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Introduction

With all of the hype about social media, cloud computing, digital preservation, electronic
records, big data, and the concept of information governance to tame the resulting chaos,
why would anyone publish another book with a title as unpretentious as Records and Infor-
mation Management? It’s because a term other than records and information management
would limit the scope of this book and its message in a way that would make it less relevant
to readers. The discipline of records management, including a responsibility to manage all
information, is fundamental to every information governance program.

Recordkeeping can be traced back to prehistoric times when early cave dwellers docu-
mented their lives by painting murals on walls. Since then, advances in technology used to
facilitate the creation and management of records have introduced challenges that require
records management solutions. Until recently, those solutions were developed in response to
a problem (e.g., inability to locate needed files) with what might be considered a prescriptive
approach that most often addressed inactive records.

However, with the dawn of the twenty-first century, records management has been
transformed from an authoritative, reactive profession that developed and dictated solutions
to users to protect the organization (Records Management 1.0) to a consultative, proactive
profession that analyzes the needs of users before designing solutions that work for both the
organization and its employees (Records Management 2.0). Today, records management
can be used to control records and information in both analog and digital forms residing
within the enterprise or on third-party servers during every phase of the lifecycle.

Due to the growth of electronic records and information and the need for an integrated
approach to recordkeeping, the terms records manager, records and information manager,
and records professional are used interchangeably in this book to describe those who have
recordkeeping responsibilities, including archivists, records managers, and information
managers, regardless of their job title (e.g., digital archivist, knowledge management advisor,
information governance specialist).

One of the most striking changes that has impacted today’s records professional is the
breadth of knowledge required to be successful. Not only must records professionals under-
stand and be able to manage records and information from creation through disposition
and preservation, but they must also master the fundamentals of different but related fields,
including compliance, risk management, change management, and project management.
This book therefore differs from traditional records management works by placing equal
emphasis on business operations out of which records arise and ways in which the records
professional can contribute to the core mission of the enterprise beyond the lifecycle
management of records.

xi



xii  Introduction

About This Book

In order to bring a real-world perspective to this book, 12 individuals were invited to
contribute their expertise to the conversation in the form of either perspectives (reflections)
or paradigms (case studies). The guest authors include archivists, records managers, and
information professionals who come from the United States, the United Kingdom, and the
Netherlands. They talk about their experiences dealing with artifacts, records, and infor-
mation that include both paper and digital objects, and they give us “something to think
about”

Chapter 1 provides the reader with a glimpse of the path recordkeeping and record-
keepers have taken from prehistoric times to the present. Steve Bailey, in his perspective
on realigning the records management covenant, expresses his conviction that to meet
the challenges of the future, records managers must deviate from the past practice of
developing records management programs “for the organization” and instead put the user
first.

Chapter 2 introduces the reader to the concept of information governance and the key
role records management plays in an information governance strategy. The chapter
explains laws, regulations, and standards that impact records and information management
programs for both government and private organizations in the United States and abroad.
Eugene Yang provides a rationale for standards within the context of the nuclear regulatory
environment with his paradigm on the US nuclear power industry.

Chapter 3 introduces the reader to records creation, capture, classification, and file plan
development for records and information that result from business activities conducted
using some of the many systems, components, networks, and applications employed by
users at home and at work. Tanya Marshall, Deputy State Archivist and Senior Records
Analyst for the Vermont State Archives, contributes to the conversation about classification
and information systems in her paradigm on the Vermont Functional Classification System
(VCLAS).

Chapter 4 presents records retention strategies useful to those organizations stressing
the value of disposition as part of the overall information governance approach. In her
contribution to this chapter, Nancy Kunde, a Certified Archivist and Certified Records
Manager, describes one organization’s approach to records appraisal, retention, and disposi-
tion as part of implementing an Enterprise Resource Planning (ERP) system and shares
lessons learned.

Chapter 5 describes ways in which records and information managers can contribute
their expertise during the active phase of the information lifecycle to decisions being
made about workflow processes, access controls, storage systems, metadata, and the search
and retrieval processes. In her contribution to Chapter 5, Deborah Rifenbark describes
the steps taken to automate a manual “new business intake” workflow process within a
law firm.

Chapter 6 describes systems of record and systems of engagement as well as the vital
role records professionals play in identifying records in both types of systems and in
providing guidance to those responsible for capturing and managing them. Mary Beth
Herkert, Oregon State Archivist, shares experiences and lessons learned in expanding cloud
services to local governments in a paradigm on records management in the cloud.
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Chapter 7 explores the ways in which the social media introduced in Chapter 1 impact
the recordkeeping profession. It introduces the diffusion of innovation and trend spotting
as methods that can be used to prepare for the inevitable changes that will take place due to
emerging technologies and changing societal expectations. Christian van der Ven, Coordi-
nator of Digital Services at the Brabant Historical Information Center, the Netherlands,
describes a social media initiative to improve customer service in his paradigm on discov-
ering the South Land. This is an example of what might be happening in your organization
right now; your responsibility will be to understand if records are being created and, if so,
how they can be managed.

Chapter 8 discusses business resumption, which depends upon vital records, disaster
preparedness and recovery, and business continuity plans. In 2005, Hurricane Katrina
wreaked devastation across Texas, Louisiana, and Mississippi, causing an estimated $100
billion in damages and flooding 80 percent of the city of New Orleans. HP (Hewlett-Packard)
provides a business case describing how the Archdiocese of New Orleans rebuilt its archives
after Hurricane Katrina, thanks to the expertise of Emilie Gagnet Leumas, Director of
Archives and Records, Archdiocese of New Orleans.

Chapter 9 presents several methods of monitoring and auditing records and information
management programs. Risk assessment—which includes risk identification, risk analysis,
and risk evaluation—is explored. Fred V. Diers offers one method to mitigate risk in his
paradigm on creating defensible records retention programs.

Chapter 10 covers the topics of inactive records management, archives, and long-term
preservation. In keeping with the theme of the chapter—control—guest contributors Barb
Ricci and Jeffrey Cox describe how they implemented a records management program for
physical records as a first step in a comprehensive plan for the city of Los Alamos, New
Mexico, that will eventually include electronic records.

Chapter 11 presents the reader with a variety of options for records and information
management education and training, including degree programs, professional development
opportunities, and in-house training programs. In his paradigm on digital education for a
digital world, Ross Harvey of Simmons College provides an overview of the school’s virtual
Digital Curriculum Lab.

Chapter 12 explains how the information shared in Chapters 2 through 11 can be used
to develop a legally defensible records management program and an effective information
governance strategy. Diane Carlisle of ARMA International provides a detailed explanation
of the Generally Accepted Recordkeeping Principles and an overview of the Maturity
Model that can be used to evaluate and improve an existing records and information
management program.

This book is suitable for records professionals at any stage of their career. Those wishing
to learn all they can about records and information management would benefit from reading
all of the chapters. However, the book is also intended for experienced professionals who
would benefit from a reference book that brings together a variety of topics—including
archives, records and information management, information governance, digital preservation,
and more. When necessary, important ideas or definitions are included in more than one
chapter, so that the chapters can be read independently.

Increasingly, organizations are forming information governance committees comprised
of stakeholders from records management, information technology, legal, compliance, and
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business units, among others. Their task is to develop strategic information governance
policies and programs. The glossary included at the end of this book will provide a basic
vocabulary that should prove useful to members of these new information governance
teams.



CHAPTER

1

The Origins and Development of Records
and Information Management

Introduction

From the days of the early cave dwellers who painted symbols onto stone walls through
today when social media-savvy citizens post their own digital messages on Facebook walls,
three factors remain constant: human beings are compelled to record their experiences,
using the tools and technologies available to them, with the intent to share that information
with others. Before we can develop a strategic approach to records and information man-
agement for today and tomorrow, we should look to the past at the custom of recordkeeping
and the conventions that developed around it. As Shakespeare wrote in The Tempest and
the US government has carved on the National Archives Building in Washington, DC,

»]

“Whats past is prologue’

Records and Recordkeeping in Society

Long before the invention of the alphabet and the written word, stories and sagas were
passed down by those who mastered the skill of rote memorization. In addition to cultivat-
ing the skills of memorization, memory aids were found useful and were used, especially as
evidence of an activity. A brief glimpse at recordkeeping practices from 15,000 BCE to the
present day demonstrates that no matter how much civilization develops, our desire to
remember and document remains the same.

Recordkeeping and Ancient Civilizations

Between 15,000 and 13,000 BCE, human beings documented the animals involved in their
hunt for food through mural paintings on the walls of caves found in the “sole region of
Paleolithic mural paintings” in Europe.? Abbe Breuil, an explorer and scientist who studied
the paintings on the walls of the caverns of Lascaux, describes the caves not as dwellings
for humans but as “places (that) could have served only as specially chosen repositories for
the secrets of a civilization™

Tangible and portable memory aids were needed to document transactions. In Meso-
potamia as far back as 8000 BCE, plain clay tokens were utilized for recordkeeping, probably
to count agricultural items such as grain or cereal. By 4000 BCE, tokens decorated with
markings thought to be used to record manufactured goods appeared in settlements in
southern Mesopotamia. Similar tokens were used to record animals, with wedge-like
shapes engraved into the clay to represent quantity followed by a sign that indicated the

1



2 Chapter One

type of animal.* This method of recordkeeping is considered the precursor to the cunei-
form writing system created by the Sumerians. The evolution of recordkeeping from tokens
to the written word is illustrated in Figure 1.1.

By 3200 BCE, hieroglyphics were developed in Egypt by a people who saw literacy as
the most valued skill. Recordkeeping was used both for commercial and religious purposes.
Records of land holdings, crop yields, and taxes were made. Religious texts were written
and copied by scribes in temples and were inscribed on funerary equipment and papyrus.

As writing skills became more widespread, the volume of information that needed to be
organized and stored grew. The archives of Ebla (modern Tell Mardikh, Syria) ultimately
contained an estimated 20,000 clay tablets written in Sumerian script that dated from
approximately 2250 BCE.®* The archives are believed to have been a repository for records
about economic matters, such as accounts of the state revenues, but they also contained
royal letters, law cases, and diplomatic and trade contracts—all organized on shelves
according to subject. The information contained in these tablets provided a glimpse into
the everyday life of the citizens of Ebla.

Papyrus scrolls were used as a recording medium throughout the known world until
circa 170 BCE when Egypt cut off its supply of papyrus to Pergamum, an ancient Greek
city located in Anatolia (now modern Turkish town of Bergama). In response, the people of
Pergamum produced parchment made out of a thin sheet of sheepskin or goatskin. This
innovative recording medium allowed for increased information to be recorded and spread
throughout Europe and Asia.®

Recordkeeping: First Millennium through
the Early Twentieth Century

The second century CE brought with it the development of a papermaking process in China
by Ts’ai Lun, known to the Chinese as the patron saint of papermaking.” The paper was
thin, strong, and flexible. It wasn’t until the third century that the secret art of papermaking
made its way to Vietnam and Tibet. Over the next several centuries, it spread to the rest of
the civilized world. By the ninth century, papyrus had been replaced by parchment in
Europe. Paper was not used as a practical medium in Europe until Johann Gutenberg per-
fected moveable type and printed the Gutenberg Bible in 1456. This sparked a revolution in
mass communication and ushered in the age of modern paper and the printing industry.

Just as were experiencing today, advancements in technologies and tools required new,
often bureaucratic, solutions to managing records, such as the following:

o The fourteenth century saw the first office of the clerk of the rolls, register, and coun-
cil, later known as the Lord Clerk Register, appear in Scotland. This office assumed
responsibility for keeping the national archives.?

o The town clerk of the city of London was made responsible for the safekeeping of the
city corporation’s records in 1462.°

« In 1540, the Emperor Charles V transferred his most important records to a tower in
the castle of Simancas (in Spain),'’and Jacob von Rammingen, considered the father
of archival science, wrote the manuscript of the earliest known archival manual.
Rammingen’s archival manual was printed in Germany along with a more detailed
book on the same subject in 1571."
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Figure 1.1. Engraved clay tokens, evolution to cuneiform writing, and English equivalents.

Evolution from Token to Cuneiform Writing

1 Neo-Sumerian/ s . ;
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Source: Denise Schmandt-Besserat, “Reckoning Before Writing,” Escola Finaly, accessed January 15, 2013, http://en.finaly.org/
index.php/Reckoning_before_writing. © Denise Schmandt-Besserat, licensed under the Creative Commons Attribution-ShareA-
like 3.0 Unported License.




4  Chapter One

o In 1681, Jean Mabillon, a Benedictine monk, published De Re Diplomatica (Study of
Documents). This six-volume treatise produced the name of a new science—diplo-
matics—that attempts to establish the provenance of a written text through systematic
analysis of the material on which the text is written, the scripts and penmanship used
to write the text, and the language usage within the text.'?

o On January 7, 1714, Queen Anne of England granted the first known patent for a
machine or method for the impressing or transcribing of letters “so neat and exact
as not to be distinguished from print”"* The machine was useful in settlements and
public records because the impression would be more lasting than writing and could
not be erased or counterfeited without discovery.

o In 1772, the General Register House in Edinburgh was designed by Robert Adam to
serve as a repository for the public records of Scotland.™

o In 1790, the US Congress enacted the US copyright law to protect books, maps, and
charts.”

The nineteenth century saw the establishment of a number of national archives, includ-
ing those in the Netherlands, Portugal, Argentina, Italy, Spain, Canada, France, India, Ire-
land, and the Philippines. In the United States, a number of state archives and historical
societies were established, including those in New York, Rhode Island, Pennsylvania, Indi-
ana, Maryland, Iowa, Nebraska, and Colorado.

The nineteenth century also produced a new technology that automated the task of
writing and editing—the first modern manual typewriter invented by Christopher Latham
Sholes and two colleagues in 1867. E. Remington and Sons marketed the typewriter com-
mercially in 1874. This technology allowed records and correspondence to be produced
more quickly and easily. Businesses purchased typewriters and hired women as typists at
salaries higher than for schoolteachers or nurses.

The population grew so rapidly in the United States during the nineteenth century that
the 1880 census took seven and one-half years to complete. In a search for a method to
streamline the process, the US Census Bureau offered a prize for an inventor to help with
the 1890 census. It was won by Herman Hollerith, who used Joseph Marie Jacquard’s
punched cards for the computation. The 1890 census was completed in only three years
and saved the government $5 million. Hollerith built a company that eventually became
known as International Business Machines (IBM).

In 1893, a new invention to organize and store the increasing volume of paperwork was
unveiled at the Columbian Exposition in Chicago, Illinois—the filing cabinet. In 1897, the
Library of Congress established its Manuscript Division with a staff of four and a collection
of 25,000 items.

The first decades of the twentieth century ushered in additional state and national
archives, along with the first of many laws and regulations designed to protect official
records. In 1903, the State Library of Western Australia was authorized to accept official
records, and the Archives of Ontario, Canada, was founded. On December 15, 1909, H.R.
15428 was introduced to create a Commission on National Historic Publications in the
United States. In 1911, the British Royal Archives was established in Windsor Castle in
England. In 1922, Sir Hilary Jenkinson’s book, A Manual of Archive Administration, was
published. Also in 1922, the former American Telephone and Telegraph Company
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established its Historical Collection in
New York City. In 1925, South Australia
passed an act to regulate the disposal of
government records.
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Corporate Archives to Adapt to Capture and
Preserve the History of the Organization
In 1922, the former American Telephone and
Telegraph Company established its Historical
Collection in New York City. Renamed the AT&T

Recordkeeping in Historical Library in 1933, and later called the AT&T
. . Corporate Archives in 1982, this collection was

the Ulllted States m the consolidated in 1987 with the Bell System Museum

Twentieth Century and the archives of Bell Labs and Western Electric, in

The federal government was the primary
driver for records management in the
United States. Major technological inno-
vations were made, and unforeseen chal-
lenges emerged to which government and

Warren, New Jersey. Following the 2005 acquisition of
AT&T Corporation by Texas-based SBC
Communications, the AT&T Archives merged
operationally with the SBC Archives to form the AT&T
Archives and History Center with two locations. The
San Antonio facility holds the historical records of
SBC (renamed AT&T Inc.) and the other major

companies it has acquired since 1997: Pacific Telesis
Group, SNET, Ameritech, Cingular, AT&T Wireless, and
BellSouth.

Source: Courtesy of the AT&T Archives and History Center.

industry were required to respond.

Ground was broken for the US National
Archives building in 1931, and the corner-
stone was laid in February 1933. Congress
established the National Archives in 1934 to centralize federal recordkeeping, with the
Archivist of the United States as its chief administrator. President Franklin D. Roosevelt
signed legislation creating the National Archives on June 19, 1934, and Robert D. W. Connor
was appointed first Archivist of the United States on October 10, 1934.

In 1935, Emmett J. Leahy joined the staff of the National Archives, where his first assign-
ment was to form a committee of special examiners to examine the records presented to the
Archivist that were without “permanent value or historical interest’and to decide whether
the records should be destroyed or otherwise disposed of.'®

By 1937, the initial survey of federal government records was nearing completion and
the committee realized the enormity of the records problem they were facing due to a lack
of conformity in procedures, unprecedented growth in volume of documents created and
requiring management and storage, and the number of duplicate records retained across
federal government agencies.

The National Archives initiated a records management program to segregate records
of temporary value from those that had archival value. A key component of the program
was the records lifecycle model developed by Leahy that controlled the creation, use, and
disposition of records either by destruction or transfer to the National Archives.

The Society of American Archivists (SAA) was founded in 1936 with A. R. Newsome, a
North Carolina historian, as its first president. Theodore C. Pease was appointed the first
editor of the SAA journal, The American Archivist,in 1939.

During the summer of 1940, tired of being misquoted, President Franklin D. Roosevelt
had a recording machine installed under the Oval Office to record press conferences,
which he sometimes turned on before the press conference and turned off after capturing
additional conversations. The device was also connected to his telephone. Digital copies of
these original recordings resid