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Records Management

= the application of efficient: and
economical management methoeds; [[ior]
the creation, Uitlization, mantenance,
[etention;, pPresenvation), and dispesal of

official records...”
‘

G.S. 132-6.1



Records Vianagement Analysts

Analysts are assigned to either state agencies or local governmental entities
due to the unigue records management ISSUes eii each group.

State Agency: Unii

= Ron|lLeach, Superviser
x Al Hargrove

= Vacant

State Records Center

u [Laurer Hensey

Lecal Records Unit

s [Tom Vincent

m [isa Coembes

a Jason Woolf
Electronic Records Branch
n Kelly Eubank




Role of a Records Analyst

x Coordinate the preparatien ofi AIew, Upeaatead, or
amenaded records, retention and dispesition schedules
o) state anad lecal agencies, Icluding state supported
URIVErsIties.

s Consult with state andl lecal agencies on a vanety: of
records management and puklic records topics

s Provide recerds management traiing threugh in-
NOUSE and onsite Woerksheps,, Including management
Off puUblIC records; scanning, MIcrographics,
management of electrenic records; as Well as, custeom
WOorkshops



Role of a Records Analyst

Lecal Analysts:

x Arrange the microfiliming eif permanently:
Valuiakle records, Including: minutes of local
goVEmING beards: and! tax scrolls.

s Arrange the transier of permanently: valtable
fecerds to the State Archives.



Records Analyst: Developing
Retention and Dispesition Schedules

State' Agency: Retention; anadl Dispesition Schedules E‘
s General Schedule S
= Programi Retention Schedules a ‘é
Locall Retention and! Dispesitien Schedules

x Records commoeniy foundinilecall governmental offices, and
gIVES an| assessment of thelf value By indicating When (and
i) thiese records sheuld e destroyed.

I EY. 2000-201.1, analysts completed 1,088! schedule items

[Recoras 1may Aot be aestroyead ny.agenclies Witiiout a
current retention ana arsposition screaule.


Presenter
Presentation Notes


An effective records management program requires an inventory of records maintained by an agency and the identification of existing retention schedules or the establishment of new retention schedules that can be applied to those records. Retention schedules identify agency records and establish minimum periods of time for which the records must be retained based on the records’ administrative, fiscal, legal, and historical values. 



Once the minimum retention has been met, disposition of the records is recommended. Disposition may be by physical destruction, transfer to another agency or, in the case of electronic records, erasure. State agency records appraised by Division staff as having long-term historical value can be transferred to the State Archives. 



A Records Retention Schedule is a list of each "record series" (type of record) and any electronic records systems maintained by an agency, along with instructions for the retention and disposition of each. 

 

A record series is simply a single document (e.g. deeds), or, a group of documents filed and maintained as a unit because they serve a common purpose or function and can be evaluated as a unit for retention purposes (i.e. Personnel File). 



General Schedule applies to all State Agencies: 

Lists common types of records (record series) found in  government offices

Provide instructions for the retention and disposition of the records series

Identify confidential or restricted records

With two exceptions, no transfers to the SRC

Official version on Government Records Branch website   www.records.ncdcr.gov



Program Retention Schedules:

Since not all records found in State Agency offices are common records most agencies will need a program retention schedule



It is possible that the records listed on a Program Records Schedule may be transferred to the State Records Center, where they may either be destroyed or transferred to the permanent custody of the Archives.












Program) Retention Scheau/es o
e len

(175 tIe esporsIoNiy, Ol eacl state Agency/ 1o, iave. 4 Iecords
relennon) ana. a/sposition. ScreauleN pIace, o Keep. /i Up. o) dale,
ana. e oy e GoVeriment Recoras Brarcli ol any.clanges
affecting e screagulé;

State Agency Search

Please Select One or More Agency Levels. ;

' Department of Environment and Matural Resources ﬁ“
ih:“'"tant Secretary for Matural Resources ﬁ|

E_S: it Agem:y Level 3 ﬁ|

Select Ag_EEy Level 4 ﬁ|

: Select thE‘,’ Level & ﬁ| >

You May Also Search for Keywords in Selected Data Fields.
Separate keywords with a comma. Select AND for all the words in your List
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Program Retention Schedules are available on our website.


DEPARTMENT OF JUSTICE
STATE BUREAU OF INVESTIGATHIN
FROFESSIONAL STANDARDS DIVISHON
FINANCIAL CRIMES INVESTIGATION UNIT

Program Records Resenton and Dispositicn Schedula

The Program Records Retenfion and Disposiion Schedule and retentian periods
; () e renards senes lisbed herein are hereby approved In accordance with the
of Chaptars 121 and 132 ofthe Genarsl Stetuies of Morth Carolng, it is
that the reconds of the

FINANICIAL CRIMES INVESTHGATION UNIT

do not and will not have futher official use or value for administrative, research, or
reference puposes after the respective retention periods specified hergin. The N.GC.
Depatment of Cultural Resources congents o the destrucion or other disposition of
Iheea records in accordance with the retention and disposition nstreclions specified in

adula. However, records subject to audit or those legally required for ongoing
official procesdings must be retaned wntil released from such audits or official
proceadings. notwithstandng the instructions of this scheduls.  Public records
including electronic records not listed in this schedule or in the General Scheduie
for State Agency Records are not authorized to be destrayed. The

FINANICIAL CRIMES INVESTIGATION UNIT

afress (o destray, transfer or dispose of reconds in the mammer and & the times

Math@aniel MeLean, Chief Records Officer
State Buresu of Irvestigation

AL
Financial Crimes Iy

!

L
Drand Brook, Ciracoar
Divigian af Historical Resaurces

.-"’H
“ £ AN { aall s
Lind Carlisle, Sacratary
Deparrmar af Jus Departrient of Cultural Resources

Api 30, 2009 *——___b., \HE
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Presentation Notes
A valid records schedule contains the following:



A signature page signed by the head of your agency, the head of your office, the CRO for your agency and the secretary of the Department of Cultural Resources.



A unique item number and title for each series.



A description of each item and the types of records that may be found in that item.  If the item contains electronic records or microfilm, that will be noted here.  And any confidentiality citations are a part of the description.



The disposition instructions tell you how long to keep the records and what to do with them – keep them permanently, destroy them, or transfer them to the SRC for eventual destruction or transfer to the Archives.  If the records may be required for audit or legal reasons, that would be noted here.



The analyst assigned to your agency will come to your office and help you create your schedule.  As you are the creators and users of the records for your office, we seek your input on the appropriate length of time the records need to be kept. After your schedule has been written it is then reviewed by the Electronic Records Archivist in our office to determine if electronic records issues need to be addressed and by other Archivists in our office to ensure that any records with historical or enduring value are to be transferred to the custody of the Archives. 






DEFARTMENT OF JUSTICE

STATE BUREAL OF INVESTIGATION
PROFESSIONAL STANDARDS Divisios
FIMANCIAL CRIME INVESTIGATIONS UsIT

ITEM 48246. SPECIAL FUNDS ACCOUNT FILE. Referenca coples of racords
concaming district office administration of special funds for purchases. of
narcotics, paymanis to informants, and cther authorized purposes. File includes
raferenoe copies of special fund monthly reparts, receipts, vouchers, and ather
related records. (Comply with applicable pravissans of G5 132-1.4 regarding
canfidantislity of criminal investigations and criminal inteligence information. }

CHEPOSITION INSTRUCTIONS. Destroy in ofice alter 3 years.

ITEM 48247, INVESTIGATIVE CASES FILE. Records concarning each district affios

imvestigation conducted by district agents. Flle includes original and reference
of initial reports, investgative reports, polygreph examinatons (Fomm

114), labaratory reports, and ofher related records. Case numbers, locafion af
offense, dates of affense lype af crime, documentation an investigative activilies,
and other related data are entered into the Case Records Management Saction,
Investigative Cases Database [Electronic) File (lbern 38124). (Files are grouped
rumerically by year in which case was opened.) (Comply wilh applicaile
provisions of G5, 132-1.4 regarding confidentialiy of criminal investigatons and
criminal intalligence infarmation and the Health Insurance Portability and
Accountability At of 1906 (HIPAK))

DISPOSITION INGSTRUGTIONS: Transfer reference copy ta Financial Grimes
Closed Cases File (lbern 48253) when case i dosed. Transfer original 1o the
Case Records Management Sealion, Invesbigalive Cases File (llem 2425)
Irmmediataly.

ITEM 4E248. INTELLIGEMNCE FILE. Mamoranda and repaorts in paper and electronic
forrnats cancarming achual or potential ciminal matiers. File includes
photographs, informant infarmation, and other related records, Information is
submitied 1o and recsived fram the Ineligence and Technical Senices Section,
and other inbelligence sources. (Gomply with applcable provisiors of G5, 132-
1.4 ragarding confidentiality of criminal mvessigations. and criminal intelligence
irfarmalian

DHSPOSITION INSTRUCTIONS: Destroy n office papar and electronic records
when reference value ends

ITEM 48245, DAILY REPORT PRINTOUTS FILE. Printouts in papar and elactronic
farmats of daily reports that summarize information concaming inwestigations of
special interest received from various State Bureau of Investigation units.
[Comply with applicable provisions ef 5.5, 132-1.4 regarding configentiality of
criminal investigations and criminal inbelligenca information.)

DISPOSITION INSTRUCTIOMNS: Destroy in office paper and electranic records
wihen referance value ands.
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Presentation Notes
Record Series Title: A brief phrase summarizing the form, function and/or subject of the records without using agency jargon or abbreviations is recommended.  For example, Communication Services Use Tax Returns is more meaningful records series title than Form DR-700019; and Highway Planning Maps would be more meaningful record series title than Road Files.



Description: The description of the record series identifies the record series’ purpose and function with regard to the agency’s operations.  Indicates how the record series is used, shy it was created and the types of information or subject matter the records contain.



Retention: 



Minimum retention periods

Agencies may elect to retain records longer

But:

Increased expense 

Potentially adverse legal consequences




Records Analyst as Consultant

Consult withr staté; and local agencies; on a Variety: of
[ECOrds management and public records; topics,
ncluding:

x Elle Vianagement

s Electronic Records Issues

a E-Vall-Management

x Vetadata

m Scanning Publici Records

I EY: 2010-2011, analysts visited 218 agencies anad
correspoenaded with 2,661 state and locall officials Via
e-mail and/or phoene



Scanning Public Records

AGERCIEs; may: scan any. record
Scanning Is not reguirea
Balance cost and henefit

NeR-pPEermanent records; may. e destroyead: aiter
Scanning

s Electronic RecordstPolicy.
x Seli=\Warranty: form

a Reqguest fior Destruction ofi Records: Duplicated by
Electronic Means form



Publications

Best Practices for Digitall Presernvation
Best Practices for Eile Naming

Data Transiier Guidelines

Digital Imaging Systens) Guidelines
Human-Readahle Preservaten Duplicates

Metadata as a Public Record in North Carelina: Best Practices
Guidelines fier Its Retention; and Dispesition

Northr Carolina Guidelines for Managing Public Recerds Produced
by Infermation Tlechnelegy Systems

Pulklic Datahase: Indexing Guidelines
Recommended Digital EilerEormats

Security Backup Files' as Pullic' Records in North: Carolina:
Guidelines for Recycling, Destruction, Erasure, and Re-Use of
Security Backup Files

ol ]



Publications

E=Mail VManagement

s E-mailfas a Public Recerd 1 North Carelina: A Policy.
fier Its, Retention; andl Disposition

s Guidelines;for E-Mailfas a Public Recerd 1n INorth
Caroelina: Tips and Trcks for Using Microsofit
Exchiange Sefitware ter Manage E-malil

Website Management

a Best Practices for Social Meadia Usage: inr Nerth
Carolina

n \Website Guidelines



Recorads Analyst as Educator

Provide recerds management training
through In-lheuse: and ensite Wolkshoeps,

and online tuterials

I BEY:201.0-2011, analysts delivered 117
WOIrKsShops througheut NC with: 3,067

attendees {/9/\‘
2



Workshops

Intreduction; te: Vianaging Puklic REcoras

Erem Eiling) Cabinet tor Desktep PC: Organizing| Yeur
Paper andl Electrenic Elles

The Digital Divide Alser Multiplies: Managing, E-mail

Managing Electronic Records: Recognizing Perls and
Avolding| Ritralls

Scanning Public Recerds: Laying the Greundwork
Managing Your Inbex: E-mail as'a Public Recerd



Online Tutorials

Online tuterals are avaianie on eur Welhsite
x Vianaging Yourlnbex: E-mailfas a Public Record:

a Managing Electrenic Public Recerds: Recognizing
Perils and Avoiding Pitfialls

x Vianaging Pulklic Recends for Locall Gevernment
Agencies

s Managing Public Records for State Agencies
x Soclal Networking| Wehsites fol State AGERCIES



Records Management \Webhsite

Government Records Branch of North Carolina

Links
Home
About Us

County and Municipal Records

Electranic Records

Forms

Guidelines for Public Records
Imaging Unit

Staff Directory

State Agency Records
University Records
Workshops

Site Map

Search

Mailing Address

Government Records Branch
4615 Mail Service Center
Raleigh, NC 27699-4615

Physical Location

215 N. Blount Street, Raleigh, N.C.
Phone: (919) 807-7350

Fax (910) 715-3627

Courier: 51-81-20

Home

The Government Records Branch is part of the Archives and Records Section, North Carolina
Division of Historical Resources.

The primary mission of the Government Records Branch is to provide and administer records
management services to state government agenci ocal government agencies, and state-
supported institutions of higher education in North Carolina in accordance with General
Statutes 121 and 132 and the mandate provided in these laws for the preservation of the
historical record of this state. (For links to other Public Record Laws, visit our Guidelines
page.)

Online Tutorials

Managing Your Inbox: E-mail as a Public Record

Managing Electronic Public Records: Recognizing Perils and Avoiding Pitfalls
Managing Public Records for Local Government Agencies

Managing Public Records for State Agenc

Social Networking Websites for State Agencie

What's New

Plan to attend the conference: "From Theory to Practice: Acc and Preserving Electronic Records and Digital Materials" November 3-4,
2011 at the McKimmon Center in Raleigh. Click here to view the flyer (PDF).
Search the Government Records website!
Announcing the North Carolina Digital Collections, joint project of the Archives and Records Section and the State Library. Read more
here...
Metadata as a Public Record in Morth Carolina: Best Practices Guidelines for Its Retention and Disposition (pdf)
New IPER classes available. See Intergovernmental Preparedness for Essential Records (IPER) 2011 (pdf) for more information about the
IPER project.
Two social media best practices guidelines are now available in PDF format: best practices for Local Government and State Agencies.

es for Social Media Usa " (pdf) is now available.




Contact Information

PDepartmenit off Cultural Reseurces
Governmenit Records Branch

Viailing Adaless
2645 Mail Service: Center
Raleigh, NC 27699-461.5

Phoene: (919) 80i7-7350
Courier: 51-81-20

GRB website:

Generall Assembly website:

Street Address
215 N. Blount St.
Raleigh, NC 27601

Fax: (919) 715-3627
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