and culture, which include but are not limited to the 
following: Be positive. Do not participate in gossip or allow gossip or negative comments Make time for your 
employees. Maintain confidentiality Ensure work plans are prepared and communicated to employees at the 
time of hire and subsequent dates. Ensure evaluations in your area are turned in on time, and are fair and 
accurate reflections of the work performed for the entire evaluation period. Ensure all new employees are 
trained and mentored Prepare career plans. Ensure tools/resources are available for employees to achieve 
goals Walk the talk – be an advocate for the Goodyear culture Make communication within your department 
a top priority Encourage positive feedback Be accountable – submit responses to all requests for information 
by due date and meet deadlines. Support a learning environment Be on time for all meetings Be a champion 
of the cities policies and procedures and the classification and compensation program. Create and implement 
ethical standards for your worksite Respond to personnel issues immediately Ensure employees are allowed 
to participate on teams and have time to do so Prepare and update standard operating procedures, and 
departmental operation plans annually. Ensure that your employees have the necessary resources they need 
to be successful within budgetary constraints. Be accountable for monthly/annual budget expenditures and 
be fiscally responsible Monitor department accomplishments related to performance indicators When wrong, 
state so Discussing and planning should be followed up with action Let common sense prevail Motivate your 
employees – provide positive feedback Be visionary – anticipate issues Mentor and build internal capacity in 
order for the employees to be able to compete Support organizational change Support the City’s values and 
mission Establish and maintain positive and effective working relationships with co-workers, supervisors, 
subordinates, contractors, and vendors. Understand and interpret City policies and procedures, and make 
rational decisions/ recommendations in accordance with established policy. Work in a safe manner and report 
unsafe activities and conditions. Follow the City-wide safety policy and practices and adhere to responsibilities 
concerning safety prevention, reporting, and monitoring. Safety is everyone’s responsibility. Make it a critical 
part of the day to day operations Encourage teamwork and participation by all employees. Lead by example 
Provide outstanding customer service to internal and external customers These traits are not basic job 
requirements but are expected behavior. Other duties and responsibilities will be performed as assigned.  

 
Manage and conduct all aspects of the records management program including, but not limited to inventorying, 
scheduling, storing, retrieving, and disposing of inactive non-permanent University records in all formats; 
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developing and implementing a uniform set of plans, practices, forms, procedures, and specific and general 
schedules for the records management program for the University in conformity with policy and applicable state 
and federal legislation; developing and suggesting budget recommendations for operating and maintaining an 
effective records management program; conducting an inventory of records transferred from university units to 
the University Archives. Must be familiar with or have working knowledge of records management and archival 
practices and procedures, planning and organizing skills and project management. 

 
Here is the language from the budget request: Records Manager Position Description: Request to create a 

permanent Records Manager position by reclassifying a vacant assistant position and eliminating a two-year 

contract position. There is significant need for a local UCOP Records Manager to advise departments about the 

retention or disposition of records, methods of compliance with relevant laws and regulations, and best 

practices for records management for different lines of business. In addition, as campus staff work with the 

current contract position to update the system wide records retention schedule, they express urgent desire for a 

coordinating position to work with local records managers to promote consistent interpretation and 

implementation across UC of records management policies, retention periods, and legal compliance and to 

coordinate system wide records management initiatives. Benefits: A Records Manager plays a critical role in an 

institution of UC’s size and status. The Records Manager promotes adoption of best practices and policy 

adherence. The Records Manager seeks to (a) reduce institutional liability due to the inappropriate storage of 

records and related discovery costs, (b) reduce storage costs by properly disposing of records in a timely way, (c) 

support the growing demand for secure, accurate, and reliable electronic records management, (d) help 

personnel store and retrieve records wisely and easily, and (e) coordinate with University archivists to preserve 

the history of the institution. As the University faces more legal requirements and potential liability related to 

records management, and as UC shifts to primarily electronic records, there is urgent need for professional 

expertise to ensure records management policies and procedures support our legal obligations and to ensure 

that electronic records are authentic, complete, accurate, legible, protected, unalterable, and can be migrated 

successfully to new technology. 

 
Plans and implements procedures for records maintenance and disposition, adapts retention timetables within 
legal requirements. 2.) Consult with departments on the policies and procedures of the records management 
program. 3.) Plans and implements procedures and systems for electronic imaging and microfilming. 4.) 
Coordinates and directs staff in daily operation of Records Management department. 5.) Determine equipment 
and personnel requirements. 6.) Directs expense budget and annual purchases for department. 7.) Keep abreast 
of new regulations, technologies and best practices and trends in records management. 8.) Evaluate and audit 
departmental records. 
 

University Records Officer Job Description   
University Records Management Office (40%) 1. Establish the University Records Management Office ("URMO") 
and its functions. 2. Develop Records Management policies for the University. 3. Develop a comprehensive 
strategic plan for University records management, including funding requirements and resources needed. 4. 
Identify services to the University community needed in support of the Records Management policy and URMO 
strategic plan. 5. Allocate and re-allocate URMO resources in light of organizational developments and in 
response to ad hoc issues. 6. Supervise any staff that might be added as the records management program 
develops.  Retention and Disposition of Records (30%) 1. Assess University records storage and secure 
destruction needs; develop, implement and support plans to address them. 2. Act as the Records Officer 
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(designated with the Library of Virginia) for the University providing approvals for destruction of records. 3. 
Collaborate with the University of Virginia Library, Special Collections Library on procedures and policies for 
transferring permanent records to the University archives. 4. Develop a University-specific records schedule 
approved by the Library of Virginia.  Thereafter, regularly review and update the University records retention 
and disposition guidance in light of programmatic changes at the University, business process changes, and 
compliance developments. 5. Develop standards for the creation and disposition of electronic records at the 
University.  Assess and review current and future electronic records systems in use at the University for 
compliance with regulations and standards for trustworthy electronic records. 6. Develop in-person and web-
based records management training series for faculty and staff and/or collaborate with other offices to include 
records management topics in training.   Court Orders and Preservation Request Response (10%) 1. Lead contact 
for Information Security, Policy and Records Office in responding to court orders and preservation requests. 2. 
Development procedures and guidance for IT response to court orders and preservations requests. 3. Work with 
requestors to clarify requests, collect and provide access to requested information 4. Document all requests as 
needed, and retain copies of requested information and documentation in an organized and secure location.   
Collaboration and Communication (20%) 1. Represent the University to the Library of Virginia Records 
Management staff with regards to the development and update of records retention schedules, records 
disposition, and all other matters. 2. Work with University departments to define clear responsibilities for 
designated record coordinators; train and maintain ongoing communications with all such coordinators in units 
across the University. 3. Manage the URMO to ensure delivery of high quality, customer-focused and continually 
improving service to the University community. 4. Establish and maintain collaborative relationships through 
participation in local and national industry associations (ARMA, AIIM, VAGARA). 5. Perform other duties as 
assigned.   Qualifications Preferred knowledge, skills and abilities for an individual performing this position:  
Demonstration of superior knowledge and understanding of physical and electronic records theory and 
standards; relevant statutes and administrative rules; and technologies that enable effective records 
management. Further, the successful candidate will offer leadership and communication skills and customer 
service orientation including the ability to work with all academic levels, including administrators, faculty, staff, 
and students.    Special Licenses, Registration, or Certification: Certified Records Manager (CRM) or an 
equivalent certification.    Education or Training (cite major area or study): Requires an advanced degree in a 
relevant field (MLS/MLIS/MIS, MPA or J.D.), coursework in records management or Certified Records Manager 
(CRM) and professional experience.    Level and Type of Experience: Professional Records Management 
experience in a university setting or in an agency operating under the Virginia Public Records Act is strongly 
preferred. 
 

As Responsible Authority and Data Compliance Official, administer the collection, use and dissemination of data 
in accordance with the Minnesota Government Data Practices Act (MGDPA) and other state and federal 
information disclosure laws.  Includes creating policy, procedures and guidelines; interpreting the meaning and 
significance of University actions in relation to privacy laws and regulations;  managing and directing staff in 
gathering information requested under the MGDPA; responding to requests for data, including redacting private 
data and verifying that all public information requested is distributed; consulting with News Service and other 
communications officials to develop messages for media outlets based on the information requested and 
released; training University staff on privacy, security and other state and federal laws and regulations 
concerning information; researching laws and regulations that affect University information and proposing 
updates and changes as necessary to keep the University in compliance.  As Records & Information Manager, 
create, manage and direct the University of Minnesota's Records Management program.  Includes research, 
writing, editing, updating and publishing records retention schedules based on state and federal rules and 
regulations. Develop policies, procedures and guidelines to support records management. Provide advice and 
expertise on all areas of Records & Information Management, study how new technological advances affect the 
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University's information governance and compliance. Train University staff on records compliance and 
governance. Serve on University committees, task forces and affinity groups that work with records & 
information management and electronic records issues. Consult and assist University Archives staff to identify 
and preserve historical university information.  As privacy compliance partner, oversee operational compliance 
for privacy at the University, working with data owners to identify risk areas and ensure that appropriate 
safeguards are in place through monitoring and reporting; researching new laws and regulations to determine 
the impact on University processes and policies. 

 

The Records Manager will lead the Records Management outreach initiatives which may include providing 
individual instruction and assistance, creating marketing materials and communications, developing extensive 
and varied training materials and presentations, and organizing an annual conference geared towards educating 
Records Management Liaisons and other University faculty and staff in the proper handling and retention of 
electronic and paper University records.  Additionally, the Records Manager will work collaboratively with the 
University Archives staff to apply retention guidelines and principles to manage permanent records designations 
for official University records. 

 
Title:  College Records Manager Department: Library, Records Management Category: Exempt Reports to: 
Deputy Librarian of the College Level: PDL A   Date:  01/2007   
Position Purpose: To implement Dartmouth’s comprehensive, campus-wide records and information 
management program for both physical and electronic records; assuring cost-effective retention, accessibility 
and protection for the vital recorded information of the College. To provide leadership, training, guidance and 
technical assistance in regard to all aspects of the campus records management environment, and to speed 
adoption of Dartmouth’s institutional tools and policies for digital records management.   
Key Accountabilities:  Program Planning • Manages and develops the College records infrastructure for physical 
and digital records. • Monitors the record systems of the College, and guides departments in the application of 
improved methods, systems and technologies.  • Oversees the implementation of digital and automated records 
management technologies.  • Serves as advisor on document imaging, workflow processing, and document 
management systems.  • Collaborates with Computing Services and departmental personnel to insure Records 
Management issues (such as retention, disposition, and preservation) are adequately addressed in the design of 
campus information systems Education and Training • Provides education and training on records issues to the 
campus community.  • Trains College personnel in records management techniques. • Offers periodic seminars 
on all aspects of responsible record keeping, such as, records management in an office environment, using 
Records Management services, vital records identification and protection, disaster recovery, digital records 
management, and using RMS-On Line.  • Provides individualized training to offices as necessary. Program 
Management • Provides oversight to the College Records Center program, facility, staff, and operations. • 
Provides direct supervision to the Records Center Supervisor. • Implements policies and procedures to guide the 
Records Management program. • Designs, specifies, and/or implements systems for cataloging stored record 
material and daily information retrieval for College departments.  • Does long range planning for Records Center 
operations and designs the physical layout of the Records Center.  • Determines storage space and equipment 
needs and initiates appropriate procurement actions.  • Oversees maintenance and security of the facility.  • 
Compiles statistics on all aspects of the Records Management program. Records Management Standards • 
Works with department representatives and the College Records Management Policy Committee to develop 
documented standards for the transfer, storage, retention, disposition, and preservation of Dartmouth College 
records.  • Develops, maintains and publishes the College Records Management Web site.  Performs staff 
advisory visits to College departments.  • Insures that the disposition of information is in accordance with 
approved records retention schedules and policies. • Coordinates the destruction of confidential information 
campus-wide.  • Collaborates with the College Archivist, Records Custodians, and the Records Management 
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Policy Committee to identify records to be forwarded to the College Archives.  RMS Computer Support • Designs 
and configures the OnBase Records Management system for comprehensive information retention, retrieval and 
disposition.  • Designs and configures the OnBase Records Management system to handle request tracking, 
record accessioning, disposition management, and all other aspects of the Records Management operation.  • 
Specifies and maintains computer hardware and software for the local area network in the Records Center.  • 
Tracks and documents statistics on all aspects of Records Management operations. Staff Development • Hires, 
supervises, trains, and evaluates staff to meet changing department needs.  Performs other duties assigned.    
Position Requirements, Skills & Knowledge: Deep understanding of records management standards and 
practices. Extensive knowledge of business processes, workflows, and systems that create and maintain records. 
Strong interpersonal skills, and the ability to work with campus leadership and staff in promotion of the 
program. Leadership skills in guiding the campus community toward more efficient, effective, and compliant 
record keeping practices. Extensive knowledge of storage, filing and retrieval standards and technology for 
paper and digital records. Knowledge of forms, reports and reprographic program standards. Demonstrated 
training skills and writing ability. Commitment to diversity and to serving the needs of a diverse population.    
Experience: Five years of relevant experience in records management and information management. 
Demonstrated experience in running a records and information management program, ideally in a higher 
education environment. Demonstrated experience in running a Records Center operation, including circulation, 
storage, retention, and disposition. Demonstrated experience in managing a diverse staff. A strong background 
in digital records management; including experience in system design, document imaging, workflow processing, 
content management, disposition and preservation.   Education Bachelor’s degree or the equivalent. Certified 
Records Manager (CRM) required. Certified Document Imaging Architect (CDIA) and/or Masters of Information 
Technology (MIT) Certifications desirable. 

 
Plans, directs, and supervises records management operations for the entire university. Initiates, plans, 
estimates, and coordinates records requests from all university departments, units, associations, auditors, legal 
and other related entities. Performs professional work with a solid understanding of records management 
coordination, cost and time effectiveness, and general record keeping standards, laws, and directives. Provides 
resolutions to a diverse range of complex problems consistent with the role and goals of the unit and in 
accordance with management principles, applicable regulations, and university policies. Supervises lower-level 
professionals and paraprofessionals. Works independently within broadly defined work objectives and limited 
review of work results. Interprets, communicates, and implements policies and practices for differing needs of a 
diverse client population.  Creates and maintains a system for the records management operations in 
accordance with internal procedures and established policies.  Maintains an efficient and effective 
responsiveness to requests for client needs in accordance with sound management principles and operational 
objectives.  Conducts oneself with reliability and integrity in meeting quality standards for an assigned campus 
operation. Keeps staff trained and supervised to meet operational functions and processes and effective client 
services.  Performs regular preventive maintenance on interior and external facilities. Ensures that all Records 
Management services under BAS and Administration and Public Safety operate with “best practices”; 
responsible for management efficiency reviews, using process effectiveness; works closely with internal 
professionals and experts to accomplish such goals; works directly with the Executive Director of Business and 
Administrative Services as well as the Vise President of Administration and Public Safety, and other 
Administration and Public Safety departmental as needed;  Works closely with the University’s Archives, Internal 
Audit, Compliance, Office of the Secretary (OPRA requests) to assure compliance with the Universities policies 
and procedures in meeting these needs. 
 

JOB DESCRIPTION Secretary of State’s Office   Job Title:  Records Management Director   Department:  Record 
Services    Supervisor:  State Archivist Job Statement:  Exempt     Date:  Revised May 2016   General Function and 



96 
 

Scope of Responsibility:  The director is responsible for the State Records Management Program in the Records 
Management and Archives Service Division of the Office of the Missouri Secretary of State. While retaining 
responsibility for traditional records management systems and practices, the director guides the development of 
policies and practices relating to emerging technologies. The director represents the Secretary of State’s Office 
in its relations with state agencies and the general public by developing, planning, coordinating, implementing, 
and documenting all aspects of the records management program. This program includes: development of 
policies and guidelines; outreach, training, and public relations activities; surveys, scheduling, and consultations; 
and management of the records analyst, imaging, and record center units.    
Essential Job Functions:  Manages, implements, and administers the State Records Management Program.  Plans 
and recommends legislative initiatives relating to records management policies and procedures to ensure 
adequate and accessible records are maintained by state agencies.  Oversees professional and technical training 
for Records Management.  Oversees the development and coordination of training program pertaining to 
records management for state agencies.  Monitors technical developments that may affect record storage and 
retrieval functions and evaluates the impact of such developments on the Records Services Division and state 
agencies.  Directs the preparation and administration of the budget for Records Management.  Directs the 
preparation of correspondence, reports, procedures, guidelines, and other written materials.  Promotes the 
activities of the Records Services Division through speaking engagements and participation in professional 
organizations that are involved in records and information management.  Performs all other duties as assigned 
by State Archivist.    
Required Knowledge, Abilities, and Skills:  Knowledge of the concepts, methods, and techniques of records and 
information management.  Knowledge of the principles and practices involved with the collection and 
disposition of public records.  Knowledge of the concepts, methods, and techniques of project management, 
database management, and system development.  Ability to read, analyze, and interpret industry periodicals, 
professional journals, technical procedures, and government regulations.  Ability to effectively present 
information orally and in writing and to respond to questions from associates, state and local agencies, and the 
public.  Ability to establish and maintain effective working relationships with associates, state and local agencies, 
and the public.  Ability to identify and analyze needs, construct responsive program initiatives, and implement 
activities.  Ability to supervise, define tasks, make assignments, and evaluate follow-through of records 
management staff.  Familiarity with records management, document management, and electronic imaging 
products.    
Qualifications:  A master’s degree in business or public administration with emphasis in information systems, 
library science with emphasis in information systems, or a related field.  Progressively responsible work 
experience emphasizing paper, microfilm, and electronic records and information management knowledge.  
Thorough knowledge of records and information management theory and practice.  Certified Records Manager 
designation or the commitment to obtain such.  Demonstrated ability to independently set priorities and to 
carry out diverse assignments on a timely basis.  Strong interpersonal skills, including the ability to work 
collaboratively with others.  Demonstrated ability to plan and administer department budget.  Experience in a 
public records environment highly desirable.  A Missouri Driver’s License and the ability to travel statewide. 

 
Reporting to the University Archivist, the Records Manager will assist in the ongoing development and 
operations of university’s records management activities as part of Emory University Archives program within 
the Manuscript, Archives, and Rare Book Library. The Records Manager will manage development of records 
retention schedules, outreach activities to administrative and academic units, and methods for the acquisition 
and preservation of vital University records. The Records Manager has the responsibility of developing a deep 
understanding of issues of records management at Emory University in order to create records management 
services that benefit the institution as a whole and support of the mission of the Emory University Archives and 
Rose Library. The Records Manager will be responsible for providing information about University retention 
policies, legal compliance requirements, records keeping best practices, electronic and offsite storage solutions, 
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and other issues of records management to University offices and units. The Records Manager will maintain web 
content, including a discoverable database of University retention policies, as well as other outreach and 
informational content electronic or otherwise. The Records Manager will work with the University Archivist in 
informing records practices and policies on campus. The Records Manager will assist in the management of 
official University records within the Emory University Archives.   
A. Records Management Services (50%) 1. Provides consultations in interpreting and applying records retention 
policies to University offices. 2. Provides guidance and assistance to University offices in developing, 
implementing, and improving record keeping systems and practices, including the management and 
preservation of electronic records.  3. Works with the University Archivist to appraise University records in all 
formats for enduring value to the University.  4. Coordinates with University offices in transferring University 
records to the University Archives.  5. Coordinates with University offices in appropriately storing active records 
in electronic storage and with preferred vendors.  
6. Coordinates with University offices in ensuring appropriate disposition of records scheduled for secure 
destruction.  7. Develops and conducts a regular training and outreach program for the University community on 
records keeping best practices and retention policies   8. Maintains outreach and informational resources, 
including the University Records Management website.    
B. Records Management Program Development (25%) 1. Works with the University Archivist to set and 
implement policies governing the management of University records in both print and digital format. 
2. Strategizes with the University Archivist to document university activities on an enterprise scale.   
3. Coordinates University-wide records keeping systems and related policy development. 
4. Evaluates records keeping practices and systems to with respect to regulations, compliance, and best 
practices.  5. Responsible for tracking records management activities and reach for end-of-year reporting.  6. 
Reports periodically to the Office of Information Security on matters related to information security    
C. Archival Collection Management (20%) 1. Works with University Archivist to ensure archival University 
records are appropriately appraised, arranged, described, and made accessible per the Emory University 
Archives Access Policy.  2. Works with University Archivist to integrate records management policies, processes, 
and procedures within EUA, Rose Library, and LITS workflows. 3. Evaluates and selects tools to enhance EUA’s 
ability to ingest, accession, process, and preserve born-digital records.  4. Maintain descriptive metadata related 
to University records    
D. Campus Contributions & Professional/Scholarly Association Involvement & Activity (5%)  
1. Participates in library committees related to primary job assignment as appropriate. 2. Represents the library 
on university committees and task forces related to primary job assignment as requested. 
3. Serves on professional and scholarly association committees, task forces, work groups, and other entities at 
the local, state, regional, national, and international level as appropriate to position and area of expertise.  4. 
Participates in appropriate professional and scholarly associations and organizations including maintaining 
membership and/or accreditation; attending meetings, conferences, workshops; and serving in appointed or 
elected positions.  5. Presents on work-related topics and research at professional and scholarly conferences, 
symposia, and workshops. Publishes on work-related topics and research in professional and scholarly 
publications.  6. Maintains up-to-date professional knowledge and skills in areas related to primary job 
assignment as well as maintaining general knowledge of current trends in higher education, academic libraries, 
and information and educational technology. 

 
Responsibilities include: • Plan, manage, and administer the university records management program in 
compliance with state and federal regulations. • Respond to inquiries from staff, administrators, and faculty 
regarding state retention and disposition schedules. • With the University Archivist, develop and implement 
policies and procedures for the collection and preservation of permanent university records in electronic 
formats. • Conduct outreach: meet proactively with staff, administrators, and faculty and create and maintain 
records management training materials. • Organize and preserve permanent university records; create 
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reference tools to enhance access to these materials. • Create and maintain records in ArchivesSpace to provide 
access to and physical control of permanent and non-permanent records. • Responsible for organization of off-
site warehouse space housing non-permanent university records, including the pulling, filing, and shelving of 
boxes. • Provide reference services for collections in all Archives and Special Collections units and participate in 
instruction and outreach activities. • Represent the University of Louisville on state-level committees, including 
the University Archives and Records Committee. 

 
1. Responsible for working collaboratively with Risk Management, Internal Audit, and similar offices within the 
University on records compliance, in particular by taking a leadership role in the development, application, and 
revision of University records policies and retention schedules.    2. Lead the Records Management outreach 
initiatives which may include providing individual instruction and assistance, creating marketing materials and 
communications, developing extensive and varied training materials and presentations, and organizing an 
annual conference geared towards educating Records Management Liaisons and other University faculty and 
staff in the proper handling and retention of electronic and paper University records.    3. Work collaboratively 
with the University Archives staff to apply retention guidelines and principles to manage permanent records 
designations for official University records.  4. Work in collaboration with the University Archivist and staff 
serving Records Management functions, including the Inactive Records Center.   5. Preside over the Records 
Management Advisory Committee.  6. Serve on several University-wide committees and task forces, and may at 
times provide supervision to project staff, students and interns. 
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Q65 - Please provide a URL or link to your records management policy. 

http://spg.umich.edu/policy/601.08 
 

http://leadership.oregonstate.edu/sites/leadership.oregonstate.edu/files/policies/records_retention_2015-
07-06.pdf 
 

http://archives.msu.edu/records/policies.php?records_policies 
 

http://www.azlibrary.gov/arm/policies 
 

http://www.ecu.edu/cs-lib/recordsmanagement/generalschedule.cfm 
 

https://www.calstate.edu/recordsretention/ 
 

http://www.ucop.edu/information-technology-services/policies/records-management-policies.html 
 

http://recordsmgmt.siu.edu/administration-and-consulting/index.html 
 

https://www.uc.edu/content/dam/uc/trustees/docs/rules_10/10-43-10.pdf 
 

http://www.policies.emory.edu/5.21 
 

http://www.dbs.umd.edu/records_forms/schedule/ 
 

http://uvapolicy.virginia.edu/policy/IRM-017 
 

http://legal.uncc.edu/policies/up-605.3 
 

https://library.osu.edu/projects-initiatives/osu-records-management/ 
 

http://legal.uncc.edu/policies/up-605.3 
 

http://www.purdue.edu/policies/records.html 
 

http://www.library.wisc.edu/archives/records-management/program-overview/ 
 

http://policy.umn.edu/operations/recordretention 
 

http://lgdata.s3-website-us-east-.amazonaws.com/docs/1593/469898/RM_policy_final_May2012.pdf 
 

https://www.libraries.psu.edu/psul/speccolls/psua/records.html 
 

http://www.dartmouth.edu/~library/recmgmt/Access_Policy.html 
 

http://spg.umich.edu/policy/601.08
http://leadership.oregonstate.edu/sites/leadership.oregonstate.edu/files/policies/records_retention_2015-07-06.pdf
http://leadership.oregonstate.edu/sites/leadership.oregonstate.edu/files/policies/records_retention_2015-07-06.pdf
http://archives.msu.edu/records/policies.php?records_policies
http://www.azlibrary.gov/arm/policies
http://www.ecu.edu/cs-lib/recordsmanagement/generalschedule.cfm
https://www.calstate.edu/recordsretention/
http://www.ucop.edu/information-technology-services/policies/records-management-policies.html
http://recordsmgmt.siu.edu/administration-and-consulting/index.html
https://www.uc.edu/content/dam/uc/trustees/docs/rules_10/10-43-10.pdf
http://www.policies.emory.edu/5.21
http://www.dbs.umd.edu/records_forms/schedule/
http://uvapolicy.virginia.edu/policy/IRM-017
http://legal.uncc.edu/policies/up-605.3
https://library.osu.edu/projects-initiatives/osu-records-management/
http://legal.uncc.edu/policies/up-605.3
http://www.purdue.edu/policies/records.html
http://www.library.wisc.edu/archives/records-management/program-overview/
http://policy.umn.edu/operations/recordretention
http://lgdata.s3-website-us-east-.amazonaws.com/docs/1593/469898/RM_policy_final_May2012.pdf
https://www.libraries.psu.edu/psul/speccolls/psua/records.html
http://www.dartmouth.edu/~library/recmgmt/Access_Policy.html
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http://www.case.edu/its/archives/Records/RecordRetentionPolicy_2011-01-24.pdf 
 

http://policies.rutgers.edu/sites/policies/files/30.4.5%20current.pdf 
 

http://www.ferris.edu/HTMLS/administration/buspolletter/Bpl1006.pdf 
 

http://www.policy.vcu.edu/sites/default/files/Records%20%20Management.pdf 
 

https://guru.psu.edu/policies/AD35.html 
 

 

 

 

 

 

 

  

http://www.case.edu/its/archives/Records/RecordRetentionPolicy_2011-01-24.pdf
http://policies.rutgers.edu/sites/policies/files/30.4.5%20current.pdf
http://www.ferris.edu/HTMLS/administration/buspolletter/Bpl1006.pdf
http://www.policy.vcu.edu/sites/default/files/Records%20%20Management.pdf
https://guru.psu.edu/policies/AD35.html
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APPENDIX A – Big Ten Academic Alliance Campus Visits 

- University of Chicago, July 26 hosted by Daniel Meyer 

 

- University of Illinois, July 27 hosted by William Maher and Joanne  

 Kaczmarek 

 

- Indiana University, August 16 hosted by Dian Kellams 

 

- University of Iowa, September 15 hosted by David McCartney 

 

- University of Maryland, September 28 hosted by Ann Turkos and Daniel  

 Mack 

 

- University of Michigan, July 12 hosted by Aprille McKay and Nancy Bartlett 

 

- Michigan State University, July 13 hosted by Cynthia Ghering and Ed Busch 

 

- University of Minnesota, October 11 hosted by Erik Moore 

 

- University of Nebraska-Lincoln, September 13 hosted by Mary Ellen  

 Ducey 

 

- Northwestern University, July 28 hosted by Kevin Leonard 

-  

- Ohio State University, September 8 hosted by Tamar Chute and Daniel  

 Noonan 

 

- Purdue University, August 17 hosted by Sammie Morris 

 

- Rutgers University, September 27 hosted by Thomas Frusciano and  

 Stephen Dalina 

 

- University of Wisconsin-Madison, October 13 hosted by David Null and  

 Peg Eusch 
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