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Sound familiar?

That s about paper, right? We send it all to the
Records Centre.

Government Records Office, Archives of Manitoba



Sound familiar?

My e-malil messages
and electronic files
aren t records. They
don t have to be
managed.
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Sound familiar?

Records management means you have to keep
everything. That s not practical!
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Sound familiar?

“Storage Is cheap and our information is backed
up. We'll just keep it all.”

Government Records Office, Archives of Manitoba



Sound familiar?

Records management? That s not in scope for
this project. We Il deal with that later.

Government Records Office, Archives of Manitoba



Sound familiar?

We re saving all the important documents in a
special place.

Government Records Office, Archives of Manitoba
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Records

What are they?

Records contain information that Is
needed for the day-to-day work of your
organization. Their primary purpose Is to
provide reliable evidence of, and
Information about, @ho, what, when, and
why&omething happened.
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Records

What are government records?

Government records are defined as
recorded information in any form, created
or received In the conduct of government
business and kept as evidence of activities
and transactions.

Yes, that includes electronic records (e-
mail)!
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Records

Why keep them?
To ensure that the organisation can:

refer to records of past transactions In
order to perform subsequent actions

produce evidence of financial or
contractual obligations, to avoid dispute or
protect against legal liability
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Records

Why keep them?

The records of government also help to:
protect individual rights and entitlements,
safeguard the public interest, and

contribute to the historical record of
citizens’ personal and collective
experience.
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Records

Why keep them?
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Records Management

What Is 1t?
Records management is the entire range
of functions involved In creating and
managing records throughout their life
cycle.

The term recordkeeping Is often used
Interchangeably with records
management.
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Records Management

RM includes:
creating / capturing adequate records;
maintaining them in trustworthy

recordkeeping systems for defined
retention periods;
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Records Management

enabling retrieval for use,

controlling access according to defined
rules;

disposing of records that are no longer
needed, according to formal retention and
disposition rules;
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Records Management

maintaining and providing information
about records holdings;

documenting recordkeeping practices and
actions.
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RM Fundamentals

All records from a business process
must be managed — not just a sub-set.
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RM Fundamentals

Records must be managed from the
point of creation, through active use
and final disposition — in other words,
throughout their life-cycle.
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RM Fundamentals

Records must remain accessible for as
long as they are required, with access
controlled according to defined rules
that reflect the regulatory environment
and organizational policies.
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RM Fundamentals

Recordkeeping Is a business
requirement, and must be integrated
Into business planning and processes.
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RM Fundamentals

The principles and practices are
embodied in the International

Standard on Records Management:
1ISO 15489.
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Records management? That s about paper,
right? We send it all to the Records Centre.
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No, It IS not just about paper!

Records in all formats must be managed
comprehensively
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New methods for electronic records to
achieve the same outcomes
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We re saving all the important documents in a
special place.
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All records have value (short-term or long-
term)

Records management is a means of
assessing the value of information to the
organization and determining how long
records need to be kepit.
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Records management means you have to keep
everything. That s not practical!
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RM is not about keeping everything.

Records should be destroyed when their
value has ended and many can be
destroyed fairly quickly.
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“Storage Is cheap and our information is backed
up. We'll just keep it all.”
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IT security back-up RM

Purchasing more and
more server space for
unmanaged records IS a
huge cost to government

Unmanaged records are
a corporate liability

More sophisticated
search engines are not a
silver bullet
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Records management? That s not in scope for
this project. We Il deal with that later.
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Records management must be ‘built in’ to
business transformation and system
design
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Electronic Records Management must be an
Integral part of any project or investment
proposal.

US National Association of State CIOs (NASCIO), 2007
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Conseguences of inadequate RM

Poor client service or disruption of service,

Inability to respond to questions from
senior executives or the public;

Media criticism:
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Conseguences of inadequate RM

Loss of public trust in government;

Extra costs because you cant find
records;

Legal action that can t be properly
prosecuted or defended,



Conseguences of inadequate RM

Threat to public health or safety;

Vulnerable citizens at risk.
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Why should you care?

Records management is good business
and your business

National Archives of Australia (2007)
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Why should you care?

Any freedom of information legislation is
only as good as the quality of the records
to which it provides access. Such rights
are of little use if reliable records are not
created In the first place, If they cannot be
found when needed or If the arrangements
for their eventual archiving or destruction
are inadequate.

Lord Chancellor s Code of Practice on the Management of Records
under Section 46 of the Freedom of Information Act 2000 — UK (2002)
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pre-electronic
recordkeeping

Imbedded In
business practice
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Current State

The assumption Is:
recordkeeping happens
IT will look after it
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Current State
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Current State
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Current State
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Current State

management accountability for recordkeeping
may not be understood
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Current State

recordkeeping culture is weak
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Closing the Gap

1. Senior management commitment
and support

Government Records Office, Archives of Manitoba



Closing the Gap

2. Records management policies

adopted and endorsed at highest
level

communicated throughout the
organization
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Closing the Gap

3. Records management roles and
responsiblilities assigned

Government Records Office, Archives of Manitoba



What on earth iIs records
management?



What on earth iIs records
management?

knowing what records are
understanding what they are used for
knowing how to make and keep them

knowing that we still need to get better at it
In the digital age

getting all this embedded In business
processes and practices

-- Chris Hurley

Government Records Office, Archives of Manitoba



All aboard!
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