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Writing a book is an adventure: it begins as an amusement, then it becomes a mistress, then a master, and finally a tyrant.  Winston Churchill


When I became an Assistant Clerk-Treasurer in 1984 for the Village of Los Lunas (population 3500), I had no idea what a clerk was, let alone the complex responsibilities of a statutorily appointed position. The vault in city hall contained many file cabinets, crammed with papers with little organizational arrangement.  If I needed to refer to any of these documents, I used a method of guessing to find it.  In the well house, there were more boxes of papers, but I never looked at them. Why should I?  My major priority was managing financial records, attending council and planning and zoning meetings, supervising the billing department and Section 8 department, and co-administration of elections held.  Is this a familiar story to you as a small community clerk?  It probably is for a lot of small town New Mexico clerks.  After three years, I left Los Lunas and was hired as Clerk-Treasurer of Artesia (population 10,000).  With a larger community, I had more responsibilities to manage.  Finance, utility billing, budget, payroll, risk management, human resources, minutes, attending council meetings and administrating the election every two years were my responsibilities in Artesia.  


I attended my first International Institute of Municipal Clerks (IIMC) conference in Ft. Worth, Texas in 1988.  I went to a workshop on Records Management and realized the most important clerk function was recording history of the municipality.  A records management program is critical for managing records.  After that workshop, I realized that I was ignoring an essential responsibility of being a municipal clerk.  Knowledge is power; therefore I began a long process of learning records management.  I attended IIMC workshops, read books and found information needed to set up a records program in Artesia.  I hired a new deputy clerk and sent her to training with the Association of Records Managers and Administrators, Inc. (ARMA XE "ARMA" ).  We shared information and worked toward getting the boxes, file cabinets and desks organized and useable.  It didn’t happen overnight.  It takes time to undo years of poor recordkeeping.  But then, you don’t eat an elephant all at once.  You can only do it one bite at a time.


In 1995, I moved to Las Cruces (population 75,000), and I continued my training on how to manage records.  I also began to present training programs in records management.  As with my previous position, Las Cruces had no records program.  I chose a staff member to assist, and sent her to numerous training programs given by ARMA, Association for Image and Information Management (AIIM XE "AIIM" ) and National Association of Government Archives and Records Administrators (NAGARA XE "NAGARA" ). 


Being City Clerk for Las Cruces has provided me the opportunity to learn and put into practice the models I learned.  Currently, the City of Las Cruces has an established Records Management Program.  While not all departments participate in the program, as each year passes, more and more departments find the benefits of managing the documents they receive and produce.  


As a candidate for a Masters Degree in Public Administration at New Mexico State University, I am required to complete an internship program or write a thesis.  I chose an internship.  This manual is the product of my internship.  In this manual is assembled all the information I have used for training and the execution of programs on records management over the past two decades.  I hope by creating this manual I can provide the information I have learned into one location for your use.  

Records Management for New Mexico Municipalities
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Chapter 1



Overview

Public Record


The most important thing you need to know to create or maintain a Records Management Program is what a public record is.  New Mexico State Statute defines a ‘public record’ as:   XE "Public Record" 
all documents, papers, letters, books, maps, tapes, photographs, recordings and other materials, regardless of physical form or characteristics, that are used, created, received, maintained or held by or on behalf of any public body and relate to public business, whether or not the records are required by law to be created or maintained (Section 14-2-6(E) NMSA 1978 as Amended).


The second most important thing you must know is the definition of a Non-Record. Non-Records are not required to be managed, and may be purged. The following specific types of materials are defined as ‘non-record’ and may be disposed of at the convenience of the agency when they have no more value or use to the agency.  

 New Mexico State Records and Archives describe a non-record as:

· Extra copies of correspondence and other documents preserved only for convenience of reference. 

· Blank forms, books, etc., which are outdated. 

· Materials neither made nor received in pursuance of statutory requirement nor in connection with the functional responsibility of the office/agency.

· Preliminary drafts of letters, reports, and memoranda which do represent
 significant basic steps in preparation of record documents.  

· Shorthand notes, steno tapes, mechanical recordings which have been transcribed, where noted on agency retention schedule.  

· Routing and other interdepartmental forms which do not add any significant material to the activity concerned.  

· Stocks of publications already sent to archives and processed documents preserved for supply purposes only.  

· Form and guide letters, sample letters, form paragraphs. 

· All other materials either related or received in pursuance of statutory requirements or in connection with the transaction of public business which belong to the office concerned are government property and not personal property of the officer or employees concerned (NMAC 1.15.3.101).


Any material not included in the Non-Record definition cannot be destroyed, given, or taken away, or sold without complying with all the statutory requirements specifically relating to public records.

Status of Records Management in New Mexico Municipalities


A survey done by the New Mexico Municipal League (NMML 2004) asked clerks how long they kept a summons, or any type of court service.  Eleven municipalities responded to the survey.  Their answers ranged from 3 years to permanent. Three (3) municipalities responded if the document was the original; keep it in the legal case file.  Five (5) municipalities preferred to keep them forever.  Three (3) municipalities keep this record less than 10 years.


Their answers may have been due to retention schedules adopted by their municipality.  It appears some municipalities are aware of these schedules and some aren’t. According to the Record Retention Schedule XE "Record Retention Schedule"  for Administrative Records, an original summons should be filed in a legal case file and retained for 10 years.  However, a copy of the summons can be kept in the clerk’s office and would be kept only one year for reference.    


The correct answer to the question depends on what standards a municipality has adopted (or not). Most municipalities in New Mexico have not adopted any standards. In a survey done of 102 New Mexico municipalities, only 30 responded they had established basic records policies. There is clearly a need for more municipalities to adopt and implement a records management system. This manual provides information necessary for establishing a policy or revising a current policy.  If your municipality has no policy on records management, how can you complete a ‘Request for Inspection of Public Record’ from a citizen?  By not completing a request, there is a legal liability to the municipality.  If you cannot find reports, how comprehensive is a management decision?  Is there space to file new records created?  



With this handbook, I hope to disseminate standards to New Mexico Municipal Clerks to help them manage their records properly.  Records management is practiced in municipal governments, state governments and the federal government.  This handbook presents some of the basic principles that are applicable to all levels of government.  I also offer some standards specifically for New Mexico, such as Records Center standards developed as protection from our high heat and low humidity.  Records retention schedules supplied in the appendices are published by New Mexico State Archives and Records XE "New Mexico State Archives and Records" .  In addition to record retention schedules, State Records also publishes standards for managing records in the New Mexico Administrative Code (NMAC).  Examples of standards found on their website (www.nmcpr.state.nm.us) are Management of Electronic Records (NMAC 1.13.3), Performance Guidelines for the Legal Acceptance of Public Records Produced by Information Technology Systems (NMAC 1.13.70), and Microphotography Systems, Microphotography Standards (NMAC 1.14.2). 


There is no state oversight on records management for municipalities. There are specific laws, codified in New Mexico Statutes, that
 pertain to custodian of records, inspection of public records and mismanagement of records. The records retention schedules published by New Mexico State Records are only a guide to municipalities.  New Mexico State Records and Archives has no authority over management of municipal records.  However, they are an indispensable resource and can provide important information to municipalities.  


As clerk, you are most likely the appointed custodian of record XE "custodian of record"  and need to understand what a record program involves.  Before beginning the management of records, you need to understand:

· What records do you have?

· Keeping unnecessary duplicate or convenience copies of records creates problems in using records.   

· Where you store records and for how long will place legal liability on your town.

· Some records are permanent and preservation is imperative for these documents.  

· There is a life cycle for your records.  You need to be conscious of creation and distribution of records.  By managing your records in their infancy, it makes it easier to manage as records mature.


I wish you Good Luck in setting up a records management program.  This handbook provides you with the tools (or the reference to find the tools) you will need to set up such a system.  You need to take these tools, and apply them to your municipality.  It isn’t an easy process to master, but it is fundamental to the position of municipal clerk.  Managing your community’s records, you provide your municipality with a valuable service that will have an affect to your community for many years.              [image: image1.jpg]



Chapter 2




Why you should have a Records Management Program


There are five rewards to have a Records Management Program; (1) Enhanced Public Trust; (2) Preservation of the History of Municipality; (3) Enhanced Customer Service; (4) Enhanced Efficiency; and (5) Providing Legal Protection.  

Public Trust


You should have a records management program because it is an integral component of your duties as municipal clerk.  A sound records management program encourages the development of Public Trust.  If citizens can request and receive information regarding the governance of their community, they are more likely to trust the government.  With good record keeping practices, it is easier to find documents for your citizens.  


H. G. (Houston Gwynne) Jones, who was State Archivist of North Carolina, Director of the North Carolina Department of Archives and History, and Curator of the North Carolina Collection at the University of North Carolina, summarized this best when he said:
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Public records are public property, owned by the people in the same sense that the citizens own their courthouse or town hall, sidewalks and streets, funds in the treasury.  They are held in trust for the citizens by custodians … Public records may not be sold, given away, destroyed, or alienated from custody except through an official act of the governing authority… As public property, public records may no more be altered, defaced, mutilated, or removed from custody than public funds may be embezzled or misappropriated…. records document the conduct of the public’s business – including the protection of rights, privileges, and property of individual citizens – they constitute a species of public property of a higher value than buildings, equipment and even money, all of which usually can be replaced by the simple resort to additional taxes (Jones 1980).

Public Trust Problems.   A resident requests a copy of an ordinance which was adopted in 1969.  You can’t find it.  Inspection of public record is a right of your citizens and the responsibility of your government.  If you cannot provide information requested, the people will believe you are hiding things from them.  Not protecting records, allowing them to be damaged or thrown away, is a violation of public trust.   


There are also penalties for mismanagement of public documents.  A number of years ago, a clerk from eastern New Mexico got caught up in a murky investment scheme.  One-sixth of the city budget disappeared.  The loss of millions of dollars did not result in criminal charges, but falsification of documents did.
History
 


The history of your municipality is preserved in its records.  Public records of the New Mexico territory are one of the oldest in the United States, over 400 years old.  Some communities have historical documents that predate statehood in 1912.  These are Territorial Records.  How a community lived and their concerns for public safety are recorded in public records.   


The importance of maintaining a public history was succinctly stated by Gaspar Perez de Villagra, in his 1610 HISTORIA de la NUEVA MEXICO, a first person account of the 1598 Oñate Expedition into New Mexico.  In the Prologue (Gilberto Espinosa Translation. New Mexico Historical Records Advisory Board 1998) he writes:

Through history those men are heroes whose deeds have been given proper recognition by the historian’s pen.  Others, whose lives are unrecorded, so far as posterity is concerned, did nothing; for of these our annals are silent and we know them not. 


Maybe, as a community, you don’t think you have any records of historical value to anyone.  How do you know, if you don’t know what documents you have?  Did a notable person live in your community (Billy the Kid)?  Was your community a closed community which developed a war weapon (Los Alamos)?  Was a member of your governing body a person who went on to higher office (Senator, Governor or Federal Judge)?  Are you creating history as the first woman or Hispanic clerk?   Records Management serves the cause of history by identifying and preserving important research records (Jones 1980).   Your present is tomorrow’s past.  By carefully maintaining current records you leave a legacy for future generations.  

History Problems.  Storage of documents is relegated to attics, basements, closets and well houses.  Dust, dirt, mold, mildew, insects and rodents destroy paper and the information they contain.  A plumbing leak flows to the basement, soaking and damaging records.  Instead of preservation of documents, there is usually wholesale destruction of the soggy mess.  Valuable historical and other research documents are often lost when damaged.  

Cost


The costs associated with a paper document management system are both direct (costs of purchasing storage equipment) and indirect (costs of space).  The Gartner Symposium ITXPO 2002 listed costs of relying on a paper based system for document management.  Their study found:

· Human resource costs of finding, manipulating, updating, sharing, publishing, creation, review, resolving file ambiguities, storage and distribution of paper, and inefficient archiving is up to eight hours per person per week.  

· To copy a document nine to eleven times costs $18.00.

· Filing a document costs $20.00.

· Mis-filing a document costs $120.


Other studies have shown that the cost of maintaining a standard five-drawer cabinet is $800.  Over three percent (3%) of all documents are misfiled even when using good Records Management (http://www.west2k.com/wpdocs/wandw5.htm).  


Arbeidsgemeinschaft fur wirtschaftliche Verwaltung (AWV) calculated benefits of using automated document management systems.  Their conclusions were:

· Savings to create and modify documents, 50% to 90%.

· Increase in productivity, 20% to 30%.

· Savings on document handling, 20% to 40%.

· Savings on desk space, 30% to 50%.

· Improvement in client satisfaction, 30% to 50%.


In the late 1990s there was an increase in document imaging systems.  As a result it has not been a priority to investigate the cost of a paper system.  However, as we all know the majority of municipal records still remain paper based.
Records Management saves money by discouraging the creation of records that really aren’t needed in the first place.  It cuts down on unnecessary copying and on overhead and expenditures on making those copies.  It reduces future costs by ensuring that expensive new equipment, such as microfilm cameras and computers are not purchased, cost avoidance.  You need to evaluate the purchase of these tools to determine if they will help you manage your information better.  They need to repay or justify their costs.  Managing records saves costly office space by removing inactive records XE "inactive records"  from busy, crowded offices where space is at a premium.  You send them to an inactive storage area which can ensure timely destruction of records that have met their legal retention (Jones 1980).

Cost Problems.   If you buy a new file cabinet, it costs money you don’t have.  There is no more room in the office to put another file cabinet.  A system deficient in principles of good record keeping creates problems.  Increased paperwork needs more space to store documents.    ZyLAB, a company specializing in automated information systems, states that 85% of all archived documents never leave the file cabinet (ZyLAB 2001).

Efficiency


A well run records management system is more efficient.  Records Management promotes good government by making it easier for administrators to locate and use information.  Information is needed to evaluate programs, guarantee administrative stability, and make informed policy decisions.  


Dr. Mark Langemo XE "Dr. Mark Langmo" , Certified Records Manager (CRM), is a professor at the University of North Dakota, with over 25 years experience as university professor of Records Management.  He has co-authored four records management books and published over 50 magazine and journal articles.  As he points out,
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 “If today’s sophisticated technology allows us to instantly find the exact locations of objects in space, planes in the air, and objects on earth, why is it so difficult in many offices to find a simple file?” (Langemo 1997).
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Efficiency Problems.  Not having an effective records management system can lead to a myriad of efficiency problems.  When a new supervisor is hired, office space is cleaned of stuff, including documents that are needed for decision making.   Filing cabinets are filled to capacity, with no room to add new file folders.  You are concerned with throwing out files because you might need them.  There is less time for delivery of services to taxpayers, when time is spent looking for documents in disorganized filing systems.  


You would like to microfilm or image records to reduce the volume, but don’t know which ones.  Microfilm XE "Microfilm"  and computers were thought to be the panacea to solve records problems.  However, without an established system in place, these new storage mediums are no better than a paper system.  These systems do not miraculously eliminate an inefficient retrieval system.  


Federal and State mandates, rules and regulations cause the creation of more documents than ever before.  More time and space are spent storing, retrieving, copying and distributing documents.  There has been an increase in paper as a result of the ‘paperless office’.  People keep documents and copies of the same document, just in case.  Just in case of what?  If the document was requested could you find it?  

Legal


Records Management protects government by recording government’s legal rights and responsibilities in contracts and agreements.  They should be secure, protected, well organized, and easily located.  The New Mexico state legislature passed legislation in the 1990s requiring agencies and municipalities to appoint a records custodian XE "records custodian" .  Legally, the municipality is the responsible unit of government for managing records.  Municipalities can use adopted policies and procedures as evidence in court proceedings.

Legal Problems.   There is legal liability for inadequate record keeping.  It is a fourth degree felony to destroy a public record without lawful authority.  While all branches of government create documents, only the legislative body has the authority to give permission to destroy those records.  


Still, there are communities where no one is in charge of records.  You place your municipality at legal risk by destroying records too soon, or holding them too long.  It is not the records you destroy legally and appropriately that cause you problems, it is the ones you keep or destroy without authority.  Ask Richard Nixon. 
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Political Elements of Records Management
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Records personnel must be humanists as well as technicians.  The person-to-person connection, the politics of records management, is fundamental to professional success.


Perhaps the most basic fact a local government records manager should realize is that they work in a political environment.  In this situation, the records manager may go through the thrill of victory or the agony of defeat, depending upon how they play the game.  You need to be energetic, positive, and pro-active to achieve a degree of self determination.  View your work as a campaign for ‘higher office’.  This chapter presents an outline for records management assertiveness, professionalism and influence in a political environment.

Construct a Strong Support Organization


A records manager needs a solid foundation of cooperation from staff and colleagues.  It is obviously to your advantage to create a network of partners in your municipality.  Records Managers are more successful if they create awareness of the value of their role.  Building a network of support within your municipality is crucial.  

Maintain a Hotline to the Chief Executive


One of the first steps you should take is to shorten the line of contact to the chief administrative officer, whether that is a mayor or a city manager.  Without this support, your campaign for effective records management will not be successful.  Do not permit your department to be compartmentalized away from senior management.

Improve the Way You are Seen


You must describe needs and achievements of your program to political leadership and administrators.  Involve yourself in the orientation of new council members.  Give council members a tour of facilities and storage areas.  Publish reports to the mayor and legislative body and to the chief administrator.  Make information and graphics in these reports impressive.


It is your responsibility to insure the records program is regarded by others as credible.  Does your records management team inspire confidence?  Do you readily receive approval for your efforts?  Many managers work carefully to gain proficiency in their team but are unsuccessful in obtaining recognition for their accomplishments.  An anonymous politician correctly observed, “It is not enough to be good, you must also look good.”


Whenever possible, help other staff members and insure your assistance is publicized.  Early in establishing your program, make a point of working with important offices (city manager), even if such action is not on your list of priorities.  Develop and complete high-profile, short term mini projects.  Using the least effort, look for maximum benefit while sustaining energy in your broad projects.


An understanding of records management by managers and politicians will produce support for your program.  For example, if you microfilm minutes of the governing body for security:

· Is each councilor aware of this progressive step and who did it?

· Did you make it clear that this action is an absolute safeguard of their records?

· Did you stress the significance of the minutes and importance to the member?


Although you must seek support of management, do not lose sight of rank and file employees and the value of their aid.  Their knowledge of their records is a valuable resource.  Make sure that key staff members know what you are doing and how it will benefit them.

Be Politic


It doesn’t hurt to be a people person.  A ‘mover and shaker’ shakes hands.  Many choices regarding budget and new programs are not the result of sensible consideration but simple popularity.  You should show self-confidence and tenacity.  Records management, like politics, is people centered.  It is interaction of individuals, not systems or ideas that achieves desired outcomes.  In records management, as in a political run for election, it may be critical to reject theory in favor of common sense.  Perceptive records managers recognize effective human relations can lead to professional success.


Something can be said for sitting on the fence.  Be neutral.  Be politic but not political.  Partnerships with other departments can be essential.  

Ways of SEQ CHAPTER \h \r 1 Gaining Political Support for a Successful Records XE "Successful Records Management"  Program


The following provides a set of steps you can undertake to gain the political support needed to implement a successful record management system.  For larger municipalities, you may need all the steps outlined in this list.  For a small municipality, this list may be beyond your capabilities and needs.  Regardless of the size of your municipality, this list is important to review. 

Secure an “Executive Sponsor”.  The most important is finding a sponsor for your work, whether that is a manager or mayor.  Work with the city administrator to establish an Information Systems and Records Management Committee to assess and manage your municipality’s information systems and records management program.  The sponsor needs to be someone in a management position, who can provide support necessary to make a records program possible.  You must report back to this individual on a regular basis giving status reports on the program.  

Work with Your Legislative Body.  The next step is to get support from your legislative body.  Write a resolution and have it adopted by the governing body formally establishing a records management program.  A sample resolution is included in Appendix A. 

Appoint or Hire a Records Manager XE "Records Manager" .  Lastly, in order of importance, every municipality needs a person or position who administers a records management program.  This appointment must be made by the governing body, by statute.    According to Section 3-13-3 NMSA 1978 as Amended, the clerk is responsible for maintaining the Ordinances, Resolutions and Minutes of a municipality.  Therefore, the municipal clerk is a typically appointed records manager.


Other ways to get support for a records management program include the following methods.  They are not priority methods, but additional ideas and measures to get your program established.  

Position the Records Management Program.   Determine the proper place in the municipality’s organizational chart for the records management program.  The program should be at a high management level on par with other department level positions.

Appoint Records Management Coordinators.  There should be one Records Coordinator in each unit (branches, divisions, departments) of the municipality.  These coordinators should be veteran administrative or clerical personnel who are interested in participating in the development of a quality records management program.  Coordinators must be effective liaisons between their units and the Records Manager.  The department director’s secretary is a good person to have as coordinator.  In smaller municipalities, it may be department directors themselves.

Establish a Records Management Committee.  This group should include the Records Coordinators from information technology, accounting, finance, legal, and each major municipal unit.  The appointed Records Manager should head the committee.  This committee meets when requested by the Records Manager. 
This is when a pyramid organization works best.  The Records Manager cannot be in all places at the same time.  Each Records Coordinator is responsible for the sections in their unit.  If there is a policy or procedure change, the Records Manager communicates change to the Records Coordinators who pass information to staff members who are closest to managing the records.  Conversely, if a problem exists at the front line level, it can be communicated through the Records Coordinator to the Records Manager for a solution.  

Actively use Outreach.  Genuinely and positively cultivate close working relationships with the municipality’s leaders and managers of all major municipal units.  Offer expertise and services of records management, and ask for their cooperation and assistance in integrating records management throughout the municipality.


Create at least two events annually to inform, orient, educate and continue to secure the support of senior management within the municipality.  Conducting an ‘Executive Briefing on Records Management’ every six months will provide opportunities for records management updates and to secure input on records management needs, objectives and priorities.  A report to management staff at a regular management meeting would suffice.  


Create at least two events annually to inform, orient, educate and continue to secure the support of office, secretarial, clerical and other support personnel within the municipality.  These are often the people whose work will be first affected by changes in records management policies, procedures and technologies.  These briefings on Records Management will provide opportunities for records management updates and to secure input related to records management needs, objectives and priorities.  


Create a periodic Records Management Newsletter XE "Newsletter"  as a tool for communicating about records management with people at all levels of the municipality.  Announcements of executive briefings, staff briefings, new legislation affecting the municipality, systems changes and other important records management related events can be disseminated through such a newsletter.  A semi-annual newsletter would fulfill the purpose of publicizing to management, staff and the public.  Appendix I shows a sample newsletter. 
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Evaluation of Present Systems

Evaluate your Present System


Establish a file and carefully document the status of current records management in the municipality.  Interview personnel at all levels about their vision of records management, their needs and priority of those needs. You must determine the costs of the present system.  Be as thorough as possible in documenting costs of the current records management situation. Later a comparison can be made to see what improvements have been made.  Take color slides or photographs to document the present systems.    

Evaluate File Housing Systems.  Starting with your most important units, make a list of all paper document filing systems within the municipality.  Then, unit by unit, rank those filing systems in order of importance to the central mission of the units, recognizing that some filing systems are more important than others.  Ordinances, resolutions and minutes are permanent records and vital to the mission of organizations.  These would be good record series to evaluate first.


Starting with the most important filing systems in the most important units, evaluate those filing systems to determine the current advantages, disadvantages, specific annual costs and impacts on users for each of the systems.  Satisfy yourself that you know the pros, cons, costs, and impacts on people of the filing systems as they presently exist.


Starting with the most important filing systems in the most important units, take steps to upgrade and improve them.  Most of today’s paper filing systems can be improved substantially through converting to shelf filing, color coding, computer indexing, bar coding and file tracking systems using new and emerging technologies.

Evaluate Forms Management.   Creation of documents is at times completed by filling out a form.  Most times, there are multiple forms, asking the same information. 


First, do forms collection, collecting two copies of each form that exists within the municipality, including forms currently in electronic formats.  

· Place a copy of each form in a loose leaf notebook for purposes to show municipal forms use. 

· Eliminate all outdated forms that are no longer in use.  In many municipalities, 20 to 40 percent of all forms identified in the forms collection can be eliminated immediately.  

· Next evaluate the forms being used.  Some forms can be combined, reducing the number of forms.  

· Once you have eliminated outdated forms and combined redundant ones, prioritize the remaining forms by volume of use. 

· Starting with the highest volume forms, evaluate the feasibility of converting paper document forms to electronic forms.  Most of today’s municipalities are not capitalizing on the potential of electronic forms.


Appoint a forms manager to manage the municipality’s forms.  In smaller municipalities this work may be integrated with and be a part of the records manager’s responsibilities.  In larger municipalities, there may be a full time forms manager or even a forms management department.  Forms management must be closely coordinated with and integrated into quality records management.

Evaluate Reports Management.  Using approaches similar to effective management of business forms do reports collections, eliminate unneeded reports, and develop recommended formats for repetitively generated reports.  Work with the records management committee and users to develop report systems, policies, procedures, and formats that will meet the reporting needs of the municipality.

Evaluate Workflow.    Start with an important municipal unit; work with records coordinators or unit leaders to analyze the high volume workflow routines.  Satisfy yourself that you as a records manager know what work in your municipality is devoted to customer service that requires almost instant access to records and information.  Records and information are the raw materials from which decisions are made and people are served.  Learn where improved records and information could be a basis for improved service to the people served by the municipality.


When rapid access of documents is essential, and especially if rapid and simultaneous access to the same documents is needed at two or more locations, then carefully evaluate whether paper filing systems will meet the needs or if there may be applications for electronic imaging systems.  Remember that user needs should have a major influence on determining what the mix of records media should be.

Evaluate Conversion to Other Media.
Work with the Records Management Committee in the various units of the municipality and users in units to determine where applications may exist for imaging systems (which can be magnetic-based, microfilm-based, or optical based systems).  

Adopt Retention Schedules

Secure governing body authority for adoption of Records Retention Schedules XE "Records Retention Schedule" .  This is the building block of a records management program.  You can contact New Mexico State Records and Archives for schedules relating to municipalities or see Appendices for a copy of retention schedules. (Appendices J, K, L, M, and N are schedules most used in municipalities).    


Record Retention Schedules are based on the New Mexico Administrative Code (NMAC) numbering system.  Each retention schedule contains statutory authority, definitions and instructions for use.  Each record series (see Glossary) is identified by an Item Number, description of the record series and a retention period.


Now that you have a general introduction to the schedules, you need to know how to use them.  One method is to find a record series that you use daily and highlight it in yellow.  This makes it easy to locate the relevant series in the retention schedule.  Another method is to maintain the schedules in electronic format.  By using the command for Find (Ctrl F) in word processing, put in a word to locate specific information, you can usually find the exact item number you are looking for.   


The municipality is responsible for management of Municipal Court Records.  Court records also require authorization from the governing body to destroy.   The governing body authorizes the creation of records that are used in municipal court; therefore, they are responsible for the destruction (Section 30-26-1 NMSA 1978 as Amended). 


As Records Manager, appointed by Council, you have the authority to change a retention period of a record series.  It is good practice to change to a longer period, instead of a shorter period.   There could be a legal requirement to maintain a record series for a minimum time period.  One record series that I have changed is Grievance and Complaint Files (1.15.7.127).  The retention schedules call for a one-year retention.  Because of complaints made under the Americans with Disability Act (ADA), complaints can be brought within three years of an occurrence.  The ADA Coordinator requested an extension of this record series.  The City Manager decided this series should be extended to seven years.  

File Purge 



 Now that the Retention Schedules are adopted and you are familiar with them, the next step is File Purge.

Conduct a File Purge.  After securing the approval of senior management, conduct a preliminary file purge XE "purge" , if possible, on city-wide scale.  The focus of this purge should be to clean out unneeded duplicate copies of records.  Remove non file items, such as supplies that should not be put into storage and retrieval systems.  When conducting a preliminary file purge in Artesia, the room used to store inactive record boxes also contained 41 stand ash trays, broken typewriters and office furniture.  After their removal, it was easier to see what records were there to do an inventory.  

Inventory


This is the step where you find out what records are in your files.  This step can be done in conjunction with a file purge.  However, you should not inventory when the files have not been purged.  Inventory without a purge only increases your work.  

Conduct an Inventory.  Working with the Records Management Committee, methodically complete a Records Inventory throughout the municipality (Appendix Q is an Inventory Form).   Take a look at the Record Inventory form:

· You will see Item Number.  If you are familiar with the Records Retention Schedules, this will be easy to locate.  

· Use the official Record Series Title.  

· Contents name the record as you call it in your municipality.  

· A simple way to complete an inventory is to fill in the top six boxes of the form, with consistent information, and make photocopies.  You only need to write in the Item Number, Record Series Title, and the Contents once.  

· Other boxes contain check lists.  

· When calculating cubic feet volume of the record, refer to the Cubic Foot Equivalency Chart (Appendix G). 


Coordinate your inventory XE "inventory"  with unit managers so that a comprehensive inventory is developed.  It is essential to list all records series contained in paper systems, magnetic media, optical media, microfilm and other records media.  Make sure you know what records exist and where they are in your municipality.   


 Work with records coordinators and users to carefully identify and then evaluate the adequacy of each unit’s current mix of records media.  Identify which records series and applications are currently on computer, on optical media, on microfilm, and in paper systems within those units.  The mix of media can be improved substantially within most municipalities, but that usually doesn’t happen until records management make identifying, evaluating, and improving the mix of media a priority.  Make sure that the records manager, records management committee, records coordinators, and users know:

· What records are on computer and what should be on computer?


· What records are on optical media and what should be on optical media?

· What records are on microfilm and what should be on microfilm?

· What records are on paper and what should be on paper?

Take Control of the Inactive Records XE "inactive records" .  During the inventory process determine where semi-active and especially inactive records and information are currently stored and managed.  Many municipalities have allowed messy, overcrowded, non-secure, disorganized inactive records systems to develop.  Inventory XE "inventory"  these inactive records; apply retention schedules to eliminate what can be scheduled for destruction. Either create an appropriate internal system for inactive records management or outsource the functions to a local commercial records center.

Policies and Procedures

Document Policies and Procedures.  Working with the Records Management Committee and users, create a Records Management Manual.  In small municipalities, a few pages within an administrative manual may be adequate.  In larger municipalities, the manual may need to be substantially longer.  


Include in the manuals, the authorizing records management resolution or policy statement approved by the governing body.  Include records retention schedules.    The manual will explain how records are managed and eventually eliminated in the normal course of business.  Develop the manual to be a definitive records management policy and procedures manual for staff members.  Make the manual extensive enough to protect the municipality from potential litigation.


The following are policies on records management. References are made in policies to resolutions adopted by the council and state statute.   By including reference to these legislative actions gives your policy credibility.  Included in the Appendices are copies of policies that have been adopted by the City of Las Cruces. These are not all inclusive policies and may or may not fill the needs of your municipality.  

· Basic Policies - 

· Custodian of Records Appointment (Appendix A).

· Inspection of Public Records XE "Inspection of Public Records"  (Appendix page B).

· Additional Policies and Procedures - 

· Micrographic Records Policies (Appendix C).

· Record Management Policies (Appendix D).

· Inactive Record Storage (Appendix E).

· Preservation of Public Record (Appendix F).

· ISO Standard 15489-1.

· ISO Standard 15489-2.

· Record Center Operations.


ISO standards and Record Center Operations are copyright materials and must be purchased.  The ISO standards can be purchased online at http://www.iso.org/iso/en/CatalogueListPage.CatalogueList. ISO Standard 15489-1  covers Benefits of Records Management, Policy and Responsibilities, Records Management Requirements, Record System Characteristics, Records Management Processes and Controls, Monitoring and Auditing and Training.  ISO Standard 15489-2   covers Guidelines to Information and Document Management.

If you are interested in a good ANSI technical report, ARMA publishes one on Records Center Operations.  Topics covered are selecting a facility, lighting, environmental controls, security, operation of a record center, and outsourcing the service.  This can be purchased from ARMA at the address at the end of this Chapter.  Additionally, there are ANSI Standards developed by Arizona State Archives (Appendix H).  

 SEQ CHAPTER \h \r 1Web Sites of Interest Records Management Policies XE "Records Management Policies" .  If you need records management policies to CYA (Cover Your Actions), go to GOOGLE search on the Internet. Using ‘Records Management Policies’ as a search phrase, you will get over 15 million hits.  No one can look at or use that many pieces of information.  Look at the first couple of pages of hits and see what type of information is available.  You will undoubtedly find www.arma.org, www.aa.gov.au, and www.nara.gov.  These are good sites for general policies, but not the only ones.  One size doesn’t fit all.   Find information that you can use in your municipality.  

Records Management Software



Select or develop and implement quality records management software within the municipality.  There is now an amazing array of well developed and tried and proved off-the-shelf records management software packages available for use in the smallest and largest of municipalities.  Multi-function software makes possible multi-field indexing of records stored on all potential media, computer based retention flagging and management, bar coded records for file tracking and management, active records systems management, inactive records XE "inactive records"  management, archives management, and a host of related functions.  Contact ARMA XE "ARMA"  International for the association’s booklet ‘Criteria for Developing or Evaluating Records Management Software’ and the association annually updated ‘Directory of Automated Records Management Systems’.  There is substantial potential in most municipalities to move toward more extensive computer based records management programs.

 Continuing Education in Records Management 


Today’s and tomorrow’s information and records management programs and systems will include computer records, electronic imaging systems, microfilm based records, paper documents, and other records.  These records must be managed if municipalities are to be successful, profitable, responsive to the people they are to serve, and be in legally defensible positions.  Accomplishing those objectives requires records managers and other information systems leaders with state of the art knowledge about the development and management of successful records management programs (Langemo 1997).

Professional Associations


It is important for Records Managers to join and participate in educational opportunities offered by professional associations.  Although it is beneficial to participate in all these organizations, financially it may not be possible.  Investigate the benefits of each and join at least one.  A number of national associations specialize in records and information management, issue publications, and hold workshops and meetings that may be of interest to local government records administrators.   Contact them and participate in their training programs.

International Institute of Municipal Clerks (IIMC) 
8331 Utica Avenue, Suite 200
Rancho Cucamonga, CA 91730
(909) 944-4162 

Fax: (909) 944-8545 
E-mail: Hq@iimc.com
 

Association of Records Managers and Administrators (ARMA) XE "ARMA"  International
13725 W. 109th Street, Suite 101
Lenexa, KS 66215
913.341.3808
800.422.2762
Fax 913.341.3742
hq@arma.org
Association for Image and Information Management (AIIM) XE "AIIM"  Headquarters
1100 Wayne Avenue, Suite 1100
Silver Spring, Maryland 20910

(301) 587-8202
Toll free: 800-477-2446
Fax: (301) 587-2711
E-mail: aiim@aiim.org 

National Association of Government Archives and Records Administrators (NAGARA) XE "NAGARA" 
48 Howard St.

Albany, NY 12207

(518) 483-8644

nagara@caphill.com
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Life Cycle of a Record – Creation and Distribution


Managing records throughout their life cycle is important to alleviate problems that escalate if they are ignored.   The next five chapters follow the life cycle process.  Understanding each cycle provides knowledge on how to manage records produced by your municipality.  

Life Cycle



Every record goes through a life cycle, which begins with its creation and ends with its ultimate disposition.  I prefer to categorize the life cycle of records into five individual stages to include Creation, Use, Storage, Preservation and Disposal.  The following chapters use this terminology.  I provide different expressions to show variations.  There is not one industry standard for these terms.  According to the Kansas State Historical Society there are four stages in the life cycle of a record: Creation - Active Stage - Inactive Stage - Final Disposition.  (Kansas Local Records Management Manual 1997).  What I call Use is the Active Stage in the Kansas system and Storage is the Inactive Stage.  While the Kansas system combines Preservation and Disposal together, I believe they are two separate activities with distinctly different outcomes.  


Creation
Correspondence Control XE "Correspondence Control" .  Correspondence, primarily letters and memos, comprise an important portion of government’s records, usually ranking second in volume only to forms.  Creating letters and memos are the most time consuming and expensive operations in the life cycle.  


The first step in managing records is at the creation stage.  Correspondence is prolific in organizations.  Early correspondence was created on a typewriter, with possibly a carbon copy or two.  In the twenty-first century correspondence is created with a personal computer.  Multiple copies of correspondence can be created with a simple print command (Ctrl-P).  


The first step in managing correspondence documents is to not create them.  Volume can be reduced by using the telephone when information need not be recorded.  The phone is faster, more efficient, and often more economical than written correspondence.   You should encourage your municipality to eliminate creation of correspondence as much as possible. 


Another solution to paper copies is to designate the original correspondence as the one which is created and sent out.  The sender is the originator.  The original copy can be printed and filed or maintained on an organized folder system electronically.  If the information is needed from the original, it can be read on screen or printed out. 


Incoming correspondence can be scanned to a PDF file and sent to those who need to know the information.  This is a solution we have found for Mayor and Council incoming correspondence.  It is scanned, saved to a file, and sent by email to each council member.  All council members receive the same correspondence and the electronic file is managed as the original.   


If correspondence creates paper copies, word processing creates multiple types of documents and copies.  Word processing sections create reports, minutes, and other general information for the organization.  Using control measures for correspondence control will manage paper documents in word processing sections.  

Mail Management XE "Mail Management" .   Every municipality receives large quantities of mail each year.  The City of Las Cruces can receive 15 tubs of mail a day.  The best method to reduce the volume is to separate the mail you need to keep.  You should toss the junk mail immediately.  Holding on to junk mail just clutters the desk and files.  Incoming correspondence (see Correspondence Control) can be scanned electronically and distributed to those who may be interested in reading it.  Bills or invoices for supplies and materials purchased should be processed and sent to Accounts Payable.   

Reproduction Management XE "Reproduction Management" .   Proliferation of unnecessary copies is among the primary obstacle to successful management of information.  Paper is the single largest component of the solid waste stream, amounting to 38 percent by weight of waste currently generated in the United States (Mims 1996). Notices, reports and informational materials are routinely forwarded to a distribution list without thought.  Individual documents are copied from nine to eleven times at a cost of about $18.  This is the cost of personnel making the copy, lease payments or purchase of machine, toner, maintenance, paper and space cost.  


Rethink and review the distribution of copies:  

· Ask people if they really want or need the material.  

· Find a lower cost method to provide the information such as email. People don’t really want paper; they want the information on paper.

· Notices of meetings sent by e-mail can be reviewed with date, time and place noted on a calendar.  The e-mail can then be deleted. 

· Other methods of reducing the number of copies made include maintaining a single reference copy in an accessible office, instead of sending out copies.  

· Use both sides of the paper to reduce volume.  

· Post the information on a local area network (LAN) and have it available for anyone to review.  


The methods outlined are only a few that can be used.   Think about different ways to do your work flow process.  Just because it has always been done that way, doesn’t mean it always needs to be done that way.   

 Distribution


After you create information, a system of distribution gets the information to the right person, at the right time, in the correct form at the lowest cost possible.  The following will give you ideas on how to improve on your distribution. XE "Distribution" 
System of Paper Flow XE "System of Paper Flow" .   Is the method being used to distribute information in the organization the most cost effective?  The actual reproduction cost is only one part of the total cost of duplicating a record.  When people receive a paper document, after reading the information, the next step is to file it.  Why?  An answer is usually because they want to find it when they need it or because we have always done it that way.  Neither is a good reason to file a document.  


Instead of having everyone keep a copy of a record, duplicate it as needed.  The creator of the document has the original (see above). Anytime a person wants an additional copy of the information, it can be re-created and sent electronically.  What you will discover is that this will happen infrequently.  

Review Distribution XE "Review distribution" .   As noted above in Reproduction Management, you should review distribution lists for validity.  People may not even want the information they are getting and are either ‘filing it’, or tossing it.  Reduce your distribution list or change the distribution process of hard copies to some type of electronic format.  

Chapter 6



Life Cycle of a Record – Use


Using records is the purpose for creation of records.  A method for maintaining the information in an understandable method is controlling how you file the record, how you retrieve the information, which media you use and providing for public inspection of records.   Filing is not a glamorous job task, but doing it well results in being able to retrieve documents easily.  

Filing XE "Use" 
File Control XE "Files Control" .   How do you file paper and electronic records?  In files control, remember that every system should be 

· Logical. XE "Logical" 
· Standardized. XE "Standardized" 
· Simple.

· Functional.

· Retention conscious.

· Flexible.


There are two types of filing systems: direct access and indirect access.  Direct access filing permits the user to go directly to files without an index.  Indirect access is based on codes that require an index.  An indirect system can succeed or fail based on the effectiveness of the index.   A large municipality will typically maintain an indirect access filing system, because of the volume of records involved.  A small municipality will use a direct system, because there are fewer files to maintain.


The following table gives you an idea about the differences between direct access and indirect access systems.  Both advantages and disadvantages are shown.  

Direct and Indirect Access Systems XE "Direct and Indirect Access Systems" : A Comparison

	Direct Access
	
	Indirect Access
	

	Advantages
	Eliminates need for an index
	Advantages
	Index Codes are consistent and more easily noted and referenced than word captions

	
	Permits browsing file
	
	Retrieval is less difficult

	
	Reduces filing time
	
	

	Disadvantages
	Files users must know system
	Disadvantages
	Coding / indexing is time consuming

	
	Written file captions are larger than codes
	
	An intermediate step in retrieval is necessary to find the code

	
	
	
	Researchers may be totally  dependent upon accuracy of the index

	
	
	
	Browsing file is not feasible


Evaluating a File System XE "Evaluating a File System" .   If you have ever wondered how your current file system affects your municipality, it is time to evaluate it.  Begin with the most important department, the city clerk’s office.  The city clerk is custodian of record XE "custodian of record"  based on state statute.  City Clerks maintain historical documents, ordinances, resolutions and minutes.  


Make a list of existing paper files in your office and rank them in order of importance.  Classify your filing system.  Renovation should begin with the most important record series and their systems.   XE "Purge" Inventory XE "inventory"  the important files and purge unnecessary ones.  Thirty to forty percent of most paper filing systems can be immediately eliminated through preliminary file purges (Langemo 1997). 

Do not dispose of original records, only copies.  This is file purge.


Next go to the equipment used to house documents.  Traditional letter size drawers are still used in a majority of offices.  They take up 5.8 square feet of space when drawers are open.  Lateral roll out drawers have the same space drawbacks of traditional file cabinets.  Shelf based filing systems have quick access to records in many different media, minimal use of floor space and maximum use of vertical space.  Replacing traditional drawer filing systems with shelf-based systems can provide instant visual access to records while reducing space costs by 60% or more (Langemo 1997). 


I have included a form for evaluating an office file system in Appendix O.  Use the form to check your own system.  The answers to the Checklist for Filing Systems = Questions 1 to 3, 7, and 9 to18 should be answered Yes.  Questions 4 to 6 and 8 should be answered No.  If your answers are different, you may need a change.    

Cost of Filing XE "Cost of Filing" .   To determine the cost of filing a document, follow the formula below.  

	                                               Yearly Cost of Filing
	

	Direct Cost
	

	Retrievals per week
	A.

	Time per retrieval (in hours)
	B.

	Time per week retrieving files (A * B)
	C.

	Hourly salary of employee retrieving files
	D.

	Direct Cost of File Retrieval (C * D)
	E.

	Cost of employee benefits as a percentage of hourly rate
	F.

	Total Direct Cost   E + (E * F)
	G.

	Indirect Cost

Cost of rent space per square foot per year
	H.

	Number of square feet of files
	I.

	Cost of storage space ( H * I )
	J.

	Yearly cost of equipment
	K.

	Yearly cost of supplies
	L.

	Supervisory Cost (% of supervision time, annual salary + benefits)
	M.

	Total Cost G + J + K  + L + M
	



This information can provide a good argument for a government wide records management program.  
Steps for Files Improvement XE "Steps for Files Improvement" .


If your files are in poor condition, here are some things to improve your files for retrieval.  Follow these steps:

· Establish a records retention schedule.

· Remove all Non-Record material from files, example: extra copies of documents (PURGE). 

· Inventory and create a database of all record series.

· Use correct equipment and supplies.  Consider color coding, bar coding and other media.

· Evaluate present equipment and supplies; focus on shelf filing if possible.

· Appraise filing system, conversion to alpha, numeric or subject classification can make finding material easier.

· Select an automated system for indexing.

· Standardize equipment, supplies, procedures and software.

· Create a file manual to use for procedures and training.


You need a system for storing documents in the file cabinets.  Using Alphabetic Filing is one system. 

Alphabetic Filing XE "Rules for Alphabetic Filing" .  Alphabetical sequence can be used for arrangement of names, locations, subject, titles or other common characteristics (Government Printing Office 1969. p187).  The Association of Records Managers and Administrators (ARMA XE "ARMA" ) has developed rules for alphabetical filing:

· Alphabetize by arranging files in unit-by-unit order and alphabetically within each unit.

· Each filing unit in a filing segment is considered.  This includes prepositions, conjunctions, and articles.  Exception: The is the last filing unit.

· File ‘nothing before something’.  File single-unit segments before multiple-unit segments.

· Ignore punctuation.  This includes periods, commas, dashes, hyphens, apostrophes, etc.  Hyphenated words are considered one unit.

· Arabic and roman numbers are filed sequentially before alphabetic characters. Arabic numerals precede roman numerals.

· Acronyms and radio and television stations’ call letters are filed as one unit.

· File under the most common name or title.  Cross reference under other names or titles that could be used in an information request (ARMA XE "ARMA"  1985).

Organizing Filing Systems XE "Organizing Filing Systems" .  The advantages of an organized filing system includes faster retrieval (less costly), more useful records, easier segregation of records for destruction, better use of personnel and more economical use of equipment and supplies.


Files need to stay organized to allow for purging and to prevent overcrowded file cabinets. When files are overcrowded, it is more difficult to remove records, misfiles occur and it is more time consuming to locate records.  


To ensure your files stay uncrowded: 

· Prevent unneeded filing.

· Arrange files according to retention schedules. 

· Eliminate non-record materials. 

· Purge XE "purge"  all temporary records as soon as possible.   


A successful and organized filing system is uniform throughout the organization or at a minimum, throughout the department.  There should be written procedures and users should be trained. Create the use of OUT cards, sign-out sheets and controlled access where necessary.  An OUT card is heavy card stock, with space to enter the name of a person who has removed a file and date.  When a file is removed, the OUT card is put in the empty space.  If someone goes to the file, they know who has the file and how long they have had it removed.  Sign out sheets are similar.  Keep a sign out sheet, with the person’s name, contact information and what has been removed from the file.  When using a sign out sheet, make a copy for the file to replace the original.  Using a sign out sheet, if someone else needs a copy of the file, it is available.  Access to a file room should be limited to only those persons who have responsibility for maintaining the files.  

Creating a Classification Index XE "Principles of Classification" .   A classification index for a file system helps to narrow searching for a file.  Volume is the reason for doing this.  If the volume in a file system is more than two file drawers, it should be re-classified into smaller sub-classifications for ease of use.   Other issues to consider when classifying file folders and documents
:  

· Logical XE "Logical" .  Major heading is inclusive, such as Canada, followed by division of provinces, and minor division of provinces, districts, cities and towns. 

· Standardized XE "Standardized" .  Terms should be standardized, because different terms describe the same subject.

· Practical XE "Practical"  (not academic).  Use common names not academic classifications, for example an academic filing would have ferrous and nonferrous.  A more practical solution would be metals – steel – aluminum, etc.  The file person would not have to understand whether a metal was ferrous or not.

· Simple XE "Simple" .  Don’t use two classifying terms together. An example of what not to use would be Expenditures – Travel – Institute.

· Functiona XE "Functiona" l.  Functions change by a department’s use, and then the classification would be incorrect.   An example:  The finance department looks at a vehicle as a capital asset, while the utility department looks at a vehicle as equipment.  If filing by function, this may not be feasible.   

· Retention Conscious XE "Retention Conscious" .  Keep similar retention periods together, but do not sacrifice the record series XE "integrity" .  An example:  Correspondence – 2000; Correspondence - 2001. 

· Mutually Exclusive XE "Mutually Exclusive" .  Don’t use ambiguous classes.  Classifying subject Petroleum and Motor Fuels, where would you put Gasoline?

· Flexible XE "Flexible" .  Allow room for expansion.

Sample File Classification System.  The City of Artesia ‘borrowed’ a classification system from a workshop presented at an International Institute of Municipal Clerks annual conference held in Fort Worth, Texas, in 1988.  Over the ensuing years, this system has evolved into a very usable guide to filing and sustaining a consistent arrangement.  Notations in the File Codes include references to item numbers in record retention schedules.  Additionally, permanent records are marked to ensure they are preserved.  Color coding is used in the structure, making location of files easier.  You can find a copy of the City of Artesia’s classification system in Appendix S (Central Files Codes 9-23-2003).
Types of Records XE "Types of Records" .  Setting up a filing system based on types of records is another method of filing system.  Using this system, you file records based on what type of record they are.    

· Correspondence includes letters, memos, reports etc.  These can be filed by subject or alphabetical (by addressee) or chronological.  A logical method would be to file in chronological order.  A file folder for Correspondence - 2000, Correspondence - 2001, etc., would create a system which would make removing files for inactive record storage or destruction simple.    

· Transactional Records include forms and correspondence which show transactions.  These can be filed alphabetically or numerically or both.  Accounts Payables Invoices filed by check number in one file, and a cross file system alphabetically by vendor would satisfy filing requirements.  

· Project Records include correspondence, notes, and data related to a project, either public works or evaluation of a system.  These files are given a project name or number and subdivided by subject.  An example would be Public Works – 17th Street Repaving – 2005-12.  This would identify the file as being a Public Works file for the 17th St repaving, in Fiscal Year 2005, the 12th project of the year.  

· Case Files relate to specific people or property items.  Personnel files are Case Files.  They are usually filed by a person’s name or file numbers indicating the employee number.

· Specialty Files are maps, tapes, photos, graphics, or other reference files.  They are usually filed by alpha indexed number.   They can also be filed alphabetically by subject matter.   

Retrieval XE "Retrieval" 

After setting up a filing system, you need to find the information.  This is retrieval.  Does your active record system provide precise or timely retrieval?  If it does, it is a good one.  If not, it is deficient and the system or systems may need renovation.  These criteria pertain to both paper and electronic retrieval of information.
Precise Retrieval.  


Precise retrieval evolves through several steps, from poor to excellent.  

· The system delivers no documents at all.  This system is deficient and needs help.  

· The system delivers some records, but none are relevant to the request.  If this occurs frequently the system is inadequate.

· The system delivers some requested records, but not all.  If the filing system frequently performs in this manner, it is deficient and corrective action is needed.

· The system delivers all records desired and other documents which are not relevant to the request.  This is an adequate system, unless non-relevant document volume is sizeable, reducing speed of retrieval.  

· The system delivers the exact record and no others.  This is the fundamental nature of precise retrieval.  If your filing system performs in this manner consistently, it is excellent.  

Timely Retrieval.  Not only do good record keeping systems deliver records that are needed, they also need to deliver information quickly.  How quickly does a system need to produce records?  That depends.  Some offices need information within one minute, if they are receiving dozens of calls a day.  Other offices need information within ten minutes to an hour.  Your system must be able to deliver precise information needed to do the job within time frames that are sufficient to meet the business needs of the office.    
Imprecise and untimely retrieval are the results of poor record keeping systems.  They are not the root cause.  Poor filing systems are the result of several factors:

· Inadequate management attention.

· Poor organization and structure of files.

· Poor labeling and indexing procedures.

· Uncontrolled growth of records.

· A high incidence of missing, misfiled, or lost records.

· Inadequate and/or poorly trained files personnel.

· Inadequate or no formal record keeping procedures (Stephens 1991).

Chapter 7


Life Cycle of a Record – Storage


Storage of records includes storage of both active and inactive records.  Active records are stored in file housing usually in office space.  Inactive records are usually stored in less costly space.  A large store room can be used.  Large volumes of inactive records need an inactive records center for storage.  Additionally, storage of inactive files can be outsourced to a local vendor.  Evaluation of costs for these alternatives will need to be done before a final decision is made. 

Active Record Storage XE "Active Record Storage"   


Records used on a daily or weekly basis are active records.  If the documents are used once a month
 or less, the record can change to an inactive record.  


Because we have an inactive records XE "inactive records"  storage facility available in the City of Las Cruces, we transfer documents at the end of what we consider active use.  Files that are kept on a calendar basis are boxed and sent in January and those maintained on a fiscal year basis are transferred in July.

File Housing XE "File Housing" .  You can store your files in any type of container depending on the volume of your records.  For those municipalities that have 500 pages of documents a year to file, a cubic foot record box could contain all your records for one year.  You can put the box on a shelf and be able to retrieve documents upon request.
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However, most of us create thousands of documents each year.  Las Cruces creates 400 resolutions, 100 ordinances, and 350 contracts each fiscal year.  Accounts Payable creates 40 cubic feet of vendor invoice files each year.  When the retention is six years, at any one time, there are 240 cubic feet of documents being stored with vendor invoices.  Finding the appropriate container or housing for these files depends on the use and space available.   XE "Vertical Files"  


The standard vertical file cabinet has serious disadvantages. The file cabinet becomes top heavy when full and the top drawer is pulled out.  Space at the back of each drawer is difficult to access.  The top drawer is infamous for difficulty of access.  Vertical files contain six cubic feet of storage per cabinet.


Lateral files XE "Lateral files"  or side files describe a different type of drawer file.  They accommodate both legal and letter size files.  You can use a variety of folders, along with disk packs and cards.  Some have locks and some have a convenient pull out refilling shelf.  Lateral files contain between 2.4 and 3.0 cubic feet per drawer.


Open shelf files XE "Open shelf files"  are a type of lateral file, but without roll out drawer, in essence an open bookcase.   Some open shelf units are stackable, allowing the advantage of adding shelves to the top of the unit.  Unlike vertical file cabinets, open shelf units are accessed from beneath, not from above.  Folders should have end tabs to be used effectively in open shelves.  They also contain 2.4 to 3.0 cubic feet of storage per shelf cabinet.


There are moveable filing cabinets, that are basically open shelf units, but movable to close up when not used.  They save floor space when closed and when partially open.  


Specialized filing cabinets include those fitted specifically for other record media such as computer tape reels, microfilm rolls, data cards, and print out binders.  Fire resistant file cabinets withstand extreme heat from a half hour to four hours.  The insulation in these cabinets protect from flame, heat, and falling debris, but not against water pumped in at a fire scene.          

File Folders XE "File Folders" .   Inside each of the different file housings are folders to hold separate documents.  File folders come in many different sizes and shapes for the variety of filing in each office.   There are manila folders and plastic folders.  There are top tab and side tab folders.  Also available are box folders, for example, when you have a large case file for project management.  


Open shelf filing allows for end tabs and filing innovations enhancing color coding. Color coding aids any type of filing, but is especially useful in a numeric filing system.  Color coding can reduce misfiling.  Color coding can be assigned to subject filing.  Color coding can also be used to identify destruction date of a folder.  Place a colored ‘dot’ on each folder, with reference to a specific destruction year.    

Standards for Inactive Record Storage XE "Standards for Record Storage" 

Standards for storage of inactive records XE "inactive records"  vary by region.   Arizona State Library, Archives and Public Records publishes standards based on local conditions of heat and humidity.  Because there is a close similarity between conditions in Arizona and New Mexico, these standards are closer to those that should be used in New Mexico.  ANSI standards are referenced in specific areas for micrographics.  Standards developed for Mississippi or New York would not be acceptable.  Weather conditions in either state are not comparable with those in New Mexico.  


Because most municipalities will not be involved in creating an inactive record center, I have included the ANSI standards for records centers in Arizona and the National Archives and Records Administration. Appendix H.  Wherever you store any records, be aware of temperature and humidity needed to help preserve the paper documents you store.


When you are using a Record Storage facility, whether it belongs to the municipality, or you outsource the service, records still need to be managed.  Systems need to be in place to locate the records, through an indexing system.  Who will pull documents from the boxes for use by owner departments?  When will destruction take place?  A record storage facility is not just a place to put boxes and forget about them.  You need to know what is stored in inactive storage.  In Chapter 4, I refer to an ANSI technical report on Records Center Operations, published by ARMA.  Topics covered are selecting a facility, lighting, environmental controls, security, operation of a record center, and outsourcing the service.  This is good resource material.

Chapter 8



Life Cycle of a Record – Preservation


Preservation is a combination of preserving records and preparing for disaster.  Keeping records for long retention periods requires assessment of preservation methods.  Preservation differs based on the storage media type.  However, dispersal or keeping copies in multiple locations is a good idea regardless of the media types.  Preparing for a disaster and knowing what to do in the event of one to recover your information is important.  

Protection XE "Protection"  and Preservation XE "Preservation" 
History of Records.  Managing records in America has been complicated by their changing format.  In 1665, minutes, deeds, wills, and court decisions were hand written pages, folded into thirds for storage.  Sometimes they were copied into books.  This practice continued until the early twentieth century.   
Early records were written on paper, similar in size to modern paper.  The document was then folded in thirds and tied with a ribbon, usually a red ribbon.  


Just after the Civil War, a revolution developed a wooden “file box”, measuring four inches wide, ten inches high and a foot deep, to store documents.  This was called the Woodruff File XE "Woodruff File" , named for Edmund W. Woodruff who patented the paper file in 1868.  These early records were stored upright in the Woodruff file.  During pension applications for Civil War veterans, the veterans were said to be ‘cutting red tape’, as the red ribbon was removed to review the files.  This format seems antiquated to us today.  Our formats will also seem antiquated by future standards.    


The Public Archives Commission, formed in 1899, published reports on preservation of local archives and records.  Many valuable records had been lost to poor recordkeeping, fire and other environmental damage.  The commission observed: “Fundamental to the proper care and preservation of local records is an appreciative understanding of their importance, particularly by those who have them in custody.  Local archives are valuable, first as business or administrative records; and second, as historical records” (Jones 1980).  


This is a noteworthy assertion because it recognizes public records are not produced for historical reasons, they are produced in the course of a public officials execution of duties.  Their importance is in support of performance of duty, including the protection of rights and privileges affected by documentation.  


The Taft Commission on Economy and Efficiency in 1912 recommended federal agencies use the typewriter and carbon paper for bound-book registers, replacing folded document filing with flat filing.  Microfilm XE "Microfilm"  became a practical means of providing security and reference copies of records by the 1930s (Jones 1980).

The Value of Records


What documents constitute historical or archival records?   State retention schedules specify the minimum time records are required to be kept.  Some local governments may chose to keep certain records longer.  Reasons for keeping records longer need to be documented.  Generally speaking, records having permanent worth contain significant information about persons, places, events, which are useful in research in medicine, social science, environmental studies, history, the arts, genealogy and family history (informational value) or contain evidence of the government’s origins, functions and activities (evidential value).  


Example 1:  An invoice from the 1930s documents a local business, but more complete and useable information is available in city directories or charter records.  The cost of maintaining these records is too high given such a remote chance of use (Minchew 1995).


Example 2:
A receipt book from the 1920s documents the amount of citation fines for ‘speeding’ and ‘drunkenness’.  A receipt has a three-year retention.  The charges indicate a sense of community attitude toward immoral conduct and which citizens were more likely to commit these actions.  This receipt book has become a historical document due to the information contained in the citations, evidential value of community activity.


How do we preserve historical documents?  No one expects a fire, tornado, hurricane, flood or other catastrophe to destroy our records.  But, disasters do occur.  All records should receive some degree of protection from damage.  

Vital Records 


Preservation of records is particularly important when those records are essential to continuity of operations of government or to protection of rights of citizens and government.  Vital records are not necessarily permanent records. Accounts receivables are vital but only until payments are received.  What type of protection can you use to protect these vital records?

Built-in Dispersal XE "Built in Dispersal" .  One method to protect records from disaster includes built-in dispersal.  It is unlikely that a disaster will strike multiple locations simultaneously, but can.  An example of a disaster striking multiple locations is Hurricane Katrina in New Orleans. During the regular course of business, records are sent to other buildings.  Municipalities routinely send information to state and federal agencies through reporting requirements.  Routine microfilming with a working and security copy off-site is another example of built-in dispersal.  

Improve Your Dispersal XE "Improved Dispersal" .  To improve the dispersal method of protection, evaluate procedures for maintaining copies off-site.  There are procedures for placing duplicate copies in other sites specifically for vital record protection.  No carbon required (NCR) manifold forms may be used if there is a retention period of ten years or less.  Simple photocopies are another low cost method that may also be used.   Large volumes of vital records can be protected by microfilming, especially those records with long retention periods.  Computer information should be backed up on a daily basis during operations.  Copies of computer information should not be kept in the same building and especially in the same room as the computer.  


Where would be a good location for off site storage?  A records center, if available, is a suitable place to store original vital records.  Duplicate records are used in the conduct of daily business.  A records center can be one established by your municipality or one that is located near your municipality.  A record center located near your municipality can be a public entity or private business.  Contact the public or private record center to develop an agreement.  Other locations for smaller municipalities would be a local bank, the police department, or send your information to a municipality that is located close to yours.  You can return the favor and store their vital information for them.  

Disasters XE "Disasters" 

No one ever expects to be faced with disaster.  Hurricane Hugo struck Charleston.  Hurricanes Katrina and Rita struck the Gulf Coast within weeks of each other, devastating many large and small communities.  San Francisco experienced an earthquake.   A flood in the courthouse damaged records in Alabama.  Georgia has had over 100 courthouse fires, some set by arsonists and others caused by lightning, electrical wiring shorts, and accidents.  Tornados have destroyed buildings in the Midwest.  Extreme cold bursts water pipes in offices.  Public buildings have been bombed, Oklahoma City is not the only example.  People steal or destroy records to put a stop to actions they oppose.  When one political party wins control of county government, sometimes fires occur, destroying documents.  This was a common occurrence in southern states of America.  


There are only two kinds of people in the world – those who have lost data/records and those who have not YET lost data/records.  Planning for disasters establishes procedures to protect your records.


What is a records disaster?  A records disaster is a sudden, unexpected event that significantly damages or destroys records or prevents access to the information they contain.

Examples:

· Natural Disasters (flood, hurricane, fire, tornado, etc.).

· Destruction of Equipment (hard drive failure, computer stolen, etc.).

· Human Error (failure to backup, accidental erasure, sabotage, etc.).

· Records Clerk on vacation.


Although disasters are usually events that are unexpected, other events also affect the protection of records.  These events need to be evaluated in your disaster plan.  

· Disgruntled or problem employees who intentionally damage records during the course of business or upon termination.

· Pollution of gas and particulates that cause chemical reactions to long term or permanent records.

· Dust and dirt.

· Temperature and humidity.

· Lighting.

· Storage conditions.

· Static electricity can damage magnetic media.

· Magnets of any kind can cause damage to disks and tapes.

· Handling records, particularly photo copying (Smith 1993).

Anticipating a Disaster XE "Disaster Processes" .   Be pro-active before a disaster strikes.  Understand what steps are needed if you are faced with a disaster.  Information on the type of disasters that might occur is important.  New Mexico would not have a hurricane.  Nebraska would not have forest fires.  Both could have a tornado.  There are several actions which can be taken, at specific times to lessen the impact of a disaster.  

Before a Disaster:

· Disaster Mitigation - Process of anticipating potential disasters by having in place a series of preventive measures.

Develop a Written Disaster Preparedness Plan XE "Emergency Preparedness" .  You should have a written disaster recovery plan and it should be kept in several places.  A copy should be kept in the office, in homes of those on recovery team and in vehicles owned by recovery team.  Don’t forget to update those copies when the master plan is updated.


Anticipation of disasters is the first step in preparing for emergencies.  Next step is to decide what steps should be taken and by whom in the event of a disaster.  Restoring operations is more than retrieving dispersed back up copies of records.  

Questions to consider when developing a written plan:

· Who is in charge of recovery operations and who is assigned to the recovery team?

· How can people be reached in an emergency?

· Where will affected offices find other areas to be re-established?

· If you need a facility for salvage, where will you conduct salvage operations?

· Will you need the services of an expert in records recovery?  Where can they be found?

· Where can you find replacement furniture?

· If back up copies are microfilmed, where can you obtain microfilm readers?

· If back up copies are computerized, where can you find replacement computers?

· How long will these recovery operations be necessary?

Assessment of Disasters.   There are four categories of disasters.  What type of an emergency situation you have, determines what type of action you take to correct the damages.  


After a disaster there are also things that can be done to reduce the affect of a disaster.

· Business Continuity - Measures necessary for swift and efficient resumption of daily operations after an emergency.

· Disaster Remediation- Work undertaken to lessen the impact of a disaster AFTER it has already occurred.


There are different types of disasters that can affect records.  The list below may be types which you may deal with.

· Limited – A temporary interruption with no damage or loss. (Examples: power failure or fluctuation, a communications failure, evacuation of a site because of a threat, or the unavailability of key personnel).

· Serious – Repairable damage to equipment or the office area or replaceable loss of key people, data, records, or software. (Examples: equipment breakdown, a failure of the air-conditioning system, or minor damage because of sabotage, vandalism, or human error). 

· Major – Destruction of equipment or office area or destruction of data. (Examples: complete loss of equipment because of water damage, explosion or structural mishap, or an accidental or deliberate loss of data). 

· Catastrophic – Total loss of office area or equipment, data, or people. (Example: complete destruction of office and loss of personnel due to a fire or natural disaster).

Disaster Management XE "Disaster Management"  Plan.   Three years after the 1993 Word Trade Center Bombing, 43% of businesses directly affected NEVER reopened; an additional 29% closed after three years (Johnston 2005).  If you have a plan, it increases the probability of serving your community. 


If you are interested in more information GOOGLE ‘disaster management plan’ and you will come up with several million pieces of information. Not a very helpful resource, but if you review the first couple of pages, you will find some plans that are worth modifying for your city.  Things to look for in a good disaster management plan will include strategies for:

· Preventing potential disasters – identify, then reduce/remove risks.

· Respond directly to disasters if they occur.

· Continue normal business operations after an emergency has passed.

· Periodically review and adapt the plan to reflect current conditions.

When developing a Disaster Plan to protect your records, consider the following questions to guide you.  

· Prioritize records that are most important.  Which records are vital to your operations?    How can you collect revenue owed to the municipality if you don’t know who owes what amount?  Do you owe payroll to employees?  If time sheets are destroyed, how will you know what pay is owed?  

· Determine if the information can be recreated by some other means.  Do you have a computer backup maintained off site?  Are there microfilm copies of documents?  

· Review your physical storage areas.  Identify hazards and remove as many as possible.  Is there a water line in record storage areas?  Is the storage area rated fire safe?  What about a sewer line in the ceiling of a basement area?  What activities are conducted above the storage area?  

· Store images in non-proprietary formats, i.e. TIFF4.  By using a non-proprietary system or format, images can be retrieved from any computer station.

· Back up vital records to industry standard storage mediums.  Do your microfilm images meet or exceed micrographic standards?  

· Review storage mediums annually for potential degradation.  

· Migrate data to stay within one generation of current preferred medium when storing data on computer (Johnston 2005).

Methods of Recovery.   It would be wise to stockpile supplies and equipment used for disaster recovery.  Such things as mops, plastic milk crates, paper towels, rubber gloves and boots and waxed paper are just a few of the things that will be necessary in the event of a disaster.  The restoration of damaged records is best undertaken by experts.  There are recovery techniques found in Appendix W.


Small water leaks can be mopped up immediately; hopefully your records shelves have been designed to be at least 2 inches above the floor.  If records are stored on wood shelving, wood wicks the water up.  Water soaked records are fragile.  Milk crates or other ventilated plastic containers can be used to move water soaked records.  Books should be packed in crates, spine down.  Waxed paper should be placed between them to prevent the covers from sticking together.


If you cannot restore records immediately, they should be frozen to at least zero degrees Fahrenheit.  Drying water damaged records requires commercial equipment that can be brought to the site.  This can be expensive, but if large volumes of important records are involved, you should consider it.    


Vacuum freeze-drying XE "Vacuum freeze-drying"  is an excellent method to reduce the harmful effects of water.    Slow drying method used for a small number of records involve spreading the records out on tables or the floor and using fans to circulate air.  Permanent record books should be frozen and professionally restored.  Other books can be dried by wiping covers dry and using paper towels between pages.  Replace paper towels frequently until all moisture is removed.  Water damaged file folders should be replaced.  
Microfilm XE "Microfilm"  becomes sticky when wet.  It should never be allowed to dry.  Keep damaged microfilm in a plastic container of water at 65 degrees Fahrenheit until it can be processed with an emulsion to harden the solution around the film.  Salvaged microfilm will not be archival.  A silver duplicate should be made and kept off-site.  


Computer disk packs and other magnetic media sometimes cannot be recovered.  Restoration should be done by a professional.  Floppy disks and CDs often can be salvaged.  Cut off the jacket, and wash in distilled water.  Let it dry under a cool stream of air.  Copy the disk onto a new disk and discard the old one.  


Although I have outlined methods of recovery, if you are uncomfortable with doing them yourself, hire a professional.  The records are too important to lose.  

Chapter 9


Life Cycle of a Record – Disposal


What do you do with records once their useful life has been completed?  You destroy the documents by appropriate methods.  Removing records whose legal retention is complete, provides space to store other records.  It also is easier to locate useful records when they are not stored with records no longer needed.  

Final Disposal

Destruction XE "Destruction" .  No destruction can be legally done until the governing body has approved the destruction of records (Section 30-26-1 NMSA 1978 as Amended).    A certificate of destruction is required when documents are destroyed by any method, with an attached list of the documents destroyed.  A certificate of destruction is evidence that destruction is conducted in an approved manner and systematically.  Maintain this document long term.  Appendix R is an example of a destruction certificate.  


Destruction of records that have met their legal retention in the State of New Mexico can be accomplished by four methods.

Witnessed shredding XE "Witnessed shredding" .  A person completes shredding of documents, and signs a certificate of destruction verifying that they have shredded documents with approval by the governing body.  This statement should be notarized.

Witnessed burial XE "Witnessed burial" .  A person responsible for destruction of the record accompanies records to the local landfill.  The records are dumped into a pit and covered with a minimum of two feet of dirt.   

Incineration XE "Incineration" .  Make arrangements with a closed incinerator near your municipality and take the records to them for burning.  

Bonded Recycler. XE "Bonded Recycler."   Locate a recycler near your municipality that is bonded and certifies they shred prior to recycling.  You can also use the bonded recycler used by New Mexico State.  Contact State Records and Archives.  

Accession.   Another method of disposal of records is to accession (transfer) the documents to another agency.  If a series of documents you maintain could have significant value to another agency, consider transferring them to another agency.  


Las Cruces had 12 to 15 cubic feet of documentation on the 1960s Urban Renewal project in downtown.  Although the records had been microfilmed, the paper documents remained in the vault.  New Mexico State University expressed interest in adding the documents to their archive collection.  Since the ‘originals’ were maintained on microfilm, the documents were transferred.  If these had been the original records, governing body approval would have been required.    

Archives XE "Archives" .  Establishing an archive for historical records is another disposal method for records.  You may or may not decide to establish an archival program for your municipality.  You can decide to send documents to State Records and Archives, if the documents meet the standards of their collection policy.  


The governing body will need to pass an ordinance or resolution officially providing for an archive.  An archive must include a storage area which has added security, temperature and humidity controls and a public access area.  Archival storage for a small municipality could be as simple as a fire resistant vault.   


There are other decisions to make when establishing an archive program.  Does it fit within the city’s record keeping program?  Will it operate as a separate department or combine with your record center?  Will the archives be open to the public to serve as a resource center?  Will your archive serve as part of a regional or multi-governmental repository (Minchew 1995)?

Chapter 10



Inspection of Public Record


As discussed in Chapter 2, there is a public trust issue if records requested by citizens are not provided when they request them.  There are also legal issues to consider.  The public is becoming more knowledgeable about information they can request, and what penalties 
apply for not providing them.  Recent court decisions have resulted in fines in the five figures being paid to complainants.

Who can request Public Records XE "Inspection of Public Records"    


New Mexico Statutes provide access to public records to anyone requesting to review records. Anyone can ask to look at your records at no cost. However if they want a copy of the document, you can charge a reasonable amount, not to exceed $1.00 for an 8 ½ x 11 page (Chapter 14, NMSA 1978 as Amended).  The following is the fee schedule charged by Las Cruces for reproduction costs.  We have added CD copies since this was adopted.  We are charging $5.00 for each CD copy. 

Fees for Reproduction of Public Documents XE "Fees for Reproduction of Public Documents" 
	Service
	Description
	Fee

	Routine copies of

documents XE “Copies of Documents” \i  
	May be charged in advanced.  If mailing Is expected, actual costs for postage will also be charged
	50¢ per page

	All police reports XE “Police Reports” \i 
	Includes routine computer generated printouts, photocopies, microfilm XE “Microfilm” \i  and mail correspondence
	$2.00 for initial report 

50¢ for each surface copy beyond initial report  

$3.00 for initial report handled via U.S. Mail 

50¢ for each surface copy beyond initial report

	Photographs
	3x5, 4x6, or index B&W / Color

5x7 or contact sheet B&W / Color

8x10, contact sheet B&W / Color  
	$1.00 per photo

$5.00 per photo

$10.00 per photo

	Video tape copy
	VHS format
	$20.00 per each tape transfer

	Audio tape copy
	Cassette format
	$10.00 per each tape copy

	Record checks
	Records searched for criminal history
	$3.00 per each check without letter 

$5.00 with a letter

	Fingerprinting
	Job related, non USINS 
	$5.00 first card

$1.00 each additional card

	Bicycle license
	Kept for a period of 3 years on file, renewal required thereafter
	$1.25 per license


(City of Las Cruces Resolution No. 01-291)

Procedures for Inspection.   Requests for inspection of public record need to be made as specific as possible to allow the custodian to locate documents.  Using a form as a written request clarifies what information the requestor needs.  See Appendix P.  


A response to a written request must be made within fifteen (15) calendar days.  If the request is broad or difficult, you must notify the requestor that additional time is needed.  A letter is sent to the requestor within three (3) business days notifying them of additional time needed.  In any case, you may not respond in later than fifteen (15) calendar days.  Penalties for non-compliance are $100 per day paid from city funds.  Additionally, if litigation is filed, the city may be responsible for attorney fees of the litigant. 


If a request for records is made orally, no penalties apply.  You might consider not responding to this type of request.  Legally, you do not have to respond, but politically it is good idea to do so.  The public trust issue again pertains to stonewalling a request.  


As custodian for records in your municipality, you are responsible for the protection of record materials.  You are responsible for the integrity XE "integrity"  and longevity of the documents.  Persons requesting to handle documents should do so with utmost care.  How do you ensure that occurs?  You provide an area to review records which is observable by office staff.  No materials will be removed from the reviewing area, without your examination of the documents.  Copies will be made by office staff.  Smoking, eating and drinking must be prohibited while reviewing record materials.  


You are not required to create a document that does not exist.  For example:  A request is made for a report on city employees, including their date of birth, address, salary, date of hire, and position in the city.  The city does not maintain a report with all of these facts together.  However, there are four separate reports with each of these pieces of information.  You can provide copies of each report and allow the requestor to create their own report.  

Denial of Inspection.   A denial for inspection of public records must be done in writing and the reason you are denying inspection of the record requested. Normally, the request for inspection form is retained until the request is filled, however you must keep a denial for one year.  Occasionally, a citizen will make a complaint to the Attorney General that you have not provided them the documents they request.  Keeping a file on inspections, which includes both filled requests and denial of the request is valuable to respond to the Attorney General’s inquiry.  

Chapter 11



Electronic Records Management


As you read this chapter, you can see electronic records management parallels the life cycle of a paper record from creation, organizing and using, storage, preservation and disposal. Since public records are public records “regardless of physical form or characteristics” (see below) it is logical to follow the same steps with electronic records.   


Using technology can be an efficient method to create, use, store, preserve records and dispose of them at the end of their useful life.  However, you need to have a basic record management program in place.  As with all records you should designate a qualified, responsible Record Manager, adopt a formal Records Management program, identify Records Coordinators in each government unit, adopt retention schedules and provide training for users.   

Electronic Documents
Information is information.  The bold phrase below emphasizes the format is inconsequential to defining a public record.    The definition of a public record is found in New Mexico statutes.  

“Public records” means all documents, papers, letters, books, maps, tapes, photographs, recordings and other materials, regardless of physical form or characteristics, that are used, created, received, maintained or held by or on behalf of any public body and relate to public business, whether or not the records are required by law to be created or maintained (Section 14-2-6(E) NMSA 1978 as Amended).  


Records must be managed in electronic format, in addition to the other possible physical forms.  As we continue in the twenty-first century, more use of technology will make our professional work more cost-effective.  Electronic format also complicates the record management process.  

Creation of Electronic Records 


Even though, electronic records are created as documents on computers or data files in a database management system, the same records management principles must be applied to provide appropriate and effective records keeping practices.  


Sometimes an electronic document is a convenience copy; the original may be in paper form, computer printout or microfilm.  Copies of correspondence may be kept on computers as a template or for convenience.  If the only copy of information is electronic, it is the original copy (http://www.pd.dgs.ca.gov/recs/erm.htm).
Record Inventory of Electronic Records


An inventory of all records includes electronic records.  As part of your initial inventory of records, it is important to identify electronic records, where they are stored, their quantity and how they are used.  Electronic records are maintained on magnetic or optical storage media. Databases are also electronic records, with their metadata organizing the electronic record.  Using databases as indexing tools to find information also includes the metadata involved.  Metadata is the information about the information.  These are the labels that tell the users what the information is.  

Retention Schedules of Electronic Records


The primary consideration in classifying a records series in electronic format is not its format or media type, it is the function of the record.  The same retention schedules that apply to paper records, apply to electronic records.  


Draft or working copies are kept only until the final version is complete.  A draft version containing information is not included in the final version, but may be useful for preparing similar documents, and can be retained as a reference copy.  These reference copies are considered non-record and can be kept until no longer needed.

Organizing Computer Files


Using electronic records is more efficient when there are groups of files in record series, files are arranged in logical order and there are standardized file names.  Organization of files is typically accomplished by using tree-structured directories where there are major groupings of files, with sub-groupings relating to the major group.  Careful consideration is needed to name groupings which describe the function of the record series.  If your record series are subject related, such as Boards and Committees or Election Information, sub categories can be used.  Planning and Zoning Board would be a sub-category of Boards and Committees.  Election information can be set up in sub categories by year of election.   Public Works as a general category, sub category 17th Street, and further catalogued as project numbers.   


An alternative to a hierarchical organization of files is using an electronic recordkeeping system, with a records management plan.  The main idea is to develop a system that is workable, yet maintains record integrity.  When indexing electronic records to a numeric system, you should consider developing a straight numeric system.  Indexing may be done by subject, geographic, chronological or a combination of systems.  


Creating records on a computer is one way of electronic filing.  Another type of filing system is database management.  A database is a collection of data that forms the basis of activities in a business process.  You organize databases with a hierarchical structure, relational or within network groupings.  The best form of organization for a database depends on the content and how the information is to be used.  The choice of organization is made during the database design process.   

Preservation and Storage of Electronic Records


In the 1940s, our parents and grandparents danced to music played on vinyl 78 records.  Rock and roll music was recorded on a smaller record called a 45.  The 1970s brought a new development of 8-track tapes.  Cassette tapes improved the music industry.  Music is now listened to on CD or MP3.  Sixty years of music technology has changed the way we enjoy sound.  Some of us may have an 8-track player, but how many of us have a record player?  Doesn’t Frank Sinatra sound better digitally mixed to digital standards than on a scratchy record player?

Migration of Data. Just as it is necessary to transfer old music to new media, it is equally important to migrate information found on early computer media to currently used media players. A method to preserve your electronic records is to develop a systematic process to migrate information from one system to another.  This is best done when designing and implementing your electronic system.  By choosing an industry standard format, such as TIFF images or Microsoft word processing, you insure information can be converted to a new system.  There is now PDF/a format.  This format was approved for use and portability by the National Archives.  ISO 19005-1:2005 is a set of published standards available (www.archives.gov).      

Back up Processes.   Electronic records need a systematic process to back up the information on removable media.  Copying to tape, CD or DVD media and storing off site from the server protects the information contained in electronic records.  


Once you back up, you should annually read a statistical sample of all electronic media containing long-term records to identify any loss of information.  This will discover and provide an opportunity to correct any causes of data loss. Migration methods should be developed. Records managers should review the media before it is 10 years old, to copy, test and verify for new media. Testing will verify that the media is free of permanent errors. 

Security.   Security methods must be in place to protect the electronic record from unauthorized users of the system.  Sabotage of the system will be limited, if security by authorized users is controlled.  Changing passwords frequently and removing users when terminated is good policy.    


There are those systems which have lost information from computers and those that will.  It is inevitable to have a system failure.  The best practice is to be prepared.  

Final Disposal


When electronic records have met their legal retention, you must have a method to purge the system of all the information.  Carefully evaluate any computer system you use, because some systems do not allow for the full removal of information.  With specialized software, information can be retrieved when users believe it has been deleted.  Department of Defense standards provide guidelines which outline the deletion of information.  See Appendix T.


Physically destroying the computer storage media containing information is not difficult.  A CD-ROM can be scratched deeply on both the top and bottom sides to make the information unreadable.  A floppy disk can be broken open and the film inside cut in two.  Tapes can be shredded in a shredder; hard drives can be destroyed with a magnet.  DVDs can be scratched the same as a CD and on flash drives, the information can just be deleted.  

Digital Imaging 


Digital Imaging technology creates an exact image like a photograph of information.  The image cannot be altered.  Technology that produces digital images is thought by many to be the universal remedy for all their management of records problems.  Nothing could be further from reality.  Maintenance of authenticity XE "authenticity" , reliability XE "reliability" , integrity XE "integrity"  and useability XE "useability"  of the record requires more attentiveness to this process than paper records.  Authenticity of the record is the ability to prove the information is what it purports to be.  Reliability of the record is when content can be trusted as a full and accurate representation of original records.  Integrity of a record refers to its being complete and unaltered. A useable record is one that can be located, retrieved, presented and interpreted.  To be effective a digital imaging system must address all these issues.


For electronic records systems that produce, use, or store data files; disposition instructions for data shall be incorporated into a system's design. Minimum documentation required is a narrative description of system, physical and technical characteristics, and any other technical information needed to read or process records. 


Governmental entities must implement and maintain an electronic records security program for office and storage areas. A duplicate copy of essential records and any software or documentation required to retrieve and read the records must be maintained in a storage area located in a separate building from the building where the records that have been copied are maintained. For records stored on rewritable electronic media, the system must ensure that read/write privileges are controlled and that an audit trail of rewrites is maintained.  Ensure the security system that exists on your electronic system provides these types of safeguards.


Governmental entities shall maintain all long-term and permanent backup/security electronic recording media in a storage facility, either on-site or off-site, with constant temperature (below 70 degrees Fahrenheit) and relative humidity (30 to 40 percent) controls. 


Entities shall establish policies and procedures to ensure that electronic records and their documentation are retained as long as needed.  Electronic records must be destroyed when their legal retention period has been completed.  Electronic records scheduled for destruction are disposed of in a manner that ensures protection of any sensitive, proprietary, or security information (DoD 5015.2 1995).


Finding a vendor who can provide these requirements takes diligent research.  On August 28, 1995, a Department of Defense certification 5015.2 XE "5015.2"  was published giving requirements for digital image record management in federal records. These standards are now on their third version.  There is no reason to not use their requirements to evaluate a vendor.  There are currently four or five software programs meeting these standards, and various retailers that sell them.  DoD 5015.2 certification requirements can be found in Appendix T.  


Additionally, Kansas State Historical Society has published guidelines to follow to implement a document imaging system.  They refer to industry standards throughout the guide.  A copy of their implementation plan guidelines is found in Appendix V.  

Microphotography Plan.  A Microphotography Plan explains the information you are maintaining on electronic media.  New Mexico State Records and Archives has developed a microphotography plan that lists the criteria necessary for a digital imaging system to insure  XE "authenticity" 

 XE "reliability" the integrity XE "integrity"   XE "useability" of records.  Nothing stops a municipality from also creating their own plan. The city Records Manager must approve the plan before implementation of a system. Specific sections need to be included in any adopted plan.  These include:

· Purpose of System.

· Specific Goals of System.

· Affected Records.

· Disposition Plan for Original Records.

· System Description.

· Hardware.

· Software.

· Storage Media Master.

· Storage Media Working Copy.

· Storage Back up Process.

· System Implementation Data.

· System Expected Life Span.

A sample Microphotography Plan is included in Appendix U.  

Building Technology for Government  


Digital imaging systems provide municipalities with comprehensive electronic records management that can be an excellent beginning, but also a building block for the future.  A system should be modular, scalable and in non-proprietary format.  You can start with a small number of users and limited functionality, with a relatively modest investment.  Then, as needs grow, additional users and functionality can be added gradually.   Using no cost procedures, such as electronic notices and electronic indexing is an initiation to using technology.  

 SEQ CHAPTER \h \r 1Steps to Designation of Computer as Original Record.   Designating a computer as original record is a low cost method using technology efficiently.  When this process is followed, the information contained on the computer, with appropriate back up procedures, is considered an original record.  This alleviates cost of printing information and providing storage space for the printed record.     To designate a computer as an original record, the Record Coordinator of a department certifies:

· All information contained on computer is original record.

· Record is maintained for the correct retention period.

· There is a procedure to inventory XE "inventory"  the record.

· There is a process to purge XE "purge"  records after approval of records destruction.

· Back up process is verified.

· Back up information is maintained off site.

· These procedures are filed in writing with the City Clerk.


Currently, the City of Las Cruces is using a variety of electronic methods in the City Clerk’s office to make the job easier.  Our original intent was to provide information to the public and departments in more accessible manner.  A by-product was a more efficient process.  Although information is quicker to retrieve, the process has become more complex.  Additional steps must be taken to insure the information found in electronic format is authentic, reliable, useable and has file integrity.  As time goes on, more technology will be developed.  Evaluate the technology to determine if there is a place in your municipality to use it.  Remember that the objective is to make the technology work for you, not you work for the technology.  

Examples of electronic technology that are used in Las Cruces follows:  

Electronic Notices XE "Electronic Notices" .  A large part of a city clerk’s duties include notifying the public of meeting notices, agendas and public hearings.  Posting of meeting agendas is common.    By evaluating the paper process, we learned that the City of Las Cruces made 37 paper copies of meeting agendas and distributed them.  By changing to electronic notice, the distribution list includes all city employees, interested parties and local media.  Public access increased to over 1100 city employees, media outlets, and a distribution list of interested citizens, for a total of about 1500 recipients. Additionally, two copies of the agenda are posted in city hall, and a copy posted in four other city buildings, a savings of 31 paper copies for each notice.  The original notice is maintained in the clerk’s office as a correspondence document for one year, other paper copies are discarded after the meeting.  Keeping the electronic notice is unnecessary because it is a copy.  


Legal notices are required for adoption of ordinances and the Open Meetings Resolution.  Arrangements have been made with the local newspaper who publishes these notices to receive them electronically.  The original paper copy is kept by the city clerk to verify the publication has been made.  Additionally, we review the newspaper to find the notice and attach the actual notice to the paper copy. In the past, there have been instances of sending notices to the newspaper, and the newspaper has failed to publish.  This process provides a check and balance system to insure legal publications are made on time.  If they aren’t, knowing in advance and taking proactive steps to correct the publication notice or changing the agenda because proper notice has not occurred can be accomplished.  

Digital Recording XE "Digital Recording" .  Most city council meetings are recorded on an analog tape.  The City of Las Cruces changed to digital recording in 2002.  The change was a compromise solution with city council.  Up to that point, city council required verbatim minutes of their proceedings.  After research and evaluation of a digital recording system, I made a proposal to city council to change to digital format.  Council agreed to have minutes transcribed in summary format, since they can refer back to the recording.  City council was concerned with losing actual comments made during meetings.  Digital recordings can be maintained on CD for approximately ten years without degradation.  Analog tapes begin to degrade after approximately one year.  Retention schedules state that recordings can be destroyed after transcription, which was done after verbatim transcription of analog tapes.  If litigation occurs on council actions, they usually will come within the first year.  Verbatim transcription of the digital recording on specific council actions could be completed if required by litigation.  A retention period of ten years was established for CD recordings.  Locating a vendor to provide digital recorders can be done by searching the internet for a vendor that sells ‘court reporting software’.  


We have created a ten year record on the CD audio recording.  We save the audio recording of the agenda setting meeting, a copy of the audio recording of the meeting, a copy of the paperless agenda, and a copy of the approved minutes.  We can save three months of meetings on one CD.  We keep a working copy of the CD in the office, and a security copy at the Records Center.  

Paperless Agendas XE "Paperless Agendas" .  Agenda preparation is a labor intensive process at times.  The City of Las Cruces prepares agendas with all back up material for city council meetings.  Twenty-seven separate copies of agenda books were created.  Each department keeps their agenda books for reference, although proper retention time is two years.  Agenda books can be 300 to 1500 pages long.  Storage of agenda books created a storage problem for everyone.  


The city of Arvada Colorado XE "Arvada Colorado"  presented a paperless agenda program at an International City Management Association conference.  The Las Cruces City Manager was impressed with their presentation and asked staff to complete a thorough evaluation of their program.  Las Cruces switched to paperless agendas January 2002.  Adobe Portable Document Format (PDF) was used.  Only four paper copies of the agenda books are now printed, two for the library, one for the city clerk’s office to provide for review and another for use during council meetings.  By reducing printing costs by 23 agenda books, cost savings have amounted to over $30,000 per year. Another important savings is storage of multiple agenda books.  Departments no longer need to store large agenda books, only a CD.  They use them for reference as long as they wish.  The original document, produced on paper for scanning and printing purposes is still maintained in the city clerk’s office and destroyed after two years.  

Electronic Indexing XE "Electronic Indexing" .  How do you find information adopted by city council?  Since the Las Cruces City Council adopts all actions by ordinance or resolution (by charter), a good index would be a list of these documents.  A paper index had been typed for years, with ordinance/resolution number – title of the document – date of adoption.  Locating a specific document meant reading years of indexes.  Using technology this information was transferred to an electronic index by using word processing software.  Finding a specific document, a user uses the Find command (Ctrl+F) to find a word or phrase and location is simplified.  The index is maintained on the city’s intranet and available to all departments.  This is a finding aid, retention ‘until superseded or until related records are destroyed’ (NMAC 1.15.3.149).  Since ordinances and resolutions are permanent records, this index is to be maintained permanently.  Back up of the city’s computer system preserves the record, and migration to new software will be made when necessary.  

Sample

	Res No
	Title
	Adoption Date

	01-291
	A Resolution Adopting Procedures For Requesting Inspection Of Public Records
	May 7, 2001

	01-292
	A Resolution Approving a Contract with XYB Company to Resurface Streets in Las Cruces.
	May 7, 2001

	01-293
	A Resolution Adopting An Open Meetings Resolution, Establishing Rules and Regulations for City Council Meetings.
	May 7, 2001

	01-294
	A Resolution Establishing a Veteran’s Affairs Advisory Board.
	May 7, 2001


Chapter 12



Value of a Multi-Media System


Combining an array of media options may seem confusing or intimidating, but you probably already do this in your personal life.  Lessons learned from capturing and managing images in your personal life are transferable to business applications.  You are more experienced at configuring multi-media imaging systems than you realize.  To address different needs, you need different media, not as replacements, but to satisfy different needs.  


Consider the special moments in your life, a family wedding, for example.  This event is captured on more than one media.  Many people take pictures with personal cameras.  A professional photographer will capture the event on several cameras loaded with different film for different purposes.  Video tape brings motion, sound and a sense of intimacy that is totally different from still images.   Keeping invitations, a dried flower, bridal gown and other memorabilia only complicates the preservation of events.  


No single media can satisfy all our personal applications.  Every family with a video camera prizes family tapes.  But video tapes can’t be displayed in an album, on a desk or wall.  Video images are far less permanent than images on film.  Video images will degrade even after ten years.  Video images can be transferred to DVD.  A shadow box application might meet needs to display invitations and a dried flower.  The professional photographer keeps the negatives of the event, off-site.  The marriage license is filed in the county clerk’s office, off-site.    The wedding dress is professionally cleaned and sealed in an archival quality container.  Preservation methods used to document the marriage for future generations.


When was the last time you discarded a family photograph or video tape that turned out well?  Have you converted old family movies or slides to video?  Did you throw away the original film or keep it in storage?  High value images are often recorded on more than one media.  The higher the value, the more apt we are to be redundant in media.   The same principles apply to storage of your city’s records.

Identifying Storage Media


Value of a document management system is widely recognized.  It can significantly improve government processes.  Use of multiple media within such systems is an important option to consider when designing a document management system.  Use of multiple media is natural, familiar and an extremely effective approach to managing images and information.  


There is no shortage of media alternatives from which to choose.  Electronic media exist in different format such as magnetic tape and optical disks.  Microfilm XE "Microfilm"  has long been a part of government and exists in many formats.  Paper however, remains the dominant media for sharing and storing information.


The primary challenge in configuring imaging solutions is matching needs with the capabilities of various media.  Define the application requirements as the first step in determining appropriate media choices. Three key dimensions of document management are file volume, retrieval volume and storage volume.  


When considering a media type, you need to look at the different aspects of volume to determine which media you should use.   You need to match the storage media with the space needs, retrieval and size of the files.   
 


Using the following chart, you can determine the proper method for storing documents.  If there are a minimal number of files, the file volume is low.  If the files are used on a daily basis in the work process, retrieval volume is high.  It doesn’t matter if the storage is short or long term, storage media should be legally acceptable electronic media.  If you have a high file volume, low retrieval record that is stored long term such as minutes, the best storage media is microfilm.   

	File Volume
	Retrieval Volume
	Storage Volume
	Storage Media

	Low
	Low
	Long term
	Archival Microfilm

	Low
	Low
	Short Term
	Paper

	Low
	High
	Short or Long Term
	Legally Acceptable Electronic

	High
	Low
	Long Term
	Archival Microfilm

	High
	Low
	Short Term
	Paper

	High
	High
	Short or Long Term
	Legally Acceptable

Electronic



Large volumes of documents can enter a system in a centralized location and must be shared.  Fast, productive filing and retrieval are crucial in customer service oriented applications.  Document images may be stored for a limited time, often less than a decade. 

Matching Media with Needs

Paper.   Paper is the best known media.  It is the dominant media and is approximately 85% of the volume today’s information.  Paper offers a number of benefits.  Information stored on paper is human readable and does not require any special reading devices.  It is easy to reproduce and extremely portable.  It is low in cost.  However, paper has drawbacks.  Manual filing and retrieval is labor intensive.  Paper systems are prone to misfiling.  Paper consumes large amounts of potentially expensive space.  

 
Most people see a continuing role for paper in document management.  It is universally accepted.  Advancement in remote transmission of document images by fax, copier-printers and printers will ensure a role for paper in future systems.  

Microfilm.    Microfilm XE "Microfilm"  has inherent strengths that make it ideal for many applications.  Documents from more than two file drawers can be compacted on one role of microfilm.  Its archival qualities and low cost are unsurpassed.  Microfilm assures file integrity XE "integrity"  and is legally acceptable in most countries as a paper substitute.  It is standardized and human readable media.  Microfilm offers users protection against retrieval equipment obsolescence.  Images recorded on microfilm more than half a century ago are still readable on today’s devices.  Speed of access to microfilm is limited due to the time it takes to develop film before images are available.  Retrieval speed is constrained by the time it takes to locate, move and load the proper roll.  The future of microfilm lies in the acceptance of equipment that not only retrieves images, but digitizes and delivers them to the end user electronically.

Electronic Media.  Electronic Media has provided data storage needs for over 30 years.  It holds great promise for document management.  Magnetic, optical disk and CDs offer distinct advantages over paper and microfilm.  Digital media allows fast, random access to images and data.  Images and data can be distributed over networks at high speed.  These properties make it ideal for customer service applications where retrieval needs are intense.  It also offers space saving advantages over paper.  


However, digital media are only machine-readable.  Equipment obsolescence is an issue.  Electronic media formats are not standardized, limiting access and exchange of data.  Electronic information is alterable, thus limiting legal acceptance.  Cost per image is higher than microfilm.  Costs include initial capital outlay for equipment and software and personnel cost to scan images into the system.  This high cost makes digital systems prohibitively expensive for many municipalities.  

Hybrid Systems.
Hybrid systems XE "Hybrid systems"  allow users to combine cost and performance advantages of different media.  This type of system merges microfilm and electronic technology.  Microfilm XE "Microfilm"  serves as a long-term storage media, with electronic media providing real time access to documents in high demand.  Images stored on microfilm can be scanned as needed at digital work stations and shared over electronic networks.  Storage media become ‘transparent’ to the user, providing new options in document management systems development.  


 When reviewing different systems, it is important to consider all elements of system requirements.  Desired benefits of electronic imaging are increased productive and improved access to information.  Users want compatibility, speed, and ease of use.  There are other dimensions of value that should also be addressed.  It is important to weigh the cost and benefits of each system.  


Back up is one of those dimensions.  Amateur photography has a built-in back up system in the form of film negatives.  We understand the intrinsic value of negatives.  Most of us will share our prints, but don’t ask for our negatives.  


Microfilm XE "Microfilm"  is well suited to serve as a back-up media.  Paper originals should not be destroyed until they have been recorded on microfilm for long term storage.  


Users are able to capture images on multiple media in a single pass with a scanner-microfilm unit.  Documents that are safety committed to film can be deleted from on-line storage at any time.  Microfilm XE "Microfilm"  serves a dual purpose.  It is a cost effective archival media and a cost effective back up media.  


Phased implementation is an additional strength of a hybrid system.  Hybrid systems XE "Hybrid systems"  are designed so users can implement imaging in incremental stages.  Each stage builds on an established base of experience and success.  Phased implementation also allows you to transfer records as funds become available.  


Few decisions you make will have greater long term impact on your municipality than decisions regarding a Records Management Program.  Consider the broad impact records have for your municipality.  Consider parallels between government and personal imaging.  Hybrid system can clearly expand utility and value of your Records Management Program.  

Glossary
Active Record - Record needed to carry out an organizations’ day-to-day business; record subject to frequent use. 

Administrative Value – Appraisal of the usefulness of a record to the originating or succeeding agency to conduct business.  There is a listing of records which have been identified as having Administrative Value, Historical Value, Informational Value, and Archival Value and as a Vital Record following the Glossary.  

Adverse Inference – A finding by a court in litigation that information contained in documents or other evidence, inappropriately destroyed by a party, is unfavorable to that party, even though the full content of the records or evidence was never reviewed by court.  

Aggregation -The process of combining data inputs from different creation and authoring tools and other systems. 

Archival Record - tc "Archival Record " \l 3A document that has historical significance to the organization.  Examples would be the Municipal Charter or Land Patents.

Archival Value - The determination that records are worthy of indefinite or permanent preservation.  There is a listing of records which have been identified as having Administrative Value, Historical Value, Informational Value, and Archival Value and as a Vital Record following the Glossary.  

Archives – 1.  tc "Archives " \l 3The non-current historical records of the organization, preserved because of their enduring value.  2. The agency responsible for selecting, preserving and making available, records determined to have permanent or continuing value.  3. The building in which an archival repository is found.

Arrangement - tc "Arrangement " \l 3The order or relationship of individual files within a record series, frequently reflecting the function of the record series to the organization, i.e., alphabetical, numerical, alphanumerical or chronological.

Audit - 1.  Log of who changed what when for accountability. 2.  A periodic examination of an organization to determine whether appropriate procedures and practices are followed.

Back file conversion - The process of scanning and storing in digital format historical paper-based files.

Back Up – A duplicate of a record kept for reference in case the original is lost or destroyed.

Categorization - Organizing documents, Web pages, and other content into logical groupings, based on their contents. 

CD-ROM - (Compact Disc Read Only Memory)-Optical disc that is created by a mastering process and used for distributing read-only information. 

COLD/ERM - (Computer Output to Laser Disk/Enterprise Report Management)-Stores and indexes computer output (primarily reports) on magnetic disks, optical discs, and / or magnetic tape. Once stored, the reports can be retrieved, viewed, printed, faxed, or distributed to the Internet. Often used for Internet Billing applications. 

COM (Computer Output Microfilm XE "Microfilm" ) - A system in which digital information is converted into an image on dry processed microfilm.

Computer File System - The way in which files are named and where they are placed logically for storage and retrieval, most commonly in a hierarchical (tree) structure. 

Custodian of Record - tc "Custodian of Record " \l 3 This person is responsible for the oversight of all records belonging to the municipality. The Custodian of Record is required to be appointed by the governing body, by statute Section 14-1-13 NMSA, 1978 as Amended. 

Database – 1. Electronic collection of records stored in a central file and accessible by many users for many applications. 2. Collection of data elements within records or files that have relationships with other records or files. Relational databases are the most common.  Data are stored in standard rows, tables, and columns.  

Destruction - tc "Destruction " \l 3The process of totally obliterating information on records by any method to make the information unreadable or unusable under any circumstances.

 Disaster Plan - A written and approved plan detailing how records will be handled in a disaster (prior, during, and after).  

Document – Recorded information regardless of medium or characteristics.  Frequently used tc "Document " \l 3interchangeable with record and file; a single record item (letter, memorandum, form).

Document Imaging  - Process of capturing, storing, and retrieving documents regardless of original format, using micrographics and/or electronic imaging (scanning, OCR,  etc.). 

Document Management - Software that controls and organizes documents throughout an enterprise. Incorporates document and content capture, workflow, document repositories, COLD/ERM and output systems, and information retrieval systems. 

DVD - (Digital Versatile Disc)-120mm optical disc on which digital video, audio, data, and images can be stored. Available in read-only, recordable, and rewritable formats. 

tc " " \l 3Electronic Records - Records consisting of data and information that are entered, created, manipulated and/or stored on electronic media that show evidence of actions and decisions occurring during transactions of government business.  Also, called machine-readable records.

Expunge - tc "Expunge " \l 3When you expunge an electronic record, you completely delete it (destruction).

File - tc "File " \l 3File is interchangeable with record and document.

Forms Processing - The ability of software to accept scanned forms and extract data from the boxes and lines to populate databases. Software usually includes the ability to drop out the form so that recognition accuracy improves. Intelligent Document Recognition automatically identifies document types from the layout and structure of the document. 

Historical Value - Records which are retained for purposes of history and not necessarily for business purposes.  There is a listing of records which have been identified as having Administrative Value, Historical Value, Informational Value, and Archival Value and as a Vital Record following the Glossary.  

Inactive Records - tc "Inactive Records " \l 3A series of records with a reference rate of less than one search per file drawer per month.

Indexing - Identification of specific attributes of a document or database record to facilitate retrieval. 

Informational Value – The value of a record derived from the information it contains on persons, places, etc. and not on the originating agency itself.  There is a listing of records which have been identified as having Administrative Value, Historical Value, Informational Value, and Archival Value and as a Vital Record following the Glossary.  

Inventory - tc "Inventory " \l 03Identifying types and quantities of records, and also the storage equipment within an area, to decide the length of time to keep as an active or inactive record, or schedule for destruction.

Magnetic Storage - Any media type that depends on the use of electromagnetic properties to store information; may include hard drives, magnetic tapes and floppy disks.

Metadata - tc "Metadata " \l 3Metadata is the identifying information in a database that allows the information presented to make sense.  Information on the definition, structure and usage of data within a system or organization.

Microfiche - tc "Microfiche " \l 3Microfilm XE "Microfilm"  containing multiple micro images in a grid pattern on a transparent sheet of a file. 

Microfilm XE "Microfilm"  - A reduced scale photographic image of a record.  Filming of documents on 
a roll of film that provides a clear record of the original document.  After a document is microfilmed, the paper document is no longer needed and can be destroyed.  The microfilm image becomes the original, admissible in court.  Microfilming documents requires adherence to N. M. State Standards before the image is acceptable.

Microform - Microfilm XE "Microfilm"  media, including reels, fiche, jackets and computer output microfilm (COM) containing micro images.

Micrographics XE "Micrographics"  - tc "Micrographics " \l 3The technology involved in the creation and use of micro images.

Non-Record - tc "Non-Record " \l 3Library or museum material, extra copies of documents reserved only for convenience or references and stocks of publications and processed documents are non-records. 

The following specific types of materials are non-records:

· extra copies of correspondence;

· documents preserved only for convenience of reference;

· blank forms or books that are outdated;

· materials neither made nor received in the pursuance of statutory requirements nor concerning the functional responsibility of the officer/agency;

· preliminary and non-final drafts of letters, reports and memoranda that may contain or reflect the working or deliberative process by which a final decision or position of the agency, board, department or subdivision thereof is reached;

· shorthand notes, steno tapes, mechanical records transcribed, except where noted on agency retention schedules;

· routing and other interdepartmental forms that are not significant evidence of the activity concerned and do not otherwise have value as described above;

· stocks of publications already sent to archives and processed documents preserved for supply purposes only;

· form and guide letters, sample letters, form paragraphs;

· subject files, including copies of correspondence, memoranda, publications, reports and other information received by agency and filed by subject, also called reading files or information files (NMAC 1.15.3.101).

OCR - (Optical Character Recognition)-Technique by which images of characters can be machine-identified, then converted into computer readable codes. 

Optical Disc - Medium that will accept and retain information in the form of marks or density modulation in a recording layer that can be read with an optical beam. 

Paper - Centuries old and, with Microfilm XE "Microfilm" , one of two ways to ensure that documents are readable at least 100 years. 

PDF - (Portable Document Format) Format developed by Adobe Systems for document publication. 

Public Record XE "Public Record"  - “Public records” means all documents, papers, letters, books, maps, tapes, photographs, recordings and other materials, regardless of physical form or characteristics, that are used, created, received, maintained or held by or on behalf of any public body and relate to public business, whether or not the records are required by law to be created or maintained.  14-2-6(E) NMSA 1978 as Amended.

Records Management - tc "Records Management " \l 3The systematic control of all records from creation or receipt through processing, distribution, maintenance and retrieval, to their ultimate disposition undertaken to reduce costs and improve efficiency in record keeping.

Records Retention Period - tc "Records Retention Period " \l 3The period during which records must be maintained by an organization because they are needed for operational, legal, fiscal, historical or other purposes.  

Records Retention Schedule - tc "Records Retention Schedule  " \l 3 A document prepared as part of a record retention program that lists the time for retaining records.   State Records and Archives Center has developed various retention schedules for records held in the State.  Their objective is “To establish records disposal schedules for the orderly retirement of records....”  (NMAC 1.15.3.3)

Records Series - A group of identical or related records, files, documents and/or other media created by one agency that are normally used, indexed or filed together, and that permit evaluation as audit for retention and disposition purposes.  An example would be Accounts Payable Vouchers. 

Redact - tc "Redact " \l 3This is a process where some information on a document is blacked out by mechanical or electronic means, because the information is not public.  Examples would be social security numbers, gross receipts tax numbers.

Repository – Place where records are stored. 

Retrieval - Procedure for searching for and extracting records or content.

State Records Center and Archives - tc "State Records Center and Archives " \l 3This is a state agency under the General Services Administration.  This agency has control over records for all state agencies in the State of New Mexico.  They provide information and guidance for municipalities, but do not have control of municipal records.  They develop records retention schedules, maintain the documents created at state agency level, and provide an archive for historical records. 

Transitory Record - Routine correspondence, documents, or records with short term value.  The retention period is limited to the interval required for completion of the action covered by the communication.  

Vital Records - tc "Vital Records " \l 3Records essential to the continued functioning or reconstruction of an organization during and after a disaster. Vital records are those documents that provide the basis of information to perform the function of the organization.  Examples would be payroll records.  

Acronym Mania


What does that acronym stand for?



In ECM (enterprise content management), so many phrases turn into acronyms that turn into readily acceptable words in our vocabulary. From the days of microfilm and electronic imaging, to today's high-tech, high-speed digital and Web world, we've compiled this ever-growing list.  (AIIM XE "AIIM"  - Glossary of Document Technologies 2004)

API - application program interface
ARM - archives and records management
ASCII -American standard code for information interchange
ASP - application service provider

B2B - business-to-business
B2C - business-to-consumer
B2E - business-to-employee
BASIC - beginners all-purpose symbolic instruction code
BLOB - binary large objects
BMP - bitmap graphical image format
BPA - business process automation
BPI - business process integration
BPM - business process management
BPML - business process modeling language
BPO - business process outsourcing
BPR - business process reengineering or business process redesign
BSP - business service providers

CAD - computer-aided design
CADD - computer-aided drafting and design
CAGR - compound annual growth rate
CDIA - Certified Document Imaging Architech
CD-R - compact disc - recordable
CD-ROM - compact disc - read only memory
CD-RW - compact disc - rewritable
CDSP - content distribution service provider
CM - content management
COLD - computer output to laser disk
COLD/ERM - computer output to laser disk/enterprise report management
COM - computer output microfilm
CPDM - collaborative product definition management
CRM - customer relationship management

DAM - digital asset management 
DBMS - database management system
DM - document management
DOS - disk operating system
DRM - digital rights management
DTD - document type definitions or document type declaration
DVD - digital versatile disk

EAI - enterprise application integration
EBPP - electronic bill presentment and payment
ECM - enterprise content management
EDI - electronic data interchange
EDI - enterprise data integration
EDMS - electronic document management system
EIM - electronic image management
ERM - electronic records management
ERM - enterprise report management
ERMS - electronic records management system
ERP - enterprise resource planning

FTP - file transfer protocol

GIF - graphical interchange format
GUI - graphical user interface

HIPAA - Health Insurance Portability and Accountability Act
HSM - hierarchical storage management 
HTML - hypertext markup language
HTTP - hypertext transfer protocol

ICR - intelligent character recognition
IDARS - integrated document archive and retrieval systems
IDS - intelligent document scanning
ISP - Internet service provider
IT - information technology

J2EE - Java 2 Platform, Enterprise Edition
JFIF - JPG file interchange format
JPEG - joint photographic experts group

KM - knowledge management

LAN - local area network
LDAP - limited directory access protocol
LIT - Laureate of Information Technologies


MES - manufacturing execution system
MICR - magnetic ink character recognition
MIT - Master of Information Technologies
MSP - management service provider

NAS - network attached storage
NITF - national imagery transmission format

OCR - optical character recognition
ODMA - Open Document Management API
OLAP - online analytical processing
OMR - optical mark recognition

P2P - peer-to-peer
PDA - personal digital assistant
PDF - portable document format
PDF/a - PDF/archive
PKI - public key infrastructure

QC - quality control

R & D - research and development
RAID - redundant array of independent drives
RAM - random access memory
RDBMS - relational database management system
RDF - resource description framework
RFI - request for information
RFP - request for proposal
RM - records management
ROI - return on investment
ROM - read-only memory

SAN - storage area network
SCSI - small computer system interface
SVG - scalable vector graphics
SLA - service level agreement
SOAP - simple object access protocol
SQL - structured query language
SRM - storage resource management

TCO - total cost of ownership
TIFF - tag image file format

UDDI - universal discovery, description, and integration
UI - user interface
UML - Unified Modeling Language
URI - uniform resource identifiers
URL - uniform resource locator

VAD - value added dealer
VAR - value added reseller

WAN - wide area network
WAP - wireless application protocol
WCM - web content management
WebDAV - Web document authoring and versioning
WML - wireless markup language
WORM - write once, read many
WSDL - Web service definition language or Web service description language

XFDL - extensible forms description language
XML - extensible markup language
XPDL - XML processing description language or XML process definition language
XQL - XML query language
XSLT - extensible style language transformations

Organizations

AIIM
 - Association for Information and Image Management
ANSI - American National Standards Institute
ARMA
 - Association for Information Management Professionals (formerly Association of Records Managers and Administrators)
BPMI - Business Process Management Initiative
DMA - Document Management Alliance
DMIA - Document Management Industries Association 
EmTAG - Emerging Technology Advisory Group
FbIA - Film-based Imaging Association
IEEE - Institute of Electrical and Electronics Engineers
ISO - International Organization for Standardization
NIST - National Institute of Standards and Technology
NPES - The Association for Suppliers of Printing, Publishing, and Converting Technologies
OASIS - Organization for the Advancement of Structured Information Standards
OMG - Object Management Group
PCMCIA - Personal Computer Memory Card International Association
SNIA - Storage Network Industry Association
TAWPI - The Association for Work Process Improvement
W3C - World Wide Web Consortium
WfMC - Workflow Management Coalition
(AIIM E-DOC Magazine 2004)

Value of a Record


Records have different values based on use.  Administrative Records are created in the normal course of business.  Financial Records are those that are used to record the financial business of a government.  Archival Records are of significant value to the establishment of government.  Historical Records contain events of historical importance to the creation of the community, actions taken by the community or citizens of the community.  Informational Records provide basic information to the user.  Vital Records are essential to continuity of operations of government or to protection of rights of citizens and government.  
ADMINISTRATIVE RECORDS

Item No.
Title of Record

1.15.3.101
NON-RECORD MATERIALS

1.15.3.102
SUBJECT FILES

1.15.3.103
PRIMARY MISSION RECORDS

1.15.3.104
AGENCY ORGANIZATIONAL CHARTS

1.15.3.105
ADMINISTRATIVE RULES

1.15.3.107
ADMINISTRATIVE REFERENCE FILES (NON-EXECUTIVE LEVELS)

1.15.3.108
ADMINISTRATIVE CORRESPONDENCE FILES (EXECUTIVE LEVELS)

1.15.3.109
GENERAL CORRESPONDENCE FILES (NON-EXECUTIVE LEVELS)

1.15.3.111
EXECUTIVE ORDERS, PROCLAMATIONS, AND LEGISLATIVE
 
ADVISORIES

1.15.3.112
GOVERNING BOARD FILE

1.15.3.113
COMMITTEES OR COUNCILS FILES

1.15.3.114
MANUALS OF PROCEDURES

1.15.3.115
POLICIES AND PROCEDURES FILES

1.15.3.116
LEGISLATION
, AGENCY FILES

1.15.3.117
REPORTS

1.15.3.118
ACCIDENT REPORT FILES

1.15.3.120
APPLICATIONS FOR EMPLOYMENT FILE

1.15.3.121
PUBLIC RELATIONS FILE

1.15.3.122
MOTION PICTURES OR VIDEO RECORDINGS

1.15.3.123
NEWSPAPER RELEASES

1.15.3.124
PHOTOGRAPHS

1.15.3.125
PROPERTY FILES

1.15.3.128
MAINTENANCE SERVICE FILES

1.15.3.129
SUPPLIES AND EQUIPMENT FILE

1.15.3.130
SURPLUS PROPERTY FILES

1.15.3.131
TELEPHONE BILLINGS FILE

1.15.3.132
TELEPHONE LOGS

1.15.3.133
WORK ORDERS FILE

Item No.
Title of Record

1.15.3.134
CALENDAR OF EVENTS FILE

1.15.3.135
SCHEDULES OF DAILY ACTIVITIES

1.15.3.136
LISTS OR DIRECTORIES

1.15.3.137
SPEECH FILES

1.15.3.138
CONFERENCES OR WORKSHOPS ATTENDED FILE

1.15.3.139
CONFERENCES OR WORKSHOPS CONDUCTED FILE

1.15.3.140
SIGNATURE AUTHORIZATIONS

1.15.3.141
ALCOHOL AND DRUG ABUSE PROGRAM FILE

1.15.3.142
OVERTIME FILES

1.15.3.143
AFFIRMATIVE ACTION OR EQUAL EMPLOYMENT OPPORTUNITY 
FILE

1.15.3.144
SEARCH COMMITTEE FILE

1.15.3.148
INTERNAL AUDIT FILES

1.15.3.149
FINDING AIDS (INDEXES)

1.15.3.150
PROJECT CONTROL FILE

1.15.3.151
FEASIBILITY STUDIES

1.15.7.102
REJECTED APPLICATIONS

1.15.7.103
BACKGROUND INVESTIGATION RECORD

1.15.7.104
PERSONNEL EVALUATIONS

1.15.7.105
LEAVE RECORDS

1.15.7.107
INSURANCE RECORDS

1.15.7.108
MISCELLANEOUS DEDUCTION RECORDS

1.15.7.109
REQUEST FOR CERTIFICATE OF ELIGIBLES

1.15.7.110
CERTIFICATE OF ELIGIBLES

1.15.7.111
PROMOTIONAL AND TRANSFER OPPORTUNITY NOTICES 


(INTERNAL)


1.15.7.112
EMPLOYEE NUMBER LOGS

1.15.7.113
EMPLOYEE LISTING (PERSONNEL ROSTER)

1.15.7.114
CONTROL LOGS

1.15.7.115
ACTION REMINDER LISTING, MONTHLY PRINTOUT

1.15.7.116
JOB SPECIFICATION

1.15.7.117
JOB DESCRIPTION QUESTIONNAIRE

1.15.7.118
TABLE OF ORGANIZATIONAL LISTING (TOOL’S) MONTHLY 

PRINTOUT

1.15.7.119
CLASSIFICATION STUDY FILES

1.15.7.120
STATE GOVERNMENT INTERN POSITION REQUEST 

1.15.7.121
POSITION CHANGE REQUEST

1.15.7.122
LIST OF APPROVED CLASS SPECIFICATIONS (CLASSIFICATION 
AND COMPENSATION PLAN)

1.15.7.123
NOTICE OF CHANGE OF CLASS SPECIFICATION 

1.15.7.125
EQUAL EMPLOYMENT OPPORTUNITY AFFIRMATIVE ACTION 

PLANS, ANNUAL 

1.15.7.126
AGENCY EEO STATISTICS, ANNUAL PRINTOUTS

1.15.7.127
GRIEVANCE AND COMPLAINT FILES 

1.15.7.128
EDUCATION AND TRAINING FILES

1.19.8.102
ORDINANCE CODE
1.19.8.104
LIQUOR LICENSE FILES

Item No.
Title of Record

1.19.8.105
BUSINESS LICENSE FILES
1.19.8.106
BUSINESS REGISTRATION FILES 

1.19.8.107
NON-BUSINESS REGISTRATION FILES
1.19.8.114
PETITION FILES
1.19.8.115
ADA COMPLIANCE FILES
1.19.8.116
COLLECTIVE BARGAINING FILES
1.19.8.117
CLAIM OF LIEN FILES
1.19.8.151
ELECTION DISTRICT FILES
1.19.8.152
PRECINCT BOARD FILES
1.19.8.153
ELECTION FILES
1.19.8.154
CAMPAIGN CONTRIBUTION REPORTS
1.19.8.155
OATH OF OFFICE
1.19.8.201
ZONING CASE FILES
1.19.8.202
ZONING PERMIT FILES
1.19.8.203
ZONING VIOLATION FILES
1.19.8.204
BUILDING INSPECTION FILES
1.19.8.205
BUILDING CODE VIOLATION FILES
1.19.8.206
PROPERTY ASSESSMENT FILES
1.19.8.208
COMMUNITY DEVELOPMENT REPORT 

1.19.8.209
COMMUNITY DEVELOPMENT AND COMMUNITY SERVICE GRANT 
OR SUB-GRANT FILES
1.19.8.301
PRE-APPLICATION FOR TENANT ELIGIBILITY
1.19.8.302
TENANT WAITING LIST
1.19.8.303
TENANT FILE
1.19.8.304
HOUSING DISCRIMINATION COMPLAINT FILE 

1.19.8.305
DEVELOPMENT COST FILES
1.19.8.306
PUBLIC HOUSING MAINTENANCE FILES
1.19.8.307
HUD REPORTING FILE
1.19.8.402
PUBLIC UTILITY MAINTENANCE FILES
1.19.8.403
STREET EXCAVATION PERMIT FILES
1.19.8.405
WATER STORAGE AND SUPPLY MAINTENANCE FILES
1.19.8.503
WASTEWATER TREATMENT FACILITY MAINTENANCE FILES
1.19.8.504
WASTEWATER FLOW CHART REPORT 

1.19.8.505
SLUDGE DISPOSAL FILES
1.19.8.552
SOLID WASTE FACILITY MAINTENANCE FILES
1.19.8.553
SOLID WASTE TRANSFER STATION FILES 

1.19.8.554
PUBLIC UTILITY CUSTOMER SERVICE FILES 

1.19.8.555
PUBLIC UTILITY SERVICE FILES
1.19.8.556
METER READING FILES
1.19.8.558
UTILITY TURNOFF NOTICE AND DELINQUENT REPORT
1.19.8.560
LINE LOCATION FILES
1.19.8.601
HERBICIDE AND PESTICIDE FILE
1.19.8.651
FACILITY USE AGREEMENT FILES 

1.19.8.652
RECREATION PROGRAM FILES
1.19.8.701
VOLUNTEER FIREFIGHTER FILES
1.19.8.702
BUILDING LAYOUT FILES
1.19.8.703
BUILDING INSPECTION FILE
1.19.8.704
FIRE DRILL REPORT
1.19.8.705
FIRE INVESTIGATION CASE FILES
Item No.
Title of Record

1.19.8.706
EMERGENCY EQUIPMENT CHECKLIST 

1.19.8.707
EMERGENCY DISPATCH RECORDS
1.19.8.708
EMERGENCY MEDICAL SERVICE (EMS) FILES
1.19.8.801
OATH OF OFFICE
1.19.8.803
INCIDENT REPORTS (OFFENSE OR INCIDENT REPORTS)
1.19.8.806
CONFIDENTIAL SOURCE (INFORMANT) FILES 

1.19.8.805
CRIMINAL INVESTIGATION CASE FILES
1.19.8.807
VIDEO RECORDINGS
1.19.8.808
PROPERTY OR EVIDENCE RECORD 

1.19.8.809
BOND LOGS 

1.19.8.810
UNIFORM TRAFFIC CITATIONS
1.19.8.811
UNIFORM ACCIDENT REPORT
1.19.8.812
PARKING VIOLATION CITATIONS 

1.19.8.813
RADIO OR TELEPHONE RECORDINGS (911 RECORDED CALLS)

1.19.8.814
RADIO OR TELEPHONE LOGS
1.19.8.815
DISPATCH FILES 

1.19.8.816
TELETYPE FILES
1.19.8.817
INTERNAL AFFAIRS CASE FILES
1.19.8.818
COURT SERVICES DOCKET SHEET
1.19.8.819
COURT SERVICES DOCKET
1.19.8.820
WRECKER LOG (IMPOUND LOG)

1.19.8.821
ANIMAL CONTROL FILES
1.19.8.822
SEIZURE OR FORFEITURE FILES 

1.19.8.823
CRIME PREVENTION FILES 

1.19.8.824
CRIME STOPPERS AWARD FUND FILES 

1.19.8.825
CRIME STATISTICAL REPORTS
1.19.8.826
CRIMINAL INCIDENT AUTOMATED SYSTEM 

1.19.8.827
PAWNBROKER FILES
1.19.8.828
GANG ACTIVITY FILE 

1.19.8.851
JAIL OR DETENTION FILES 

1.19.8.852
INMATE (PRISONER) CASE FILES
1.19.8.853
PROTECTIVE CUSTODY FILES 

1.19.8.854
FACILITY MEDICAL FILES
1.19.8.855
RELEASE ORDERS 

1.19.8.856
INMATE RELEASE AND ACTIVITY LOG
1.19.8.857
VISITOR CONTROL LOG
1.19.8.858
EXTRADITION FILES
1.19.8.859
FEDERAL RETAINER REQUESTS
1.19.8.860
FACILITY INCIDENT FILES
1.19.8.861
WORK ACTIVITY FILES
1.19.8.862
CONTROLLED SUBSTANCE AND DRUG ISSUANCE FILES 

1.19.8.863
NON-NARCOTIC CONTROLLED SUBSTANCE ISSUANCE FILES 

1.19.8.864
CONTROLLED SUBSTANCE INVENTORY FILES 

1.19.8.865
PRISONER TELEPHONE LOG
1.19.8.901
VEHICLE FILES
1.19.8.902
VEHICLE MAINTENANCE FILES
1.19.8.926
ANIMAL TRANSACTION FILES
Item No.
Title of Record

1.19.8.927
HEALTH CERTIFICATES
1.19.8.928
INDIVIDUAL ANIMAL FILES
1.19.8.929
ANIMAL SHIPPING PERMITS 

1.19.8.930
STUD FILES
1.19.8.931
BREEDING LOAN FILES
1.19.8.932
ANNUAL INVENTORY OF ANIMALS
1.19.8.941
BUS ROUTE PLANNING FILE
1.19.8.942
CHARTER BUS FILES
1.19.8.943
DAILY BUS PASSENGER REPORT
FINANCIAL RECORDS

1.15.5.101
BUDGET WORK PAPERS 
1.15.5.102
BUDGET APPROPRIATIONS REQUEST 

1.15.5.103
OPERATING BUDGET

1.15.5.104
BUDGET ADJUSTMENT REQUESTS

1.15.5.105
BUDGET STATUS REPORT, MONTHLY

1.15.5.202
INVOICES (AGENCY)

1.15.5.203
RECEIPTS

1.15.5.204
PAYMENT INVOICE FILES

1.15.5.205
DEPOSIT SLIPS

1.15.5.206
REVENUE STATUS REPORT, MONTHLY

1.15.5.207
CASH REPORTS, DAILY

1.15.5.208
REVENUE CONTRACTS AND GRANTS

1.15.5.301
VENDOR FILES

1.15.5.302
REQUISITION FOR PURCHASE

1.15.5.303
PURCHASE ORDERS (PURCHASE DOCUMENTS) 

1.15.5.304
INVOICES (VENDOR)

1.15.5.306
CONTRACT/AGREEMENT LOGS

1.15.5.307
BIDS/QUOTES

1.15.5.308
REQUEST FOR PROPOSAL

1.15.5.309
VOUCHERS (PAYMENT VOUCHERS)

1.15.5.310
PAYMENT VOUCHER FILES

1.15.5.311
WARRANTS

1.15.5.312
CHECKS

1.15.5.313
VOUCHER PAYMENT WARRANT REGISTER

1.15.5.314
TRIP TICKET FILE

1.15.5.315
VEHICLE MAINTENANCE FILES

1.15.5.316
ENCUMBRANCE DOCUMENTS

1.15.5.317
DETAILED LIST OF ENCUMBRANCES

1.15.5.318
SUPPLEMENTARY ANALYSIS OF PRIOR YEAR 

ENCUMBRANCE 

1.15.5.319
CONTRACT TAX FILE

1.15.5.401
TIME CARDS

1.15.5.402
TIME SHEETS 

1.15.5.403
TRIAL PAYROLL

1.15.5.405
EMPLOYEE YEAR-TO-DATE INFORMATION

1.15.5.406
VOUCHERS (PAYROLL)

Item No.
Title of Record

1.15.5.407
WARRANTS (PAYROLL)

1.15.5.408
PAYROLL WARRANT REGISTERS

1.15.5.409
W-2 FORMS

1.15.5.503
TRANSACTION REGISTERS, MONTHLY

1.15.5.504
ACCOUNT TRANSFER ORDER

1.15.5.506
RECONCILIATION OF CASH TRANSACTIONS, MONTHLY

1.15.5.508
BANK STATEMENTS

1.15.5.509
INVENTORY OF FIXED ASSETS

1.15.5.511
PETTY CASH FUND FILES

1.19.8.110
MUNICIPAL BONDS, NOTES, INTEREST COUPONS, AND 

CERTIFICATES OF INDEBTEDNESS
1.19.8.111
INDUSTRIAL REVENUE BOND FILES 

1.19.8.112
MUNICIPAL BOND CERTIFICATE OF DESTRUCTION 

1.19.8.113
MUNICIPAL BOND REGISTERS 

ARCHIVAL RECORDS

1.15.3.119
MINUTES OF MEETINGS 

1.15.5.510
AUDIT REPORTS

1.19.8.204
BUILDING INSPECTION FILES
1.19.8.207
ANNEXATION FILES
1.19.8.101
ORDINANCE FILES
1.19.8.103
RESOLUTION FILES
HISTORICAL RECORDS

1.15.3.119
MINUTES OF MEETINGS 

1.15.5.510
AUDIT REPORTS

1.15.7.101
PERSONNEL FOLDERS 

1.15.7.124
PERSONNEL OFFICE MEMORANDUMS

1.19.8.101
ORDINANCE FILES
1.19.8.103
RESOLUTION FILES
1.19.8.153
ELECTION FILES (SUMMARY REPORT)
1.19.8.204
BUILDING INSPECTION FILES
1.19.8.207
ANNEXATION FILES
1.19.8.404
WATER STORAGE FACILITY FILES
1.19.8.501
DISCHARGE OF EFFLUENT PERMIT FILES
1.19.8.502
WASTEWATER TREATMENT FACILITY FILES 

1.19.8.551
SOLID WASTE FACILITY FILES
1.19.8.802
CRIMINAL HISTORY RECORDS (RAP SHEET)
1.19.8.804
ARREST REPORTS (ARREST OR BOOKING REPORTS) 

INFORMATIONAL RECORDS

Item No.
Title of Record

1.15.3.127
SURVEYS OR MAPS 

1.15.3.152
CODE OF CONDUCT

1.15.3.203
LIABILITY CERTIFICATES OF COVERAGE FILE

1.15.3.204
SURETY BOND FILE 

1.19.8.108
INFRASTRUCTURE DEVELOPMENT FILES
VITAL RECORDS 

1.15.3.119
MINUTES OF MEETINGS 

1.15.3.126
BUILDING DRAWINGS, PLANS, AND BLUEPRINTS

1.15.3.145
JOINT POWERS AGREEMENTS

1.15.3.146
DISASTER RECOVERY FILES

1.15.3.147
BUILDING EMERGENCY EVACUATION FILE

1.15.3.201
INSURANCE POLICY FILES 

1.15.3.202
GROUP INSURANCE POLICY FILES 

1.15.5.201
ASSESSMENTS 

1.15.5.305
CONTRACT/AGREEMENT FILES

1.15.5.404
PAYROLL REGISTERS

1.15.5.501
JOURNALS

1.15.5.502
LEDGERS, GENERAL

1.15.5.505
VOUCHERS (JOURNAL)

1.15.5.510
AUDIT REPORTS

1.15.7.106
RETIREMENT RECORDS

1.19.8.101
ORDINANCE FILES
1.19.8.103
RESOLUTION FILES
1.19.8.109
CAPITAL PROJECT FILES
1.19.8.401
UTILITY FRANCHISE FILES
1.19.8.557
UTILITY BILLING REGISTERS
1.19.8.653
CEMETERY FILES
Index



5015.2, 67

Active Record Storage, 43

AIIM, 2, 30, 85, 88, 99

Archives, 57

ARMA, 1, 29, 30, 38, 39, 88

Arvada Colorado, 71

Authenticity, 66, 68

Bonded Recycler., 57

Built in Dispersal, 49

Copies of Documents, 59

Correspondence Control, 31

Cost of Filing, 37

Custodian of record, 9, 36

Destruction, 56

Digital Recording, 70

Direct and Indirect Access Systems, 36

Disaster Management, 51, 53

Disasters, 50

Distribution, 33

Dr. Mark Langmo, 15

Electronic Indexing, 72

Electronic Notices, 70

Emergency Preparedness, 52

Evaluating a File System, 36

Fees for Reproduction of Public Documents, 59

File Folders, 45

File Housing, 43

Files Control, 35

Flexible, 40

Functional, 40

Hybrid systems, 76, 77

IIMC, 30

Improved Dispersal, 49

Inactive records, 14, 27, 29, 43, 45

Incineration, 56

Inspection of Public Records, 27, 58

Integrity, 40, 60, 66, 68, 75

iIventory, 26, 27, 36, 69

Lateral files, 44

Logical, 35, 40

Mail Management, 32

Microfilm, 15, 48, 55, 59, 74, 75, 76, 77, 79, 81, 82, 83, 99

Micrographics, 82

Mutually Exclusive, 40

NAGARA, 2, 30

New Mexico State Archives and Records, 9

Newsletter, 21

Open shelf files, 44

Organizing Filing Systems, 39

Paperless Agendas, 71

Police Reports, 59

Practical, 40, 100

Preservation, 47

Principles of Classification, 40

Protection, 47

Public Record, 7, 83

Purge, 25, 36, 39, 69

Record Retention Schedule, 8

Records custodian, 16

Records Management Policies, 28

Records Manager, 20

Records Retention Schedule, 24

Reliability, 66, 68

Reproduction Management, 33

Retention Conscious, 40

Retrieval, 41

Review distribution, 34

Rules for Alphabetic Filing, 38

Simple, 40

Standardized, 35, 40

Standards for Record Storage, 45

Steps for Files Improvement, 38

Successful Records Management, 19

System of Paper Flow, 34

Types of Records, 41

Use, 35

Useability, 66, 68

Vacuum freeze-drying, 55

Vertical Files, 44

Witnessed burial, 56

Witnessed shredding, 56

Woodruff File, 47
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�Should this say “do not” instead of just “do?”


�Should there be a comma after the word “Statutes?”


�Should this be underlined like the other chapter headings?


�Should there be a colon instead of a period?


�Doesn’t make sense.  More than once a month could be on a daily or weekly basis.


�Should the word “the” be in there?


�Is a comma necessary after the word “documents?”


�Is this spelled correctly?


�Spelling?
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