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Records management is…

Managing 
information. . . 

So that it 
may be 
efficiently
accessed. . .

By the 
people who 
need it . . .

Without 
undue 
burden of 
time or cost.
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Government transparency/accountabilityrecords management Efficient and effective management and control of the creation, maintenance, use, and disposal of records



Why records management matters

• Protect rights of 
citizens

• Improve efficiency

• Reduce risk of 
litigation

• Ensure compliance
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Safeguard vital information	have the records you need to conduct business, pass an audit, or respond to a subpoenaEnsure business continuity	can you find what you need when someone goes on vacation or retires?Support decision making	know why decisions were made in the past by referring to records such as minutesPreserve the corporate memory	document changes to the agency over timeControl the growth of records	avoid being unable to find records by destroying those that are eligible and focusing efforts on preserving those few that are permanent/long-term retentionIntegrate new record management technologies	be prepared for scanning projects or purchase of an electronic content management (ECM) system



36” x 58” = 

2088 sq. inches or 

14.5 sq. feet

14.5 sq. ft x 
$20/sf/month = 

18”

16”

24”

Office Systems Consultants, A Division of Webb Inc. 

$290.00 
a month
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If you have filing cabinets full of records…A filing cabinet requires 14.5 square feet of storageMust leave 2 feet of passable space per fire code, so you can’t fill the whole room upThat storage, times office rental costs of $20/square foot, means storing one filing cabinet in office costs $290.00/month	And good luck finding decent office space that goes for just $20/monthRecord destruction by the State Records Center costs $7/cubic foot (1 filing cabinet = 3 cubic feet so a one time cost of $21)Point: It’s cheaper to destroy non-records and records past due for destruction than it is to keep them



Why records management matters



Virginia Public Records Act

• Designate a records officer

• Establish and maintain a records 
management program

• Destroy records and report to LVA

COV § 42.1-76 et seq.
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Est. 1976Each state agency and political subdivision shall designate as many as appropriate, but at least one, records officer to serve as a liaison to the LVA for the purposes of implementing and overseeing a records management program, and coordinating legal disposition, including destruction, of obsolete records. Each agency shall establish and maintain an active, continuing program for the economical and efficient management of the records of such agency; ensuring that its public records are preserved, maintained, and accessible throughout their lifecycle, including converting and migrating electronic records as often as necessary so that information is not lost due to hardware, software, or media obsolescence or deterioration. No agency shall:  sell or give away public recordsdestroy or discard a public record unless (i) the record appears on an approved schedule, per § 42.1-82 and the record's retention period has expired; (ii) a certificate of records destruction, as designated by the Librarian of Virginia, has been properly completed and approved by the agency's designated records officer; and (iii) there is no litigation, audit, investigation, request for records pursuant to the Virginia Freedom of Information Act (§ 2.2-3700 et seq.), or renegotiation of the relevant records retention and disposition schedule pending at the expiration of the retention period for the applicable records series. After a record is destroyed or discarded, the agency shall forward the original certificate of records destruction to The Library of Virginia. 



What is a public record?
. . . documents a 

transaction or activity . . .

Regardless of physical form or 
characteristic . . .

. . . is produced, collected, 
received or retained in 
pursuance of law or in 
connection with the transaction 
of public business.

COV § 42.1-77
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Presentation Notes
 "Public record" or "record" means recorded information that documents a transaction or activity by or with any public officer, agency or employee of an agency. Regardless of physical form or characteristic, the recorded information is a public record if it is produced, collected, received or retained in pursuance of law or in connection with the transaction of public business. The medium upon which such information is recorded has no bearing on the determination of whether the recording is a public record. Includes paper, microfilm, electronic, photographic, audio, motion picture, or video recordings and placematsNote: Nothing about access – a public record is not necessary one that’s available to the public	ex: personnel records are public records but I can’t FOIA themRegardless of physical form – electronic records are public records and must be managed just like paper



What is not a record?

• Reference materials

• Administrative and personal 
correspondence

• Stationery, blank forms

• Copies
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Reference material – ex: handouts from presentationsPersonal correspondence – ex: let’s go to lunch e-mail; there’s donuts in the break room e-mail; can you pick up milk on your way home e-mailStationary/forms – become a record when you enter information into themCopies – ex: HR has the travel policy, everyone else gets a copy; you publish a brochure, keep one, destroy all the extras when outdatednonrecord Convenience, courtesy, or information-only copy of a record, such as a reading file or duplicate copies that are disposed of after use



What about my e-mail?

• Manage sent and received

• Public can request

• Accessible for full retention period
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Use an official signature – include your name, title, agency, and contact information. Treat your e-mail like it’s a business letter on company letterhead.Retain final e-mail in a thread instead of multiple back and forth e-mails. If an e-mail included an attachment, resend it to yourself with the final e-mail or save it to your network drive. That attachment is part of the e-mail/record.Use a useful subject line and change the subject as needed. It’s easier to find your e-mail later when you don’t have 200 e-mails with a subject line of “How was your weekend?”Don’t put something in an e-mail that you wouldn’t want to see in tomorrow’s newspaper / Proofread for tone. How would this read to someone outside the agency?
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Can also find the RM-3 and Records Locator Inventory Forms on this page



This image cannot currently be displayed.
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If you created it, it’s almost always a recordIf you receive it, becomes a record when you add it/change it/work from itThings from outside your agency should be considered records because you may have the only copy in the agencyRecord doesn’t mean permanent – look to the retention schedule to determine how long you keep something once you’ve determined it’s a record



Classifying records

Record Series
Related documents normally 

filed together

General Schedule
Common records created and maintained

by localities and state agencies

Specific Schedule
Records unique to an agency that reflects

its responsibilities
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Everyone uses General Schedules; two sets: one for localities and one for state agencies; available onlineOnly state agencies use Specific Schedules; available through our schedule management system, Infolinx, or by request to your agency records officerEach schedule is made up of a group of records seriesRecords Retention & Disposition Schedule Library of Virginia–approved timetable stating the length of time a record must be kept and its required disposition. records series Group of identical or related records that are normally filed together and document a particular function, transaction, or activity
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Retention Schedules for State AgenciesBoth General and SpecificRegularly review the schedules online and make sure you’re working from the most current versionDo not print schedules
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General Schedules for localitiesGrouped by function 	everyone uses first set	second set is general local departments	third set is human services specific	fourth set is the judiciary	fifth set is for public safety departmentsLink at top of the list to searchable database – use it!	look across all schedules by keywordRegularly review the schedules online and make sure you’re working from the most current versionDo not print schedules
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Learn to use the database search functionAudible video is quite helpfulStart with Series Title and then DescriptionSearch for word “money” returns 10 results……..”moneys” returns 2
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Results of a searchCheck the retention schedule link until all printed schedules have been updated.  Printed schedule trumps database
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Click the Drop-down box, type or scroll to the agency, click “Submit”
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Click the Drop-down box, type or scroll to the agency, click “Submit”
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Schedule cover page – first on every scheduleHas the title and schedule number in top right hand cornerSignature of state archivist and below that the approval dateThe most current version of a schedule is always available online – if you print the schedule, go back and check that your printed version has the same approval date as the online version before doing any destructionRead the 10 points on the cover page – they explain the “rules” of the scheduleBig one: No 8 – how to destroy confidential records



Series title

Series description

Series number

Retention and disposition statement

Schedule 
number & title
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This is the old schedule format. As schedules are updated to the new format (next slide), you’ll no longer see this formatschedule number Unique number assigned to identify an individual retention schedulerecords series Group of identical or related records that are normally filed together and document a particular function, transaction, or activityseries number Number assigned to designate a specific records seriesretention period Length of time a record is held before disposal takes disposition Materials’ final destruction, permanent retention by creator, or transfer to an archives as determined by their appraisal on a retention schedule



Series title

Series description

Series number

Retention and cutoff event

Disposition

Schedule 
number & 
title
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New Infolinx schedule formatMain differences – retention and disposition are broken out into two separate columns; series that used to be “destroy in compliance with No. 8 on the schedule cover page” are now Confidential Destruction; series that used to be “then destroy” are now Non-confidential Destruction



Look out for…

• Confidential records

• Series not identified on a schedule

• Format versus content
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Confidentially destroy records that are “No. 8.” / “Confidential destruction.” If records do not fall into any series on any schedule, they can not be destroyed. Notify the Library of Virginia so a series can be created.Format doesn't matter, content does. There is no series for e-mail – that’s an electronic envelope. What’s the CONTENT of the e-mail?confidential record Records restricted from disclosure by statute, court order, or legally adopted rules and regulationsformat Media that serves as a carrier for information



Benefits of using the schedules

• Identify useful lifespan of records

• Assist in off-site storage decisions

• Save space and money
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Reduces space and equipment requirements and costsEnsures files are not prematurely destroyed but are not kept longer than they have valueIdentifies records with longer retention that can be moved to more economical storage space (paper: to a records center; electronic: to an offline table)Make decisions about reformatting – if you need to keep it long-term/permanent, how will you ensure the record is available/authentic over time if you scan it? What format will you scan to?
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Sample is available on WebsitePoint out CF v MB



Documenting destruction

Complete Approve Destroy Submit

• Complete 
Certificate of 
Records 
Destruction 
(RM-3 Form)

•Approving 
official signs

• Records 
officer signs

• Destroy 
records

• Person 
affirming 
destruction 
signs

• Mail 
original 
form to LVA

• Retain 
agency 
copy for 
three years
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RM-3 must be completed in full and typed, not hand writtenApproving official can be anyone, RO must be someone who’s submitted the RM-25 to LVAKeep copy of RM-3 in houses for 3 years – if someone asks for a record you’ve destroyed, you can produce the RM-3 as evidence of it’s disposalLVA keeps original for 50 yearsCertificate of Records Destruction (RM-3 Form) Library of Virginia form that documents that public records were destroyed properly and in accordance with the Virginia Public Records Act
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Don’t be a headline!Records that are not destroyed according to their retention schedule are subject to discovery during litigation, investigations, and Freedom of Information Act (FOIA) requests. If you have it, you must produce it.Completing the RM-3 protects you against allegations that you improperly destroyed records. Without the form, you can’t prove something is gone as opposed to lost or being kept from a requester.Destroying records that aren’t yet eligible opens you to legal problems in the event of a subpoena or audit.



Contact

All forms and schedules, as well as additional 
resources, available at:

www.lva.virginia.gov/agencies/records

For specific questions, contact your 
designated Records Officer, and then 

your assigned LVA 
Records Management Analyst



Thanks for all you do!

Chad Owen
Records Management 
Coordinator
Library of Virginia
chad.owen@lva.virginia.gov
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