Eaiim Managing the Information Management Lifecycle

Rules of the Game

To meet the increasingly complex legal, regulatory, and
operational requirements, organisations need to improve how
they manage their business records that are created in the

The IT Team

The IT Director must be aware of the IT implications for the
long-term management and preservation of electronic records.
His or her IT Team are the “mechanics” for the records

The Business Managers The End User

Most records will be created from documents created, or
processes executed, by end-users. The declaration of a
document as a record should be part of the normal process.

Putting Together a Winning Team Records Managers

Records are the “corporate memory” of your organisation and
Records Managers help to protect and preserve that memory.
They are instrumental in designing and developing all the

The middle strata of business managers in your organisation,
including legal and compliance experts need to understand the
business benefits to be gained from having accurate, reliable,

Given the radically different nature of electronic records, you need to have a team
approach for ERM (Electronic Records Management). You will need to have active
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of intellectual property). For many organisations, the race is now on to reduce their

organisation and legal requirements.

risk exposure by regaining control of their corporate records.
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What is a Record?

A record is evidence of a business decision or
action that needs to be preserved in its current
state. Importantly, a record can take almost any
form including emails, instant messages, text files,
voice mails, paper, invoices, employee records, a
website, a collaborative team space, reports, and
even maps, rocks, or other physical samples.
Many of these records start as a normal document,
potentially already managed within a Document
Management system. The total collection of
corporate records constitutes the organisation’s
memory. Records are retained according to their
administrative, financial, legal, operational, or
historical values. Many different laws, regulations,
standards, and business practices include
requirements about how records are retained.

Organisations must comply with the record-
keeping requirements defined by regulators, their
industry, by legal precedents and the actual
business needs. The retention requirements for
records vary significantly from one type, or
category, of record to another. Keeping records
accessible and preserved over long periods of time
is a challenging area for electronic records
management.

Pre-Game Checklist

Review your readiness with the following questions:
1. Do you manage electronic records across your
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A further change in the traditional process is that records filing can no longer be consigned to a dedicated clerical function. All
information workers need to be empowered to decide if a document or email should be declared as a record and where that

should be kept in the Record Management System. Of course, the user can be assisted by tools to make this possible and to
assist with classification. Once we have that record we can start to manage it across its lifecycle. Those documents that
don’t make it to records status need to be cleared out, otherwise they will reside in the organisation for ever, presenting
potential legal risk as well as consuming digital storage space.

A record is not just entered in the system, but needs to be managed throughout its life. Probably the most important time
will be when the record is indexed or in other words given metadata - data that allows the system and users to see what
kind of record it is, what it is about, and other pieces of information that are crucial to identify, find and manage it.
Probably the most important type of metadata is that which allows you to find the record again, since it is of no use to

Managing the Information Lifecycle

Records are not something new. They have always been a necessary and required
aspect of business. However, the arrival of the digital age has raised some unique issues.
The volume of information being created and circulated has exploded. Within this deluge of
documents, messages and agreements are items whose importance might require them to be raised to the
level of a record. Once raised to this state, they need to be preserved for an appropriate period of time, and then
disposed of. Traditionally, these records would be created and stored on paper. Now they are almost certain to be created
electronically, and increasingly they are being stored electronically for their lifetime. In addition, there is little point in preserving a
record if it cannot subsequently be found if at some point it needs to be referenced.

Business

Records management is an ongoing process, not a
project.

Records management is the discipline of defining and
applying business rules related to the creation, protection,
retrieval, and disposition of an organisation’s records over
time.

Effective electronic records management requires the
collaboration and integration of business,
legal/compliance, records management, and technology
functions within an organisation. If you aren’t managing
your organisation’s digital records, you need to

“T-off" with your electronic records management today.

Elements of a Winning
Electronic Records
Management Process

Common goals.

Board level sponsorship.

Work as a team.

Integration into the normal work process.

Clearly defined roles and responsibilities.

Clearly defined benefits and benefits realisation plan.
Effective change management, including training.
Patience and perseverance.

Learning from failures and celebrating victories.

Collaboration between business, Records Managers and
IT stakeholders.

Legislation and Standards

General:

Data Protection Act 2003,

Disability Discrimination Act 2005

Many National Privacy Laws & UN Resolutions
Many National and Local Civil Procedures, such as:
» Canada's Rules of Civil Procedure

* UK’s Practice Directive to U.K. Civil Procedures

* US's Federal Rules of Civil Procedures

Many National Admissibility of Electronic records as
evidence standards, such as:

 BS 10008

 Canada's Electronic Records as Documentary Evidence

Good practice:

Find, Control, and Optimize
Your Information
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throw a record into a black hole. Other types of metadata are also important, for example who will be allowed to see the

e BSI BIP0008: Code of Practice for Legal Admissibility and

www.oituk.com

organisation in a consistent manner?
2. Are electronic records included in your
organisation’s records retention schedules?
3. Does your organisation’s litigation hold system
include electronic records?
Does your organisation have a plan and budget for

Evidential Weight of Information Stored Electronically.
e BSIBIP0018: Code of Practice: Information Management
Systems: Building Systems fit for Audit

record and what can they do with it, where is it stored and for how long do we need to keep it?.

Even though storing the record is important, it is just as important to recognise the fact that a record does not need to be kept
forever in an organisation but at one point will leave it again as well. This can mean that the record gets disposed of by [ ]
transfer to eg, to The National Archive, or to an aquiring company. Public sector: s

e Public Records Acts of 1958 and 1967

&

;ngaﬁﬂg g‘g‘l? feCOf;jS that need to be preserved \\\ The management of the company record is not a one time action but a process that will manage all of the records o The Freedom of Information Act 2000 and the Lord
for more than 5 years? over their lifecycle. g i
5. Have funding and resource levels for records \\ Chancellor's Code of Practice on Records Management. INTERNATIONAL

e Environmental Information Regulations 2005.

e e-Government Interoperability Framework (e-GIF) version
6, specifically e-Government Metadata Standards
(e-GMS).

The National Archives Requirements for Electronic Record
Management Systems (2002).

management in your organisation kept pace with the \

exponential growth in the type, number, and of \\

electronic records?

Is there a forum for records management, legal, and

IS/IT to collaborate and cooperate on records

management initiatives?

Are business units held accountable for compliance

with records management policies and procedures?

Is the declaration of records part of normal business

processes?

9. Is your record management process aligned with
your document management process?

www.sala-international.co.uk
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Sector-specific, eg:
e Regulations from Financial Services Authority (MiFID, v

©

TCF), Health and Safety Executive (COSH).

Standards:
o MoReg2: Model Requirements Specification for the Records
Management of Electronic Records - www.moreg2.eu Management

e SO 17799 / BS7799 Information Security Management

o SO 15489 Information and Documentation: Records
Management

e 1SO 23081 Information and documentation - Records
management processes - Metadata for records

e ISO 9001: 2000 Quality management systems:
Requirements.

e BS/ISO Standards are available at: www.bsiglobal.com

If you answer “No” to any of these questions, then you
will need to re appraise your current records
management arrangements

\ — - = www.vanguardfilebank.co.uk
<& Regulation Enforcement
Electronic Records Management Issues

Today, almost all business records are created - and most spend their entire lives - electronically. Failure to manage electronic records and physical records in accordance with established
records management policies and procedures is to turn a blind eye to potential risk. Here is an overview of records management issues that can leave you stranded in a bunker if ignored.

1. Compliance

Government and businesses need to
meet the record retention requirements
specified by the law and by regulatory
authorities. For further information
Download our compliance poster -
http://www.aiim.org.uk/posters

2. Email

Email is just another format. Because emails
contain so much business information today -
decisions, discussions, customer
communication, etc. - emails have to be
managed as part of an electronic records
management initiative. Putting emails on
backup media is not records management.
Should an email on backup media exist, it is
discoverable in the courts - regardless of
whether it “should” have been disposed of.
For more information about managing emails
download our “Email - Manage the flood"
poster - www.aiim.org.uk/posters

3. Discovery

If your company is involved in litigation, an
effective records management environment can
ease discovery pains and costs. Records that
are properly classified and protected can be
retrieved and produced efficiently and
effectively. Search functionality will allow you to
find responsive records and filter out those that
are not relevant or are privileged. Audit trails
will be required to demonstrate that protection
controls were in place and properly enforced
for record retention and disposition.

4. Disaster Recovery

Records are the “corporate memory” and some
of them will be critical to your business in the
recovery phase in the event of a disaster. For
most records, best practice stipulates that
backup copies of electronic records must be
stored, preferably in a separate geographical
location, for recovery after a disaster.

5. Enforcement

The records management policy, which defines
the organisation’s position on the ownership and
care of business information, is a core component
of any RM system. But having a records
management policy without supporting authority,
infrastructure and compliance mechanisms simply
creates a liability. Records management policies
and retention schedules must include both
physical and electronic records. Procedures and
training must ensure that the RM process
produces and protects records that are accurate,
reliable, and trustworthy.

6. Risk Reduction

As records management programs focus less
on space reduction and more on content, risk
management becomes a driver for managing
records for two main reasons

1) discovery requests from litigation can be
costly when electronic records, especially
email, are involved; and

2) the exponential increase in the volume of
records as business processes become more
complicated, organisations increase in size,
and the use of messaging and E2.0
technologies expands

7. Disposition

Electronic records management, when planned for
in conjunction with an organisation’s compliance
needs, often represents an opportunity to spring-
clean the house. Once policies, retention
schedules, and systems are updated and
integrated, it may be possible to clean up
repositories of hard and soft copy records that
have exceeded their required lifetime. Going
forward, organisations will retain only records that
have value. While users are most often supportive
of records management initiatives, compliance with
retention guidelines will depend on easy to use,
burden-free ERM systems and rules.

8. Ongoing Process

Records management is a process, not a
project. Changing regulations, evolving best
practices, new technologies, and a growing
body of knowledge about long-term digital
preservation mean that a records management
function must be sustained with sufficient
financial resources, executive support,
collaborative planning, and implementation,
and an infrastructure that integrates records
protection controls with robust content
management.

9. Education & Training

Too often overlooked, training is critical to the
success of a records management initiative.

While it is important that record creation be as
straightforward as possible, everyone in an
organisation must understand the central
importance records have for an organisation as
well as their role in the process.

Check out the AllM Electronic Records
Management certificate courses at:

www.aiim.org.uk/training
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Inforesight Limited s ]1
Foresight House, 12 Welcomes Road, Kenley CR8 5HD I @reSlg t
Tel: +44 (0)20 8645 0080 BRINGING FORESIGHT AND VISION
Contact: Marc Fresko, Director ToUTTTTT e
Email: info@inforesight.co.uk
Fax: +44 (0)20 8645 9835

It's not just knowing the answers - it's also about asking the right questions.

Inforesight Limited was established to provide top quality independent and impartial consultancy and advice on Information
Management. Founded by Marc Fresko, Inforesight has a team of consultants with unmatched experience and expertise.
Experience that allows us to know what questions to ask, and expertise that allows us to answer them with confidence

When it comes to consultancy in Electronic Records Management, Inforesight is the best. We may not be the only company
making this claim, but we think we're the best. Here’s why:

@ Independence: We are fully independent, with no commercial ties to any supplier of software or solutions. We only provide
consultancy, so we are totally impartial, and dedicated to providing the right advice.

@ Value for money: Inforesight is not encumbered by the overhead costs that go with large organisations, so our fees are highly
competitive — and public sector organisations can procure our services through an existing framework contract

® Leadership: We don't just follow industry best practice, we define it. Our people have taken leadership roles in defining many
of the key industry standards

® Ethics: In every assignment, all of our consultants are required to comply with both the Inforesight Ethics Standard and the
Code of Practice of the Chartered Management Institute.

Web: www.inforesight.co.uk
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OIT Ltd
13 Diamond Court, Opal Drive, Milton Keynes MK15 0DU

Tel: +44(0) 1908 677752
Contact: Pauline Green

Email: pauline.green@oituk.com
Fax: +44(0) 1908 679444

OITUK Ltd., specialises in providing C-Cube Electronic Document and Content Management & Workflow solutions, based on the
C-Cube software suite. Systems scale from small departmental applications to large enterprise-wide solutions and include: the
C-Cube Portal, Electronic Forms, Content Searching, and C-Cube Electronic Document & Records Management System
(EDRMS), offering specialised solutions, including:

@ Legal Compliance @ Invoice Capture and Authorisation e Health Records Management @ Local Authority Applications

® Law Enforcement Applications @ Human Resource Management @ Information Web Portals.

The key to all OITUK solutions is integration with the business to ensure that information is delivered on time and to the right
place. OITUK Ltd has provided integrated solutions over the last 15 years using the following underlying technologies:

® Document Management ® Workflow @ Web Portal & XML Integration @ COLD / Microfiche Integration

® Electronic Forms Processing @ Electronic Records Management e Collaboration Facilities

OITUK works with companies and organisations across the public and private sectors. Its clients including hospitals, local
authorities, law enforcement agencies and the private sector. The common theme running through all these customers is their
need for a robust, legislation compliant information management system, which acts as a hub for vital information which can be
accessed and archived at the touch of a button and deliver information to those who need it, when they need it. As a team of
talented programmers, developers and other IT Specialists, OITUK staff have a wealth of experience and market knowledge.

Web: www.oituk.com

Are you ready for
the future?

The workplace is evolving - soon we expect to see new office
technology replacing email as our main collaboration tool.

Social software is coming - it’s the next step in the evolution. It's not if, but wh
your organisation will implement Enterprise 2.0 and Web 2.0.

Risks are increasing - your organisation needs to control and manage information of
business and legal value. ECM, ERM, EMM and BPM will be a necessity to survive.

Prepare for the future by becoming an AlIM Practitioner, Specialist or Master!
- Join the 10,000 industry professionals that have been educated by AllM

AlIM Training Programs

Enhance your business and professional skills

I® aiilm

Find, Control, and Optimize

Your Information with training and educational programs from AlIM - the industry authority.

Kainos Software Ltd
4-6 Upper Crescent, Belfast BT7 1NT - Northern Ireland

Tel: +44 28 9057 1100 alnes
Contact: Brian Reid - Sales Director GB

Email: b.reid@kainos.com

Fax: +44 28 9057 1101

Kainos designs and implements Enterprise Content Management (ECM) solutions that help organisations manage content,
drive process efficiency and improve employee productivity. Our ECM solutions fall into four broad categories:

® Document and Records Management,

® Scanning and Workflow,

® Portals,

® Web Content Management.

Partnering with leading product vendors within each area, we deliver best-of-breed solutions that meet individual customer
needs. With over 20 years market presence, we have an excellent track record of success, working with the biggest
organisations in central and local government across Ireland and the UK, including: Audit Commission, Home Office, numerous
UK local authorities, and health trusts, as well as RTE and Dublin City Council

Our company was founded in 1986 and we are headquartered in Belfast with offices in Dublin, London and Gdansk. Kainos
employs over 260 consultants and we pride ourselves on the quality of people and our pragmatic approach which delivers real
business value.

Web: www.kainos.com

Sala International

Unit 2 Campfield Road, Shoeburyness, Essex SS3 9FL United Kingdom
Tel: 0845 301 3705

Contact: Ruth Gooda

Email: ruth.gooda@sala-international.co.uk

Fax: +44 (0) 1702 297 007

INTERNATIONAL

Sala International is a leader in records management. Over 200 public and private sector organisations trust the care and
management of over 3 billion documents to us and we currently manage over 25 million ‘live’ records.

Our comprehensive services include records management, scan on demand, archiving and storage, microfilm storage, live file
management and online file retrieval using our FARIO (File and Retrieve Information Online) system. We specialise in high
volumes - in fact, we deal with thousands of documents every day in a virtually seamless set of processes that have been
proven in ‘real world' customer scenarios

Organisations rely on our records management services to run their businesses and trust us to deliver documents - door to
door, or online. Whether an enterprise wants to outsource burdensome and costly paper, enhance paper-based business
processes, or retrieve vital documents online, we have the services and skilled personnel to help.

We take pride in providing the highest standards of customer service and care and work closely with our clients, on their
premises or offsite, to create and manage a rigorous records management policy and ensure complete security, scalability and
regulatory compliance.

We are active in a wide range of industry sectors, predominantly Financial Services, Public Sector, Healthcare and Retail. Visit
www.sala-international.co.uk for more information.

Web: www.sala-international.co.uk

Professional Development

ontrol, and Optimize
Your Information

AlIM Training & Educational Programs
Enhance your business and professional skills
with training and educational programs from AIIM - the industry authority.

AlIM Essentials
The AllM Essentials is a series of short online educational
programs designed 1o provide you with an unbiased focus
of specific topics relevant to today’s changing technological
and business landscape.

AllM Certificate Training Programs
In response to the world-wide need for better management
of business information, AllM has developed six certificate
programs to arm organisations with the knowledge and
education to find, control, and optimise their information

Evaluating SharePoint - Learn to assess whether, where,

u E i M ECM) - he
& m Enterprise Content Management (ECM) - Leam how to Evaluating SharePoint - L

take control of your information assets

Imaging & Recognition - Learn ways to improve your

€ m Erectronic Records Management (ERM) - Learn how o
scanning and recognition processes

take control of your electronic records

PDF/A - Leam best practices for preserving your

W Business Process Management (BPM) - Learn how to
9 (BPM) organisation’s digital documents using PDF/A

improve your business processes

W Information Organisation and Access (IOA) - Lean L Wzb C""‘:"‘ Mf‘\’/'va%eg‘e"‘ N ",ap”’ve your
how to optimise findability and enterprise search. understanding of Web Content Management
technologies.
W Enterprise 2.0 (E2.0) - Leam how o use Web 2.0 Dinital Aceet
technologies to improve collaboration and innovation W Digital Asset Management - Improve your
aor05s the onterpie understanding of Digital and Media Asset Management
technologies.
B Email Management (EMM) - Learn how to improve the

E-Discovery - Leamn ways to build a successful

control of corporate emails
e-discovery process.

aiim.org.uk/training

Vanguard Filebank Ltd
188 Westferry Road, London E14 3RYd

Tel: +44 (0)20 7515 6000

Contact: Javier Romero, Head of Account Management
Email: jromero@vanguardfilebank.co.uk

Fax: +44 (0)020 7515 6600

\/

Records
Management

Physical records will remain an essential part of records management for years to come for both regulatory and business
continuity reasons. Vanguard Filebank addresses that reality by providing the safest storage of physical records in the UK, with

fireproof and waterproof vaults in secured facilities.

To keep you working without interruption, Filebank have same-day or next-day delivery of records throughout Great Britain, with a
2 to 4 hour delivery service available in London and Manchester. An additional benefit to your business is reduced running
expenditure on office space and records management administration.

Filebank also provide scanning for even faster access to your information. Moreover we can work with your own experts,
consultants and software providers to become part of your overall records management solution

Filebank is a subsidiary of Vanguard Holdings Ltd., established in 1964.

Web: www.vanguardfilebank.co.uk
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The ERM Team: Action List for Success

Organisations should institute high standards of quality and accountability to manage their records, particularly
their electronic records. The following list of action items, grouped by business function, will get your company
on the right track.

Records Managers

Become a change agent for the improvement of the
process by which records, particularly electronic
records, are managed.

Promote awareness and education about best
practices in information and records lifecycle
management

Coordinate a periodic review of recordkeeping laws,
regulations, and standards to ensure that the records
management programme continues to meet
business and legal needs.

Senior Management

e Facilitate an annual review of retention schedules to
ensure that these schedules reflect current operating
conditions and known compliance requirements.

Recognise and address the many significant problems
that exist in how the organisations records are
currently managed by focusing on:

e Including electronic records in the records Legal D " t
management programme. egal Departmen
e Communicate promptly to records management

e Including electronic records (including email) in
regarding all legal records.

records retention schedules.
e Oversee the administration of a sustainable corporate

e Including electronic records in the records hold
system. records hold system.
e Establishing a programme to preserve older digital ® Acquire greater kn:_awledge and understanding of
records technology capabilities and business system
infrastructure issues.
e Determining whether current levels of management

support and funding for records management are
adequate to meet the organisation needs and
resolve any outstanding problems.

Information Systems/Technology

e Become fully informed about the records lifecycle
management concept and, in partnership with
records management, apply its principles to the
organisation of centrally managed business systems

Institute a coordinated cross-functional ERM team

approach to:

e |dentify recordkeeping issues, and develop action
plans to mitigate or eliminate risks.

e Proactively address the challenges of digital
preservation and plan for electronic records

e Develop/update an audit process by which migration
compliance with RM directives and ROl can be e Provide oversight for compliance of applications,
assessed and measured systems, and repositories to approved record
. retention requirements.
e Raise awareness among senior management on how

to support the records management program.

IiE AllM Records Management Roadmap

About AllM

Find, Control, and Optimize
four Information

AlIM s the community that provides education, research, and best practices to help organisations find, control, and optimise their information.

For over 60 years, AllM has been the leading non-prolfit organisation focused on helping users to understand the challenges associated with managing
documents, content, records, and business processes. AlM was founded in 1943 as the National Microfilm Association and later became the Association for
Information and Image Management. AllM is aiso known as the enterprise content management (ECM) association

Today, AllM is international in scope, independent, and implementation-focused. As the industry's intermediary, AllM represents the entire industry - including

users, suppliers, and the channel,

As a neutral and unbiased source of information, AllM serves the needs of its members and the industry through the following activities.

Market Education
AlIM provides events and information services that help users specify;
select, and deploy ECM solutions to solve organisational problems,

i gazine (p y AlIM E-DOC Magazine) -
AlIM's bi-monthly publication for over 37,000 subscribers. Each issue
contains intelligent articles, case studies, thought-provoking columns, and
essons-learned. An accompanying eNewsletter (Infonomics Weekly)
provides subscribers with information to help them do their job better
as well as the occasional dose of humor.

User Guides - Thousands of office walls have been plastered with
these graphic illustrations of ECM, Records Management, Compliance,
Email Management, and more.

AIIM Wednesday Webinars - Provide education on the key issues
and trends affecting the industry and typically attract over 500 registrants
per session direct from their desktop.

Information portals - Provide case studies and white papers, articles
and research studies focused on Green ECM, Compliance/Electronic
Records Management, SharePoint and ECM, Healthcare Information
Management, and Capture/Scanning/Recognition.

Professional Development
AlIM provides an educational roadmap for the industry.

Certificate Training Programs - Industry leading Certficate Training
Programs include Enterprise Content Management (ECM), Electronic
Records Management (ERM), Business Process Management (BPM),
Information Organisation & Access (IOA/Search), Enterprise 2.0 (E20),
and Email Management (EMM). Courses are available via the web or
classroom.

AlIM Essentials Courses - The AllM Essentials programs are short
online courses that are focused on very specific topics applicable to any
organisation, and are a perfect complement to the AllM Certificate

offerings. Courses include: Imaging and Recognition, Evaluating SharePoint,

Web Content Management, Digital Asset Management, eDiscovery, and
PDF/A.

AlIM Expo and Conference - The leading industry event for
Enterprise Content & Document Management, which encompasses all
the technologies that are used to capture, manage, share, and store
documents and digital content,

ECM Solutions Seminars - These free, educational seminars held in
cities throughout the U.S. and Canada, help educate business and

AlIM (US):
1100 Wayne Avenue, Suite 1100, Silver Spring, MD 20910,

ISA
Tel: 301-587-8202 / Toll-free: 800-477-2446 / Fax: 301-587-2711
Email: aim@aiim.org

rnment pt with information on the latest industry trends,
key business drivers, case study examples, solutions, and more,

Peer Networking

AlIM creates opportunities that allow users, suppliers, consitants, and
the channel to engage and connect with one another - through chapters,
networking groups, programs, partnerships, and the Web,

AlIM Chapters - A network of 34 chapters in North America
providing educational and networking opportunities at the local level for
AlM members.

Communities Groups of members and constituents form or become
their own communities. Visit AllM's business networking site at
wwwlnformationZen.org,

Industry Advocacy
AlIM acts as the voice of the ECM industry in key standards
organisations, with the media, and with government decision-makers,

Market Intelligence - Industry research reports provide intelligent
information about user trends and perceptions throughout the year on
such topics as: Enterprise Content Management, Email Management,
Collaboration and Enterprise 2.0, Findability, Electronic Records
Management, Capture, and Business Process Management.

AlIM Standards - AllM is an ANSI (American National Standards
Institute) accredited standards development organisation. AllM also holds
the Secretariat for the ISO (International Organisation for
Standardisation) committee focused on Information Management
Compliance issues, TCI71

Membership

Through year-round support, AllM offers several types of membership to
suit your needs, Select the one that's best for you, and become a
recognized leader in the ECM industry. Increase visibility for you
company, develop standards for the industry, get industry information
and research, and network with industry professionals and peers.

Professional Membership (for business and government
professionals using ECM products and services) Education, industry
research, toolkits, awards, committees, ROI calculators and discounts.

Trade and Advisory Trade Membership (for suppliers of ECM
products and services) Comprehensive market exposure and increased
visibility for your company, products, and services.

AlIM (Europe)

8 Canalside, Lowesmoor Wharf, Worcester WR1 2RR, UK
Tel: +44 (0) 1905 727600 / Fax: +44 (0) 1905 727609
Email: info@aiim.org.uk

the .
Information

Records are nol somelhing new. They have always been a necessary and
required aspect of business. However, the arrival of the digital age has raised
some unique issues. The volume of information being created and circulated
has exploded. Within this deluge of documents, messages and agreements are
items whose importance might require them to be raised to the level of a
record. Once raised to this state, they need to be preserved for an appropriate
period of time, and then disposed of. Traditionally, these records would be
created and stored on paper. Now they are almost certain to be created
electronically, and increasingly they are being stored electronically for their
lifetime. In addition, there is little point in preserving a record if it cannot
subsequently be found if at some point it needs to be referenced.

A further change in the traditional process is that records filing can no longer be
consigned to a dedicated clerical function. All information workers need to be
empowered to decide if a document or email should be declared as a record
and where that should be kept in the Record Management System. Of course,
the user can be assisted by tools to make this possible and to assist with
classification. Once we have that record we can start to manage it across its
lifecycle. Those documents that don’t make it to records status need to be
cleared out, otherwise they will reside in the organisation for ever, presenting
potential legal risk as well as consuming digital storage space.

Arecord is not just entered in the system, but needs to be managed throughout
its life. Probably the most important time will be when the record is indexed or in
other words given metadata - data that allows the system and users to see
what kind of record it is, what it is about, and other pieces of information that
are crucial to identify, find and manage it. Probably the most important type of
metadata is that which allows you to find the record again, since it is of no use
to throw a record into a black hole. Other types of metadata are also important,
for example who will be allowed to see the record and what can they do with it,
where is it stored and for how long do we need to keep it?.

Even though storing the record is important, it is just as important to recognise
the fact that a record does not need to be kept forever in an organisation but at
one point will leave it again as well. This can mean that the record gets
disposed of by transfer to eg, to The National Archive, or to an aquiring
company.

The management of the company record is not a one time action but a process
that will manage all of the records over their lifecycle.
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