
The Role of The Role of DCRDCR’’ss Records Records 
Management Analyst: Management Analyst: 

Assisting State and Local OfficialsAssisting State and Local Officials

North Carolina Department of Cultural ResourcesNorth Carolina Department of Cultural Resources
Archives and Records SectionArchives and Records Section
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The LawThe Law

NCGS 121NCGS 121
Archives and History ActArchives and History Act

NCGS 132NCGS 132
Public Records LawPublic Records Law

http://www.ncdcr.gov/default.asp


Records ManagementRecords Management



 

“…“…the application of efficient and the application of efficient and 
economical management methods [for] economical management methods [for] 
the creation, utilization, maintenance, the creation, utilization, maintenance, 
retention, preservation, and disposal of retention, preservation, and disposal of 
official recordsofficial records…”…”

G.SG.S. 132. 132--8.18.1



Records Management AnalystsRecords Management Analysts



 

Analysts are assigned to either state agencies or local governmeAnalysts are assigned to either state agencies or local governmental entities ntal entities 
due to the unique records management issues of each group.due to the unique records management issues of each group.



 

State Agency UnitState Agency Unit


 

Ron Leach, SupervisorRon Leach, Supervisor


 

Al HargroveAl Hargrove


 

vacantvacant


 

State Records CenterState Records Center


 

Laura HenseyLaura Hensey


 

Local Records UnitLocal Records Unit


 

Tom VincentTom Vincent


 

Lisa Lisa CoombesCoombes


 

Jason WoolfJason Woolf


 

Electronic Records BranchElectronic Records Branch


 

Kelly EubankKelly Eubank



Role of a Records AnalystRole of a Records Analyst



 

Coordinate the preparation of new, updated, or Coordinate the preparation of new, updated, or 
amended records retention and disposition schedules amended records retention and disposition schedules 
for state and local agencies, including state supported for state and local agencies, including state supported 
universities.universities.



 

Consult with state and local agencies on a variety of Consult with state and local agencies on a variety of 
records management and public records topicsrecords management and public records topics



 

Provide records management training through inProvide records management training through in-- 
house and onsite workshops, including management house and onsite workshops, including management 
of public records, scanning, micrographics, of public records, scanning, micrographics, 
management of electronic records, as well as custom management of electronic records, as well as custom 
workshopsworkshops



Role of a Records AnalystRole of a Records Analyst

Local Analysts:Local Analysts:


 

Arrange the microfilming of permanently Arrange the microfilming of permanently 
valuable records, including: minutes of local valuable records, including: minutes of local 
governing boards and tax scrolls.governing boards and tax scrolls.



 

Arrange the transfer of permanently valuable Arrange the transfer of permanently valuable 
records to the State Archives.records to the State Archives.



Records Analyst: Developing Records Analyst: Developing 
Retention and Disposition SchedulesRetention and Disposition Schedules



 

State Agency Retention and Disposition SchedulesState Agency Retention and Disposition Schedules


 

General ScheduleGeneral Schedule


 

Program Retention Schedules Program Retention Schedules 


 

Local Retention and Disposition SchedulesLocal Retention and Disposition Schedules


 

Records commonly found in local governmental offices, and Records commonly found in local governmental offices, and 
gives an assessment of their value by indicating when (and gives an assessment of their value by indicating when (and 
if) those records should be destroyed.  if) those records should be destroyed.  



 

In FY 2010In FY 2010--2011, analysts completed 1,088 schedule items2011, analysts completed 1,088 schedule items

Records may not be destroyed by agencies without a Records may not be destroyed by agencies without a 
current retention and disposition schedule.current retention and disposition schedule.

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 Schedules on Program Retention Schedules on 
the Webthe Web



 

It is the responsibility of each state agency to have a records It is the responsibility of each state agency to have a records 
retention and disposition schedule in place, to keep it up to daretention and disposition schedule in place, to keep it up to date, te, 
and to notify the Government Records Branch of any changes and to notify the Government Records Branch of any changes 
affectingaffecting the schedule.the schedule.

Presenter
Presentation Notes
Program Retention Schedules are available on our website.



Presenter
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. 





Presenter
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 ConsultantRecords Analyst as Consultant

Consult with state and local agencies on a variety of Consult with state and local agencies on a variety of 
records management and public records topics, records management and public records topics, 
including:including:



 

File ManagementFile Management


 

Electronic Records IssuesElectronic Records Issues


 

EE--Mail ManagementMail Management


 

MetadataMetadata


 

Scanning Public RecordsScanning Public Records
In FY 2010In FY 2010--2011, analysts visited 218 agencies and 2011, analysts visited 218 agencies and 

corresponded with 2,661 state and local officials via corresponded with 2,661 state and local officials via 
ee--mail and/or phonemail and/or phone



Scanning Public RecordsScanning Public Records



 

Agencies may scan any recordAgencies may scan any record


 

Scanning is not requiredScanning is not required


 

Balance cost and benefitBalance cost and benefit


 

NonNon--permanent records may be destroyed after permanent records may be destroyed after 
scanningscanning


 

Electronic Records PolicyElectronic Records Policy


 

SelfSelf--Warranty formWarranty form


 

Request for Destruction of Records Duplicated by Request for Destruction of Records Duplicated by 
Electronic Means formElectronic Means form



PublicationsPublications



 

Best Practices for Digital PreservationBest Practices for Digital Preservation


 

Best Practices for File NamingBest Practices for File Naming


 

Data Transfer GuidelinesData Transfer Guidelines


 

Digital Imaging Systems GuidelinesDigital Imaging Systems Guidelines


 

HumanHuman--Readable Preservation DuplicatesReadable Preservation Duplicates


 

Metadata as a Public Record in North Carolina: Best Practices Metadata as a Public Record in North Carolina: Best Practices 
Guidelines for Its Retention and DispositionGuidelines for Its Retention and Disposition



 

North Carolina Guidelines for Managing Public Records Produced North Carolina Guidelines for Managing Public Records Produced 
by Information Technology Systemsby Information Technology Systems



 

Public Database Indexing GuidelinesPublic Database Indexing Guidelines


 

Recommended Digital File FormatsRecommended Digital File Formats


 

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



PublicationsPublications



 

EE--Mail ManagementMail Management


 

EE--mail as a Public Record in North Carolina: A Policy mail as a Public Record in North Carolina: A Policy 
for Its Retention and Dispositionfor Its Retention and Disposition



 

Guidelines for EGuidelines for E--Mail as a Public Record in North Mail as a Public Record in North 
Carolina: Tips and Tricks for Using Microsoft Carolina: Tips and Tricks for Using Microsoft 
Exchange Software to Manage EExchange Software to Manage E--mailmail



 

Website ManagementWebsite Management


 

Best Practices for Social Media Usage in North Best Practices for Social Media Usage in North 
CarolinaCarolina



 

Website GuidelinesWebsite Guidelines



Records Analyst as EducatorRecords Analyst as Educator



 

Provide records management training Provide records management training 
through inthrough in--house and onsite workshops, house and onsite workshops, 
and online tutorialsand online tutorials



 

In FY 2010In FY 2010--2011, analysts delivered 117 2011, analysts delivered 117 
workshops throughout NC with 3,067 workshops throughout NC with 3,067 
attendeesattendees



WorkshopsWorkshops



 

Introduction to Managing Public RecordsIntroduction to Managing Public Records


 

From Filing Cabinet to Desktop PC: Organizing Your From Filing Cabinet to Desktop PC: Organizing Your 
Paper and Electronic FilesPaper and Electronic Files



 

The Digital Divide Also Multiplies: Managing EThe Digital Divide Also Multiplies: Managing E--mailmail


 

Managing Electronic Records: Recognizing Perils and Managing Electronic Records: Recognizing Perils and 
Avoiding PitfallsAvoiding Pitfalls



 

Scanning Public Records: Laying the GroundworkScanning Public Records: Laying the Groundwork


 

Managing Your Inbox: EManaging Your Inbox: E--mail as a Public Recordmail as a Public Record



Online TutorialsOnline Tutorials



 

Online tutorials are available on our website Online tutorials are available on our website 


 

Managing Your Inbox: EManaging Your Inbox: E--mail as a Public Recordmail as a Public Record--


 

Managing Electronic Public Records: Recognizing Managing Electronic Public Records: Recognizing 
Perils and Avoiding Pitfalls Perils and Avoiding Pitfalls 



 

Managing Public Records for Local Government Managing Public Records for Local Government 
Agencies Agencies 



 

Managing Public Records for State AgenciesManaging Public Records for State Agencies


 

Social Networking Websites for State Agencies   Social Networking Websites for State Agencies   



Records Management WebsiteRecords Management Website



Contact InformationContact Information
Department of Cultural ResourcesDepartment of Cultural Resources 

Government Records BranchGovernment Records Branch

Mailing AddressMailing Address Street AddressStreet Address
4615 Mail Service Center       215 N. Blount St.4615 Mail Service Center       215 N. Blount St. 
Raleigh, NC 27699Raleigh, NC 27699--46154615 Raleigh, NC 27601Raleigh, NC 27601

Phone:Phone: (919) 807(919) 807--73507350 Fax:Fax: (919) 715(919) 715--36273627
Courier:Courier: 5151--8181--2020

GRB website:  GRB website:  http://http://www.records.ncdcr.govwww.records.ncdcr.gov//
General Assembly website:  General Assembly website:  http://http://ncga.state.nc.usncga.state.nc.us//
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