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flow of a record means knowing why a record
came into existence, who created it, when it was
created, as well as how it is used in a particular
office. Furthermore, it means knowing what
records or sources of information are used to cre-
ate this record and also the information provided
or records created from this record. Every records
series serves a particular function in an organiza-
tion, and if that function happens to be vital, the
supporting records may also be vital. If so, imag-
ing should be considered as a method of vital
records protection.

Procedural Considerations. Firstof all, itis very
important to determine the point of stability in the
flow of the document. Stability is the point at
which no more annotations or additions are made
to the document or file. This is important because
conventional microfilm cannot be annotated and
WORM optical disk imaging systems can only be
annotated by making a copy, annotating the copy,
and re-scanning the new document into the sys-
tem. If the point of stability is established early,
microfilming can simply be postponed until the
file is closed. A flowchart may be helpful in this
analysis, such as is provided in Section XIII of the
form in Figure 12.1b.

In microfilm systems, additions to the file
may require splicing or using jackets or other
insertable or updatable microforms. However, in
electronic imaging there is the advantage of add-
ing documents easily at any time and bringing
them together into a file for display without splic-
ing or special microforms.

If the document or file is subject to annota-
tion throughout its normal life, such as is the case
with some engineering drawings and other types
of records, the analyst must consider alternate
methods of annotation, perhaps using a micro-
form that has a paper area for annotating, such as
an aperture card, or by reimaging. When this type
of problem is discovered in the study, it should
prompt the analyst to investigate the technical
possibilities of the potential systems or micro-
forms before proceeding further.
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User Considerations. In studying the flow of the
document, user considerations are also important
to a successful system. For example, if the record
is an architectural plan, viewed at the construction
site as well as at the office, paper prints will be
required, and equipment will be required to make
the print. At the construction site, the lack of
electrical power, the weather, the bright sun, and
normal convenience would probably make a por-
table viewer and screen image impractical for the
engineer. On the other hand, the construction site
office might be equipped to use aperture cards and
perhaps produce prints on site i needed.

In some operations, telephone inquiries are
answered using microfilm or optical disk as the
information source. In this type of use, speed is
normally an important Factor. A few moments
waiting on the telephone can seem interminable to
acaller, so even a slight delay can have an adverse
effect on customer relations. In such a situation it
is important not only to know how fast the current
system is, but more importantly, to provide ad-
equate service if the speed is satisfactory. It should
be noted that the “satisfactory levels of efficiency™
discussed earlier in this chapter may require a
much higher level of technology and thus may
have a cost that far exceeds the present cost. When
this occurs, the required level of efficiency should
be closely examined to determine if it is really
necessary. Usually, the retrieval speed require-
ment is established by the person responsible for
providing the service, usually the manager or the
manager’s manager. Ultimately, it is a matter of
man:igeriﬂl Jjudgment tempered by costs.

User considerations also include ergonomics,
that is, those aspects that deal with the physical
problems people experience with the machine. At
the simplest level, the analyst needs to be con-
cerned with employee comfort and physical wel-
fare. An uncomfortable position, eye strain, long
reaches, and insufficient work surface can all im-
pede efficiency.

The number of people who use these records
and where they are located is very important. We

need to know, for example, if ten employees each
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make three searches per day or if one employec
makes thirty searches per day. So the narrative
should tell us how the work is distributed. Distri-
bution of work will be discussed further in Sec-
tion V.

Section III: Retention and Legality

Managers sometimes expect imaging systems to
solve paper-volume problems when they should
first take a close look at retention schedules. If,
for example, records are being retained five years
when one year would suffice, paper volume will
be five times greater than it should be; the docu-
ments should be destroyed rather than imaged. In
analyzing costs of paper systems and imaging
systems, always keep in mind the retention factor
because that time frame governs the whole cost-
ing procedure. If records are retained for five
years, the cost attributed to their maintenance cov-
ers a five-year period also. Retention periods have
a direct bearing on feasibility. Very short retention
periods (days, weeks, or months) seldom warrant
imaging. Long retention periods, such as those for
archival records, often justify micrographic imag-
ing. And high labor costs for imaging can be more
easily justified for long-term records than for
short-lived ones.

In a study of the legal aspects of retention, the
possible legal restrictions on microfilm imaging
and electronic imaging should also be considered.
Today most, if not all, courts will admit microfilm
as evidence, and common opinion today is that
optical disk-based document images will be ac-
cepted on the same basis as microfilm. Most, if
not all, states have a Uniform Photographic Cop-
ies of Business and Public Records as Evidence
act, or rules of evidence, and many have at this
time modified some of those acts to specifically
allow electronic images. A recent study and report
indicated that the specific term optical disk or
similar terms have appeared in at least 80 statutes
of 19 states within the last five years, indicating a
trend.! An AIIM task force? recommended among
other things:

If you change your laws at this time, avoid listing
specific technologies. Instead permit the use of
any technology that accurately reproduces the
original or the equivalent.

But these legal factors do not in themselvesg
preclude the obligation to retain the original docu-
ment for a period of time. Some states still require
keeping hard copy records, even though they are
already imaged on film or other media. Some
documents by their very nature require that the
original be maintained, such as titles and deeds,
negotiable instruments, and anything else that de-
notes ownership rights that can be transferred,
Research will reveal if a dual set of records is
required, and if it is, the cost can be anticipated.
Nevertheless, even in these cases the original hard
copies can be stored, and the document image
used to full advantage in the office. The legal
discussion here is meant to alert the analyst to
investigate these matters and is not in any sense a
comprehensive basis for legal or retention analy-
sis.

At this point, we can add the distinction be-
tween office retention and records center storage.
This is important because the cost for retrieval
and refile vary greatly between the two. This will
be studied more when references are analyzed.

»

Section I'V: Volume

Accurate cstimates of volume are extremely im-
portant. By sampling, measuring, and counting
we can obtain fairly accurate estimates of the total
pages received daily and yearly and the total
records on hand both in the office and in storage.
A 10 percent underestimate on large volumes can
cause serious budget and timetable crises, so it i$
best to include a reasonable margin for error. In
either micrographic applications or in EIM appli-
cations, volume relates to imaging and imaging
involves a manual operation which translates into
time frames and labor costs. Also, if a microimage
transmission system is contemplated, or an EIM
system is anticipated, volume relates to on-line or
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near-line storage capacity requirements. For ex-
ample, for relatively low volumes and moderate
retrieval rates, an off-line storage rack for film
cartridges will suffice, as the cartridge can be
manually selected and inserted into the reader. In
the same manner, an off-line optical disk can be
selected and placed into the drive for display in
the monitor. Such is the case with many
standalone systems.

However, higher volumes and retrieval rates
may indicate the need for on-line or near-line
retrieval. This requires the use of a jukebox to
robotically select a disk or cartridge for scanning
and display on a monitor. Furthermore, the vol-
ume of records that must be stored near-line will
also dictate the size of the jukebox required. All of
this adds to cost estimates and server power.

Backfile. One of the most important decisions
that must be made before the feasibility report can
be finalized is what to do with the backfile, if
there is one. In many systems, the backfile con-
sists of those records that are retained beyond
their peak access period. For example, Section
XIIT of the data collection form may indicate that
the records reach a stability point within 30 days
of creation or receipt, and reference activity may
decline after about 60 days in the life cycle. Total
retention, however, may be six years. If we calcu-
late the total number of records in this series, we
realize that we have almost 3,000 cubic feet of
records that will not be part of our new system,
unless these old records are also imaged. This
group of records is called backlog or backfile. In
the instance cited here, the 3000 cubic feet of
records would be phased out over a period of
perhaps five years, at a rate of about 500 cubic
feet per year. It probably would not be cost-justi-
fied to image this series. Indeed, their disposal
date might arrive before the backlog imaging was
completed.

If the backfile records had a long retention
period, perhaps 50 or 100 years, we might con-
sider imaging those records, if the reference rate
justified it. Here again, it is necessary to base this
Jjudgment on costs or other intangible needs. Quite
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often, the backfile records are not imaged, but
rather are stored in a well-organized records cep.-
ter and retrieved as needed. As a compromise to
this, sometimes a scan-on-demand conversion or
Silm-on-demand conversion is performed. Thig
means that the backfile is not imaged unlesg the
record is retrieved for some reason and it is angicj-
pated that there will be future retrievals. If, how-
ever, the records are, for example, real estate
records and if one is retrieved from storage be-
cause the property is sold, it would appear likely
that the record would not be retrieved again,
Hence, there would be no need to image it afler
the life cycle ended, other than for historica] pur-
poses.

The backfile on permanent records is usually
imaged because the records are archival and hence
imaging is economically justified. Film- or scap-
on-demand is not ordinarily a viable option in this
case, unless current records are more active, Of-
ten, in this situation, the records have completely
stabilized when they are received in the centra]
file area. Indeed, it is not too unusual to say that
the older records are more likely to have reference
activity than the new.

Section V: References

Often the uninformed think of microfilm or opti-
cal disk as a dead storage medium, whereas the
opposite is true. Imaging systems, although per-
Haps suitable for archival storage, are most bep-
eficial when used frequently. A well-designed jm-
aging system saves retrieval and filing time. Since
the amount of time saved is proportionate to the
time spent searching for or filing information, the
highly active system offers greater opportunities
for saving than the infrequently used system. The
word opportunities is emphasized, because the
right system, equipment, and medium must e
coordinated and used to realize the inherent po-
tential of the system.

In analyzing reference activity, it is important
to distinguish among reference time, retrieyal
(search) time, and index time. In this study, refer-
ence time is the length of time that the document
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is in use once it is retrieved. It is important to
determine if screen-viewing is sufficient or if pa-
per prints are necessary, in the event of long refer-
ence limes. Retrieval time is the length of time
that is required to move to the file location, with-
draw the file, and provide it to the user. Some-
times retrieval is self-service and information is
obtained in the file area, thus eliminating the travel
time associated with a refile operation. Refiling is
essentially the reverse of the filing process. Index
time is the time normally spent in locating the
name or number under which the document is
filed. Filing and interfiling are rather similar and
usually require about the same time when done in
an office environment, where expansion of the
files is not involved. Hence they can be treated as
a group. Refiling can be somewhat faster than
filing because often the place in the file is marked
by a charge-out card, which facilitates the refile.

A stopwatch timing is generally not neces-
sary to determine current file activity time. Ordi-
narily, a file activity time sample can be made of
groups of documents, perhaps numbering 50 each.
These can be timed to determine the average time,
if this batch size is typical of the batches of the
current process. However, if the current method
has a travel-to-retrieve time ratio of 5 to 1, or even
1 to 1, travel time to and from the file is probably
excessive, and the paper system should be reex-
amined to improve that ratio by improved
batching systems.

The purpose of knowing current retrieval time
requirements is to be able to show, in a math-
ematical cost analysis, potential savings or in-
creased costs comparing a new system to an exist-
ing one. This information will also indicate if the
present system meets the time norms of the units
it serves.

The distribution of the searches among the
workers in the office must also be noted and con-
sidered. For example, if 30 searches per hour are
divided equally among three workers, we may
require three workstations, or we may have one
centrally located, depending on various demands
put upon the system. Perhaps the searches are
divided equally among three people, but the

searches are made centrally by one person, again,
providing another alternative to consider. Dogy,.
ment traffic could have an impact on the speed of
the server, the jukebox, and cache. Peak load timeg
should be noted so that proper EIM componentg
are selected and the peaks provided for.

Section VI: Sorting and Filing Arrangement

In the sample, the records are first arranged by the
year—that is, all 1994 drafts are filed together—
and secondly, within that year, they are filed by
draft number. Also, in this case the index from
vendor name to draft number is created automat-
cally on the computer as the drafts are generated.
Obtaining this information from observation and
from the present users is very helpful, as the infor-
mation will very likely provide the index param-
cters that will be used on any new system, or it
may point out a weakness that could be improved.

In this section also is a place to record the
number of personhours spent in pre-file sorting,
that is, preliminary sorting to facilitate final filing.
In the sample, there is no pre-file sorting. How-
ever, sometimes considerable personhours are ex-
pended in this type of sort, and if so, this informa-
tion alerts the analyst to a great potential for labor
reduction. This can be accomplished by random
filing using a computer-generated index, bar code,
or OCR scanning.

Séction VII: Equipment in Office

This section lists all the filing equipment used in
the office to house the current records which are
being proposed and evaluated for imaging. This
information is used to determine the value of the

equipment if it is released and used elsewhere,
sold, or scrapped. It also provides us with the
amount of floor space that would be freed if an
imaging system were justified and installed.

The value of space is low compared to the
value of labor. Although a good imaging system
will save more money in labor than in space,
space is still a prominent factor. Rental on office
space can range from an extremely low $10 per
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system is operating efficiently. File folders are
normally not used if all files contain only one
document. This system, however, contains at least
four documents per folder. When one considers
the relatively low search rate, it appears that per-
haps file folders, with their attendant annual set-
up expense and folder cost, are not warranted.
Even so, computer-assisted retrieval (CAR) tech-
niques could provide electronic file folders. If
microfilm was being considered as an alternative
system, the number of file folders may be an
indicator of the number of jackets or aperture
cards that might be required.

Section IX: Input/Output Records

In this section are listed those records or docu-
ments that are used to create this record or the
records or documents that emanate from this
record. Few records are an island unto themselves,
and related records must be considered in design-
ing a new system. These records may indeed be-
come a part of the proposed system and may
require a detailed study on each record involved.

Section X: Duplicate and Alternate Sources

Duplicate records are “‘carbon copies,” so to speak,
of the original. Duplicates that have been made
unique by the addition of annotations are not actu-
ally duplicates, but often can be considered such
since one copy at least provides duplicate infor-
mation. Alternate sources of information are
records that contain duplicate information, but not
necessarily in duplicate format. Like those records
listed in Section IX, these records are related to
the main record studied and must be considered in
their entirety in designing any new system.

Section XI: File Content and Distribution

This section not only describes the file, but also
describes the documents that make up this file.
This particular sample in Figure 12.1 shows that
the record consists of four single-page documents
and describes how those pages are distributed and
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their characteristics. If the record consists of only
one page each, only one column in Section XI
need be completed. These data help us to evaluate
the technical feasibility of imaging and allow us
to calculate imaging estimates and time frames.
Not all of the lines of Section XT are pertinent to
imaging, so if a line is not applicable it should be
ignored. Size and color of the documents are al-
most always pertinent to imaging. The percent of
volume for a particular column means that the
information shown applies to the percent of the
total documents in the system, For example, we
can estimate that documents No. 3 and 4 com-
bined represent 50 percent of the total documents
in the system.

Section XII: Origination and Purpose of
Component Documents

This section allows us to describe in narrative
fashion who originates the documents, why they
were created, and how they are used now. The
document numbers shown in Section XII corre-
spond to those document numbers shown in the
previous section. This information permits us first
to establish a retention period if that is not already
done. Secondly, it helps the analyst to make an
intelligent judgment in designing a new system
and in communicating with the proprietary office
personnel. By understanding the records thor-
oughly, it is possible to look at all related records
and their processing and to design a comprehen-
sive image flow system. For example, one may
find that duplicate files that are presently retained
could be eliminated by a network imaging sys-
tem. Other systems improvements may be pos-
sible; however, present system elements must be
understood first,

Section XTII: Processing and Transmitting of
Component Documents

This section is a type of flowchart describing the
life cycle of each of the four documents that make
up the file; it is used in conjunction with Section
XII. A large or more standard flowchart can also

be used, if preferred. Indeed, an entirely differey;
form can be used for this survey, if it seems myp,
convenient. One important factor that can be g
certained from this flowchart is the point of stabj|.

ity, previously mentioned. Other facts in the chayy

suggest other questions, such as why does it 1aks
up to 24 hours to begin processing? Is this degjy-
able? Would a shorter time be preferable? Woylg

a shorter processing time provide tangible bep.

efit? These questions are pursued because we have
the technology to answer them, if it is economj-
cally feasible. B

In tracing the flow of the record from begin.
ning to end, one needs to take note of facts such as
are illustrated in this text. We make notes of po-
tential shortcuts, problems identified, and tenta-
tive solutions, all of which must be evaluated of
tested before the study is complete. Thus, comple-
tion of the data collection gives the analyst a full
picture of the present system and permits an im-
aging design from the bottom up.

PROBLEM DEFINITION AND
SYSTEMS DESIGN

The process of analyzing the data actually begins
as the data are collected. The experienced analyst
sees problem areas and visualizes potential solu-
tions as the problems are encountered. Problems
will generally fall into one or more common ar-
eas. These areas are as follows:

Loss of records

Slow retrieval

Excessive volume of records

Lack of space

Excessive waiting for access to records
Excessive personhours spent in filing and re-
trieval

Delays in processing

Loss of records in process

The analyst talks and listens to the user who
may not know the solution, but generally has a
fair idea of the problem. These suggestions de-
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serve first attention, and analysis of the data col-
lected will not only confirm the problem but indi-
cate where it occurs.

[f the present system is complex, a flowchart
of the activities associated with the records should
be made. The flowchart is then studied to see if
any actions can be eliminated through an imaging
system. For example, a separate stamping action
could be combined with an automatic endorsing
devise on a rotary camera or scanner. Or perhaps a
sorting or index reference could be eliminated by
using a random imaging and retrieval system of
either the microfilm or optical disk variety.

The size and form of the record, the reference
data, indexing methods, volume, and turnaround
requirements will all give some indication of the
type of system needed and will provide the initial
direction for the balance of the study.

At this point, a knowledge of micrographic
and electronic imaging technology becomes nec-
essary. In reviewing the present system, the ana-
lyst calls upon available technology to simplify,
increase speed, or otherwise improve operations
and to solve problems. Certain situations are key
indicators for using a particular type of system.
For example, a series of sequentially numbered
but independent documents lends itself to roll film
applications. Files or groups of related documents
indicate the possible need to use a unitized micro-
form, such as a jacket or microfiche, or a
standalone imaging system. Maps or plans which
are larger than B size are usually well suited to
microfilm 35-mm aperture cards, although they
could be scanned and digitized and viewed on a
display monitor also.

Random input and computer-assisted retrieval
can be used to eliminate labor costs in systems
that require extensive sorting. CAR may also be
indicated for systems that require complex index-
ing. In summary, after zeroing in on a potential
system, the analyst should feel that the proposed
system is both technically and economically fea-
sible, that it will solve the problems, and that it
will be acceptable to the user. The acceptability
factor is dependent on establishing a close rela-
tionship with the user in the development phase.
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Sometimes a particular indicator may appear to be
suitable to more than one type of system, and both
will need to be evaluated. Very likely, there are
other factors involved that will also contribute to
the sclection criteria. This is particularly so in
situations where electronic imaging systems are
being considered or preferred.

THE FLOWCHART

Once a tentative system is selected and all the
previously mentioned factors in the survey are
carefully considered, a flowchart for the proposed
system should be developed to aid in understand-
ing and to ensure that all facets have been cov-
ered. The flowchart can be of any style, and sym-
bols can be adapted to imaging requirements. See
Figure 12.2 as a simple example of a flowchart.
Usually, there is a master chart in which a number
is given to each major function. A chart is then
developed for each of the major functions and
possible subfunctions. A brief narrative explain-
ing the chart can accompany it.

TESTING AND EVALUATION

Once a tentative system is decided upon, a sample
of the records should be imaged as a test to deter-
mine costs and to work out procedures in detail.
The first test should include a large enough sample
to be representative of all documents that will be
encountered in the normal course of work. The
main purpose of the preliminary test is to evaluate
the system chosen and the image quality and to
obtain cost estimates. If the proposed system is a
micrographic system, it is important to evaluate
the microform chosen. The microform must meet
the requirements in every way. For example, a
system may be technically suitable, but if the
microform chosen bottlenecks the flow, it is most
likely not the proper medium to use. If it appears
that the system is acceptable, a final test should be
performed. If the system requires computer assis-
tance, the program software and the applications
program should be put in place.

In those situations where an EIM network
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miasssy
PROCESSING REQUISITIONS FOR FORMS

WAREHOUSE
2000 FIELD OFFICES 10 REGIONAL OFFICES WASHINGTON, D.C.
[ [
Rough Word Requisitio Adding Work > e
Notes | Processing d ei—fg}l:ﬂﬁ;( " Machine Sheet = Re;};;;lt\\(on
I

Y

Requisition

Form X Woed

Processing

Requisition
Form Y Packaged
Forms

Similar items are grouped, totaled Stocks of forms pulled,

From rough notes on forms

in short supply, a "Request from worksheets. "Consolidated packaged and mailed to
for forms" (Form X) is Requisition" (Form Y) is keyed and regional offices in
prepared. forwarded. accordance with Form Y

requisitions.

Keying and proofing require Average time to complete

an average of 15 minutes. operation—40 hours per month. Average time to complete
operation—80 hours per

12 requisitions submitted 4,800 personhours per year. month.

annually.

960 personhours per year.

6,000 personhours per year.

The flowchart shows what jobs are being performed, where, how, and by whom.

It identifies all documents, forms, and reports in a procedure. »

It identifies the equipment used and the output of the equipment.

It records every action required to produce the final product.

It provides statistical data such as volumes, personhour costs, and numbers of offices involved.

FIGURE 12.2 Sample Flowchart
(Simplified Flowcharting, p. 1, General Services Administration, National Archives and
Records Administration, Office of Record Managment)

system is proposed and the configuration and soft-  computer and systems personnel will also play a
ware are contracted for through a systems integra-  major role in planning and implementation.

tor, this phase is performed by those specialists. If The final test should be comprehensive
the mainframe computer is used as the host server  enough to predict the full-scale effect. Actual use
or interfaces with a system server, the in-house  of the system chosen in the office under normal
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working conditions parallel to the existing system
is very helpful before investing in equipment. If
that is not possible, visiting off-premise installa-
tions similar to the proposed installation would
also be suggested. Micrographic equipment is usu-
ally available on a trial basis, and standalone elec-
{ronic imaging systems may also be available on a
demonstration basis. The records manager should
play a major role in any EIM system develop-
ment, EIM deals with document-based imaging
systems, and document-based information sys-
tems are the responsibility of records manage-

ment.

COST JUSTIFICATION AND APPROVAL

Almost every organization has a need to justify
capital expenditures, and imaging systems can
involve capital costs that are quite significant. All
imaging systems have some common costs such
as the cost of labor and image capture, the cost of
image retrieval and display, and the costs of equip-
ment, maintenance, and space. In any paper-based
information system, we also have these compa-
rable costs including space, equipment, supplies,
and labor. Assigning costs to these factors is one
task, but determining how to justify these costs is
another matter.

What Is Cost Justification?

Cost justification, in its simplest form, consists of
comparing the total costs of an existing system to
the total costs of a proposed system. If the pro-
posed method costs less than the existing, we
could declare that the new system was justified
and that there would be a savings of x number of
dollars per year. For example, if the existing sys-
tem is considered satisfactory, there is no reason
to change it unless there is a monetary savings
that would justify the expense and effort. Even if
the existing system is not entirely satisfactory, this
method of cost justification is still legitimate, as it
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can show a savings while solving some problems
or at the very least show that it will cost very little
to solve these problems.

Sometimes, the problem that an office is ex-
periencing is quite significant, and a major over-
haul in the system appears to be necessary. Really
serious problems must be addressed through ei-
ther improving a hard copy system or through
computerization or through improved imaging
systems. In all of these cases it would still be
beneficial to perform the imaging fact-finding sur-
vey. However, in place of just comparing the costs
of one new system against an existing system, it is
necessary not only to compare the costs of all
potential systems but also to compare the effec-
tiveness of the systems,

Early in this chapter, it was stated that the
optimum system should provide information at
costs that are equal to or less than any other sys-
tem that will achieve satisfactory levels of effi-
ciency. A proposed systems remedy might cost
millions of dollars, simply because the satisfac-
tory levels of efficiency are set very high, and
perhaps even too high. Sometimes a high pre-
mium is paid to achieve a small percentage of the
overall benefit. For example, in at least one in-
stance, 80 percent of the benefits were achieved
for only 20 percent of the total cost. To evaluate
this, one needs to be able to identify the benefits,
the source of the benefits, and the related costs
and to decide if the costs are justified. How is this
done? The records manager needs to compare the
costs apd the benefits. Sometimes the benefits,
however, are soft or intangible benefits. In this
case, we have at least identified the cost, so that a
manager can make a decision as to whether the
intangible benefit is worth the cost.

Establishing satisfactory levels of efficiency
should be done with some degree of caution or
with a caveat to require that all the system fea-
tures be necessary or justified if costs are a con-
cern. Occasionally, a system is a part of a larger
corporate strategy, and the cost is de-emphasized
in favor of appearance, speed, image, and timeli-
ness, which are some of the intangibles discussed
previously.
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Developing Cost Estimates

Developing cost estimates involves careful atten-
tion to small details as well as to large ones. A
fraction of a cent may seem immaterial, but if
multiplied by thousands or millions of times for
each action, the total amount can become signifi-
cant.

Labor. To accurately assess labor costs to record
the images on either microfilm or optical disk,
one must know actual production speed capabili-
ties. For most accurate results there should be an
on-site test under actual or simulated conditions.

Moreover, normal lost production time should
not be ignored. If the test indicates an imaging
rate of 3,000 documents per hour, the analyst
would be wrong to assume that the operator will
perform at this rate every minute of every hour of
the workday, More than likely, a conscientious
operator will perform work functions no more
than 75 percent of the workday. The other 25
percent will be valid work time such as answering
the phone, placing imaged paper documents on
the shelf, attending meetings, fixing paper jams,
dealing with machine failures, and so forth. Al-
though work-measurement techniques can be used
to improve the efficiency of the productive time,
it is best to base the study costs upon factors that
can normally be expected. If an organization has
had experience with imaging productivity and has
historical production statistics which include
“non-productive time,” these statistics may be
used in lieu of a test.

One important facet of any imaging opera-
tion, microfilm or optical disk, is document prepa-
ration. The documents may be in folders, and the
folder may or may not be properly indexed and
indexing time as a result may go way over the
budget. Pages may be fastened with staples, and
staple removal alone may take as much time as
the filming or scanning. Pages that are ragged,
crumbled, or folded will have to be straightened.
All of this contributes to increased labor costs and
longer completion times. If day-forward conver-
sion or scan-on-demand conversion can be used,

these problems can be eliminated by procedury)
changes.

Material. The cost of material is easier to estj.
mate but should still be calculated cautiously, Ip
microfilming, the most frequent factor overlooked
is film waste. Film lead and trailer can account for
10 percent of a full reel of film. When less thap
full reels are used at one time, the percentage of
waste could be much higher. Next, the amount of
film needed should be estimated according to re-
duction ratios, document volume and size, and
camera type. For example, 2,400 feet of paper
documents carefully aligned in a long row and
adjacent to one another would require 100 feet of
microfilm if filmed at 24 x reduction. This is so
since a 24 X reduction means that the film would
be 1/24 the length of the documents being filmed.
Of course, we need not lay out a hundred feet of
documents to estimate film requirements. It can
be done mathematically and easily. A simple
nonmathematical method is to film a batch of
documents and count the number of document
images contained on a foot of film. This method
includes the spacing between images and is very
reliable for estimating total film footage required,
based on page volume. Of course, camera spac-
ings vary and can be adjusted. Tables and charts
are available for general estimates. As a rule of
thumb, a 100-foot roll of 16-mm film will contain
about 2,800 images of letter-size documents
filmed at 24 x in comic mode. A 100-foot roll of
35-mm film will contain approximately 500 fixed-
size frames if filmed on a large-size engineering
planetary camera. On a planetary camera the same
amount of film is used for each frame, regardless
of the reduction. Other items such as reels, car-
tridges, labels, jackets, print paper, toner, splicing
tape, clips, cards, and processing chemicals or
service costs should be included in the estimate.
Some of these items are costly, and others can be
included as miscellaneous and simply added in
bulk to each roll or batch.

In an electronic imaging system, the major
supply items are the optical disks and cartridges,
magnetic disks, and ink-jet cartridges or toner for
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laser printers. The number of optical disks re-
quired depends on the number of images that will
pe stored on them. One should refer to the previ-
ous chapter to determine how to calculate the
number of document images that can be stored on
a particular size disk. One should also recall that
the number of images that can be stored per inch
is also determined by the resolution required and
by the compression ratio. This requires, as in the
case of microfilm, actual on-site tests, not only for
imaging speed but also for image quality, com-
pression, and image storage density. The number
of disks not only relates directly to cost per disk,
but is directly affected by a decision or require-
ment to image backfile documents. Fewer disks
will be required initially if noncurrent records are
stored in hard copy form. However, this decision
is based on the number of searches made once
current processing is complete.

Equipment. The third factor, the cost of equip-
ment, can be assessed in various ways. Some or-
ganizations show it as a one-time cost; others
ignore it, if this type of equipment is already on
premises; and others prorate it over the
equipment’s expected lifetime. One needs to con-
sult the organization’s accountant as to how the
equipment cost will be handled and do so accord-
ingly in the costs summary. Because of the ex-
pense, equipment maintenance must not be over-
looked. Annual service contracts give an accurate
budget figure for this expense, including both la-
bor and material. Service contracts frequently cost
an annual 10 percent of the purchase price of the
equipment. Equipment costs pertain to software
and to all hardware, such as cameras, scanners,
monitors, readers, printers, computers, jukeboxes,
and storage racks. Sales taxes should also be in-
cluded, and in some areas, there may also be a
property tax of some sort, which should be in-
cluded in annual costs.

Supervision and facilities costs may or may
not be considered, depending on the circum-
stances, For example, if the project does not re-
quire incremental supervision expense, such ex-
pense is not included in the operations cost.
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Service Bureaus. Service bureaus are often used
when backfile conversions are deemed necessary
for either optical disk systems or micrographic
systems. However, backfile conversion is gener-
ally a costly approach and should be done only
after careful study. The alternative is to retain the
noncurrent records (backfile) in a manual access
system, if the reference rate permits it. Service
bureaus are also contracted to do day-to-day work,
when turnaround and costs permit. Service bu-
reaus are used for such reasons as lack of equip-
ment, limited staff or limited space to perform the
work, and a lack of experience. When service
bureaus contract to do the work, they usually
quote a price on a document basis rather than as a
total job. So, it is still necessary to know exact
volumes and other details obtained from the study,
and it is also necessary to write job specifications.
Materials, however, are usually included in the
price quoted by the service bureau.

THE FEASIBILITY REPORT

The feasibility report, or needs assessment report,
is often submitted at the same time as the final
office test. In order to obtain an approval from
upper management to install a multithousand-
dollar or even multimillion-dollar system, a de-
tailed report of feasibility should be prepared and
submitted to management.

The report, in simple terms, is a before-and-
after picture of the system. It should show the cost
of the old system in terms of labor, space, materi-
als, and equipment, and the cost of the proposed
imaging system in the same terms. The cost of the
proposed system should be appreciably less than
the cost of the old system, if the level of system
efficiency is the same. If the level of efficiency of
the new system is much greater than that of the
old system (and that new level is required), there
may be an added cost.

The exact format of the report is largely a
matter of the particular circumstances and com-
pany policy, but a suggested format follows:
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Executive summary
A. Purpose of study
B. Source of data
C. Recommendation and reasons
D. Brief description of proposed system
Cost-comparison summary
A. Cost of old system
1. Labor
2. Space
3. Materials
4. Equipment
B. Cost of new system
1. Labor
2. Space
3. Materials
4. Equipment
C. Savings or cost on annual basis
Details of cost
A. Old system
1. Labor
2. Space
3. Materials
4. Equipment
B. New System
1. Labor
2. Space
3. Materials
4. Equipment
IV. Appendix and Charts

Figure 12.3 is a form that can be used both in
writing the feasibility report and in developing
and comparing costs. If it is used in the feasibility
report, the Explanation or Reference columns are
used to indicate an item number which refers to a
detailed explanation in the appendix. In addition,
this form can serve as a checklist to determine if
all factors have been included.

THE REQUEST FOR PROPOSAL (RFP)

The request for proposal (RFP) is a document
usually prepared by the purchasing department of
an organization in cooperation with the using de-
partment and the systems analysts involved. The

Image Technology for Document Management

RFP is sometimes referred to as a bid request or ¢
a request for quotation (RFQ). A feasibility repor
is usually prepared as a preliminary estimate prior
to the preparation of a request for proposal, sq
that at least ballpark costs and equipment require-
ments are known before the proposal is requested.

However, the RFP does more than just agk
for a price quotation. It describes for the prospec-
tive vendors and all of those in the approval chain
the overall objectives of the system, that is, pre-
cisely what the system is supposed to do. It may
also specify the type of system desired. The ven-
dor is requested to respond by stating how it will
be done, what is required to do it, and the cost,
However, the vendor may need more specific in-
formation to respond to the request.

The type of information’that is normally re-
quired is a description of the using organization,
the current staff and location of operation, and a
brief overview of the current methods. It should
also provide an overview of how the proposed
system is expected to work in the generic plan,
while at the same time accepting alternate sugges-
tions from the vendor.

Specific tasks that are anticipated and speci-
fications of systems requirements, such as equip-
ment, data entry, document entry, document de-
scription, imaging speed, retrieval speed, number
of workstations, workflow requirements, location
of network if applicable, and software and hard-

-ware integration if desired, should be described. If
the system desired is turnkey, it should be so
stated, or if the vendor is to provide backfile con-
versions, details should be furnished. All invited
vendors should have equal opportunity for pre-
award on-site visits and meetings.

In addition, timetables for submission of pro-
posals and awarding of contracts and implemen-
tation, as well as the basis for award, should be
clearly stated. Usually, the RFP will provide a
tentative system, with an estimated cost, if one
has been developed in-house, but alternate hard-
ware, systems, and approaches are often invited.
Vendor information should also be requested. This
includes a recent financial statement, vendor his-
tory, client reference lists, and specific experience
or product lines.
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System A:

SYSTEM COMPARATIVE COST SUMMARY
Oinitial O Annual

System B:

Cost Factors

System A

System B

Ref

LABOR
Sorting, Pre-file,Pre-film

Staple Removal and Prep

L ———

Coding,Indexing,Data Entry

Filing/Refiling

Retrievals and Look Up

Filming/Scanning

Jacket/Aperture Card Loading

Programming/Training

MATERIALS
Folders and Labels

Film,Processing & Cartridges

Optical Disks and Cartridges

Jackets/Aperture Cards

Print film

EQUIPMENT & SPACE
Maintenance

Cameras/Scanners

Readers/Monitors

Computers/Drives/Software

File Cabilnets/Shelving

Jukeboxes & Controllers

Telecommunications

Floor Space

TOTAL SYSTEMS COSTS

* FIGURE 12.3 Cost Comparison Summary
- (Insurance Records Services, Inc., 9932 Parkway Drive, St. Louis, MO 63137, 800-882-3753)
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IMPLEMENTATION PLANNING

After the vendor selection has been made, all ap-
provals acquired, the system design confirmed,
and tests made, there is usually some lead time
prior to delivery of hardware. This time can be
used for planning for a smooth implementation.
This implementation process consists of three
phases: training, backfile conversions, and facil-
ity modifications and plans.

Training

The first step in training is to prepare a detailed
procedures manual for the specific project in-
volved. This serves two purposes. It codifies the
procedures so that there will be complete uniform
understanding of how the work should be accom-
plished. It describes equipment and supplies to be
used, as well as all steps in the operation. The
second step is to train the personnel who will
actually be doing the work. Often, employees can
be somewhat apprehensive about a new project
and welcome an early introduction to the new
equipment and procedures. If demonstration
equipment is available, the employee can exercise
hands-on practice in dry runs.

Backfile Conversions

Backfile conversion, if required, must be planned
for in an organized way. If the analysis indicates
that the records to be imaged should be retained, it
is necessary to plan a method of storing the
records in an inexpensive area, where they can be
economically retrieved if necessary. Sometimes,
it is less expensive to store the originals for a
period of time than it is to check each document
for clarity. In most cases, however, the originals
may just be retained until a spot check is made,
and in the case of microfilm, until processed.

QOur analysis may have informed us that we
have many documents fastened together with
staples. These staples normally must be removed,
and the removal may take as long as the imaging.
Rather than have the imaging device tied up while

staples are removed and tears laped, it makeg
much better use of equipment to have preparatjoy
and imaging done simultaneously.

At this time, it is important to finalize jug
how indexing will be done and by whom. It may
be done simultaneouly by the automatic reading
of a bar code or in other ways discussed in C "hap-
ter 11.

Facility Modification and Plans

When the imaging is done in work-flow process.

ing, a special area is generally not required. In mogt
backfile operations, however, a separate office aregy

should be set aside that is comfortable and well
lighted and away from distractions. It is important

that the vendor provide exact electrical requires
ments, so that the electrical requirements can be
installed prior to delivery of the equipment. There
must be shelving for the records prior fo filming or
scanning and for temporary storage afterwards. Very
likely, the documents will require security during

nonwork hours, and so it is best to place the tempo-
rary storage in that secured area.

EVALUATING COMPUTER OUTPUT SYSTEMS 3

Computer-output microfilm (COM) and com-
puter-output-to-laser-disk (COLD) are the two
methods used today to eliminate computer output

to paper. COM and COLD technologies have been

discussed in previous chapters. However, in this
chapter the feasibility, or economic evaluation, of

these methods is compared.

COM Systems
Although technological marvels, COM sysiems

actually output ordinary microfilm. Therefore, the

decision to use COM can be based on data similar

to those gathered for a conventional microfilm =
study. But in addition, it is also necessary to know

the cost of producing the identical information on

paper using on-line or off-line high-speed laser

printers. Ultimately, the cost of paper output ver-
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compared and be a major factor in the evaluation
process. Such costs may include:

Computer costs (allocated)
Print costs (allocated)
Number of copies needed
Paper and forms costs
Postage and distribution costs
Paper-handling costs

R el

When the current computer and peripheral
costs are known, they must be compared to pro-
ducing and distributing the same number of cop-
ies using COM and microfilm readers or reader-
printers. The cost of producing COM microfilm
depends on several factors such as volume, type
of microform, and whether the work is done on
in-plant equipment or by an external service com-
pany. Estimated COM equipment and supply costs
can be obtained from equipment manufacturers,
or turnkey service costs may be obtained from
service bureaus that may do the work on a con-
tract basis. Organizations that produce high vol-
umes of COM reports may find it advantageous to
own and operate their own equipment, whereas
lower-volume shops may find it advantageous to
use service bureaus. Such a decision is generally
based on an economic comparison and security
and turnaround requirements.

In addition to costs previously mentioned, the
COM recorder has the added advantage of record-
ing a page of output on film, 10 to 20 times faster
than a laser printer can print on paper. This speed
can have strategic advantage. The use of COM
complements normal data storage methods. Al-
though, it is usually desirable to maintain data on
disks on-line, it is a reasonable option Lo store that
data on microfiche, rather than tape or disk, after
its reference activity peaks.

Generally, where there is wide distribution of
computer printouts, COM is feasible. The use of
COM often results in an increase in the frequency
and number of copies distributed simply because
a wider or more frequent distribution of hard copy
would have been too expensive. Caution, how-
ever, should be exercised to ensure that unneeded
copies are not produced through COM. This in-
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creased distribution can often improve customer
service at a minimal cost, even though its use
cannot realistically be classified as a savings. All
savings are relative, but it is not unusual for a
single COM application to save thousands of dol-
lars per year.

Normally, the advantages of COM include a
substantial reduction in paper costs. As an ex-
ample, 4 by 6 microfiche at 42X contains the
equivalent of 207 pages of 11- by 14-inch com-
puter-printed paper. This represents an approxi-
mate cost, based on 1994 prices, of about $1.25 in
paper. The material cost for the original micro-
fiche is about 20 cents and the copy about 5 cents.
Thus COM microfiche represent only 5 to 20
percent of the cost of the paper that would have
been used. The cost of mailing COM-generated
microfiche as opposed to mailing the equivalent
amount of paper is extremely low.: In addition,
microfiche saves space and is very easy to use.

COLD Systems

COLD systems, however, do not use film, and
hence do not require microfiche readers. Nor do
they require any distribution time or costs, other
than the network costs, which may already be
available. A jukebox, with controller and server,
may be required, as are optical disks. These items
are not low-cost items by any means, and unless
the networks and optical disk imaging systems are
already in place, it may be difficult to justify the
costs.. However, COLD like COM can be pro-
duced through an outside service bureau. In such
a case, no equipment other than ordinary com-
puter display monitors is required. The service
bureau has compatible jukeboxes, disk drives,
controllers, and servers. Tapes or disks are deliv-
ered via telecommunications to the service bu-
reau, and all retrievals are made on-line without
human intervention. In any event, either COM or
COLD is justified by the elimination of the costs,
computer time, space, and paper associated with
standard computer hard copy output. And so, the
comparison is narrowed to actually comparing the
costs and advantages of COLD and COM sys-
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tems. In summary, a comparison of the costs of
COLD and COM, both in-house and through ser-
vice bureaus, appears to show that within a few

SUMMARY

years COLD technology will replace microfiche
except for specialized or unique situations, u;' '
where an adequate network is not available,

An imaging system evaluation study has as its
objective determining if documents should be im-
aged. Problems with an existing system, re-evalu-
ation of existing systems, new technology, or even
managerial edict may prompt a system evalua-
tion.

Much of the information gathered to evaluate
systems has already been collected in the records
inventory form. Such a form can serve dual pur-
poses and be used as a guide to analysis. Reten-
tion, protection, and volume; labor, equipment,
and material costs; and document flow, are all
significant, in addition to color and condition of
the documents themselves.

In defining problems, it is necessary to speak
with users of the records. Typical problems are
lack or cost of space, lack of speed, delays, lost
records, and excessive labor costs in handling
records. A simplified flowchart can also be useful
in defining a problem and in understanding docu-
ment flow. After a tentative decision is made on
the type of system desired, test runs should be
conducted, using time and motion methods. In
some instances a pilot system may be installed on
a smaller scale.

Cost justification normally involves compar-
ing labor, equipment, space, and materials costs
of the present system to those of a proposed sys-
tem. Sometimes, the new system may cost more
than the old and still be justified because the newer
system specifies a higher level of efficiency. Fea-
sibility studies indicate comparative costs and
identify needs. A request for proposal is prepared
by the purchasing department and is sent out to
vendors with tentative system specifications, re-
questing prices and proposed methodology.

After the system has been approved, planning
for implementation is finalized. This normally in-

cludes specific plans for training and for facility
modifications. Training may include hands-oy
training on- or off-site for operators and otherg
using the system. It also may involve writing job
specifications for operators to ensure that consis-
tency is maintained and that the work methods are
universally understood. If a backfile conversion is
required, specifics on staffing, staging, and track-
ing, as well as document preparation, must be
finalized and specified in the project manual. If
the new system is to run concurrently with the old
for a period of time, provisions for maintaining =
order must be coordinated with all users. i

Both COM and COLD are electronic meth-
ods to eliminate paper reports. The systems are
normally justified by comparing their costs with
the cost of printing, distributing, and storing paper
output. COLD systems differ from COM systems
in that COLD also eliminates the microfilm out-
put and the related distribution costs, Most COLD
systems use existing networks and computer dis-
play terminals, Unless service bureaus are used,
COLD systems normally require a jukebox with
drives, which can be relatively expensive. COM
utilizes relatively inexpensive microfiche readers,
and for this reason can sometimes be less expen-
sive than an all-electronic process.

Service bureaus should be considered as a
alternative to in-house imaging, whenever this is
feasible, especially where equipment is expensive
and volume relatively low.

QUESTIONS FOR DISCUSSION

1. Explain what is meant by a satisfactory level
of efficiency.
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. Why is a request for proposal prepared?

2. Name at least four events that might trigger

an imaging systems study.

Why would it be unwise to presume that im-
aging is a cure-all solution?

List the four phases of the imaging study.

. How is a fact-finding survey similar to the

records inventory studied in Chapter 27

Why would original documents such as titles,
deeds, and negotiable instruments be retained
in hard copy form?

. Why is it important to understand the pur-

pose and use of the record being studied?
How are additions to the file accomplished
by electronic imaging, and how are they ac-
complished by micrographic systems?

. How are annotations handled in a micro-

graphic system and how are they handled in
EIM?

. Why is distribution of work important to con-

sider in a document imaging study?
Why is it important to know the retention
period early in the study?

. How does the number of documents impact

on the imaging study?

What is a backfile conversion, and what are
alternate ways to handle it to reduce cost and
save time?

Why are imaging systems best used in a
highly active environment?

In an imaging system, is space conservation
or labor conversation most important? Why?

. What is the difference between a duplicate

information source and an alternate informa-
tion source?

. What is meant by a peinr of stability in docu-

ment flow, and what is the significance?

. What problems are frequently found in ana-

lyzing document systems?

. List at least four key indicators that often

suggest what type of imaging system to use.

Imaging Systems Evaluation and Systems Design 333

21. What is a cost justification in simple terms?
22. What is the difference between the request

for proposal and the feasibility report?

23. What are the three phases of system imple-

mentation?

24. What is the essential difference between

COM and COLD systems? In what ways are
they similar?

PROJECTS

1. Review the form illustrated in Figure 12.1a

and b and indicate for each block if the infor-
mation is applicable to no imaging system
(N), to an electronic imaging system (E), to a
micrographic imaging system (M), or to both
micrographic and electronic (ME) systems.

2. Read three magazine articles that deal with

micrographic or electronic imaging systems
in specific organizations. Summarize each ar-
ticle in approximately 200 words.

3.  Write a 500- to 750-word report on electronic

imaging systems. Base your report on at least
three magazine articles, which you are to
identify in a bibliography at the end of your
report.

4. Write a 500-word article on the topic “How a

Small Company Can Profit From Applying
Imaging Technology to Its Records.” The ar-
ticle should be suitable for publication in the
monthly newsletter of a local chapter of the
Association of Records Managers and Ad-
ministrators or the Association for Informa-
tion and Image Management.

CASE PROBLEM

The Andress Manufacturing Company has de-
cided to make an imaging feasibility study. As the
records manager for the organization, you have
been given the responsibility. Identify in outline
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334 Partiv  Image Technology for Document Management

form, the step-by-step procedures you would fol-
low in developing a feasibility study.

NOTES

L. Insurance Records Services, Inc., 9932 Parkway
Drive, St. Louis, Missouri 63137, 800-882-3753.

2. Association for Information and Image Manage.
ment, Task Force Report, AIIM/92-114, Annex (o
American National Standards Institute, Technical Re.
port for Information and Image Management: Perfor.
mance Guideline for the Acceptance of Records Pry.
duced by Information Technology Systems, Parnt IiA
ANSI/ATIM TR31-1993,
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Corporate Model

Hewitt Associates

Hewitt Associates LLC is an international firm of consultants and actuaries special-
izing in the design, financing, communication, and administration of employee
benefit and compensation programs. Hewitt Associates was founded in 1940 to
render an impartial and unbiased consulting service to its clients.

* In rendering outsourcing administrative services, Hewitt Associates offers
participant services through the Benefits Center. A caller (participant) interacts with
a Hewitt Associates representative who is trained in providing the information
necessary to make informed decisions. Many of these inquiries revolve around
forms sent in by the participants.

In managing participant information through a Benefits Center, it is necessary
to provide a balance between enhanced service and reduced operational costs.
Imaging technology enables the electronic routing, distribution, storage and
retrieval of participant information from the desk top. In addition, it improves client
and participant service by enabling representatives to answer participant inquiries
without necessitating a return call. However, imaging technology alone does not
address all the requirements of a complex records management system.

Hewitt Associates chose to implement a hybrid solution because it not only
addresses the needs of the users, but also meets the long-term records management
requirements of the firm. The benefits of the hybrid solution are threefold: auto-
mated records management, a single user interface, and flexible archive media. The
hybrid solution provides the users with the necessary pieces of information to do
their job, regardless of the format or location of the information. Through the
hybrid solution, the user can access digitized images, voice, word processing
documents, spreadsheet data, or video.

As part of the implementation of the Hybrid solution, a Records Management
Model was developed to define the following characteristics for each record:

Legal requirements .
Record ownership

Unique user requirements

Retention characteristics

Record classification

Storage media

Cost structure

This model provides the foundation for managing all records used by the firm's
: business process. The hybrid solution implements the model through an architec-
- lure that utilizes a central catalog. Users will retrieve all information from the same

h
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end-user interface, regardless of the information’s storage location. This is an
important feature, because depending on the legal life of the data, it may reside in
one of a number of storage mediums, such as: microfilm, optical disk, online disk,
and paper. The key to the hybrid solution is its ability in meeting the needs of the
business process while maintaining the integrity of the Records Management
Model.

BUSINESS MODEL

RETRIEVAL

-OF-
BUSINESS

DIGITIZED
IMAGE

DOCUMENT
STORAGE

UNIQUE
USER
REQUIREMENTS

e

BUSINESS DATA
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Chapter 18

Records Center
Management

Learning Objectives

1. To enumerate the duties and responsibilities of records center per-

sonnel.

2. To describe the various types of indexing methods used in records

centers.

3. To explain some commonly used records center search and charge-

out procedures.

4. To identify procedures for an effective reporting system and refer-
ence analysis of the records in a records center.
5. To outline policies and procedures for establishing a records disposal

system for a records center.

6. To describe a general plan for emergency procedures.

OVERVIEW OF MANAGING A
RECORDS CENTER

Establishing a well-built, conveniently located,
and efficiently arranged records center is only
part of the records manager’s job. The facility

. must also be managed professionally if it is to
- provide low-cost storage of inactive records and

fast, efficient reference service. To do this, the

- manager must also have a well-trained and dedi-
- cated staff, cooperation of the users, and efficient
- procedures.

e

" THE STAFF

well-trained and dedicated staff is very impor-
lant because no system can be better than the
People who administer it. Taking shortcuts or ig-

1

noring procedural steps can, in time, reduce effi-
ciency; and a lack of care or responsibility can
transform the system into a shambles. On the
other hand, dedicated and properly trained em-
ployees with a positive attitude can make even a
mediocre system operate reasonably well. The at-
titude of the records center staff also affects user
relations. A disgruntled or uninterested records
center clerk or supervisor may offend the user,
who, as a result, may be less cooperative. The
cooperation of the user is necessary, because ad-
herence to procedures depends to a great extent
upon it. A positive and helpful attitude on the part
of the records center staff will convince users that
the records center is established for their benefit
and that its staff is eager to serve their needs.

491
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Inactive Records Management
THE USER

Customers or users have the right to expect that
every care and precaution will be taken with their
records, just as they would expect a bank to safe-
guard their money. A lack of responsibility on the
part of the records center staff is likely to result in
a reluctance to use the center’s facilities. And
rightly so, for depositors would be remiss in their
own responsibilities if they placed valuable
records in an area that was not safe and secure.

In addition to the security of the facility, de-
positors have a right to expect adequate controls
so that their records will be available when they
need them. On rare occasions a record will be
misplaced and the user may become very con-
cerned. Such losses can be prevented with proper
controls, which are covered later in this chapter.
In any event, a lost record is a serious incident,
and every possible action should be taken to re-
cover il.

Dealing with people is sometimes trying for
even the most dedicated person. “Customers™” may
not always be right, but they usually think that
they are; and the surest way to create enemies is to
show them they are wrong.

When a user makes an unreasonable demand
or complaint, the manager or the center employee
should calmly and tactfully explain why the de-
mand cannot be met or the complaint resolved.
After reflection, the user will accept the explana-
tion and will exhibit more understanding the next
time. When the user’s complaint is justified, it
should be acknowledged, the situation should be
corrected, and an apology offered if warranted.
Acknowledging a mistake not only helps to estab-
lish and maintain good user relations, but also
provides an avenue of improvement. Reasonable
criticism should be accepted gracefully, and the
user should be thanked for the suggestion.

Common courtesy and a pleasant telephone
response will also improve user relations, and
everyday good service will provide the image of
efficiency that is desired. But no matter how effi-
cient the records center might be, there will be an

occasional mistake. At those times, previously es-

tablished good relations will make for a more tlzt:cisi
understanding user. &
'y d « .
Efficient Procedures [ Hesing
: ; : e Just as
The extent to which users will cooperate in fol- N ing at
lowing procedures depends largely on their aware- - - send i
ness that what they are being asked to do is abso- paring:
lutely essential for an efficient operation. Proce- out this
dures are sometimes established on a theoretical identify
basis, but every effort should be made to ensure tually i
that they are practical and efficient. fer list¢
This can be done by periodic reviews of all the offi
procedures, especially those that affect users of 18.1.)
the records center. Procedures should also be Altl
streamlined to the point of maximum efficiency. paper, it
Procedures should not be so rigid that they must ot o
be followed with military discipline. For instance, form she
although it reduces the workload of the center copies. T
staff, there is no absolute justification for demand- advance
ing that users submit all reference requests in the office
writing. This does not imply that procedures require a
should not be established, published, and com- for additi
plied with; but they should be practical and rea- In ac
sonable and permit occasional exceptions. should st

Although judicious flexibility is required, p records s

|
A
']

procedures must be published with exacting de- records, a
tails and examples to ensure consistency and con- " in which

tinuity of the operation. These procedures should " lion, such
also specify conditions of allowable exceptions s ihe destry
that charges of preferential treatment are not made i bsolutely
and so that exceptions do not become greater than Pt names

the rule. Exeeptions can be made only for inciden-
tal detail and cannot apply to the fundamental |
requirements of good control. For example, the
can be no exception to the rule that all records ™
withdrawn must be charged out. i

ACCESSIONS 1

Accessions is the term commonly used to describe
records received into the records center. Si
accessions are a daily occurrence in most recé
centers, the accession procedures must be fo ‘_
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es- ized. The first step in these procedures is the trans-
ore fer list.

Transfer List

| Just as a shipper cannot ship without first prepar-

fol- i ing a bill of lading or manifest, an office cannot
wre- P send records to a records center without first pre-
)50- paring a list of the records being transferred. With-
ce- out this list, the records center would be unable to
ical identify the records, thereby making retrieval vir-
sure tually impossible. Most frequently called a trans-

fer list or an accession list, this list is prepared by
fall ] the office transferring the records. (See Figure
5 of 18.1.)

be Although the list can be typed on plain bond

acy. I paper, it is far more efficient to use a prescribed
st { form to ensure uniformity and completeness. The
nce, form should be prepared with a minimum of two
nter copies. The original is sent to the records center in
ind- advance of the records, and the copy is retained in
3 in the office. The procedures of an organization may
ires require additional copies that are filed and used
Jm- for additional control.
rea- 4 In addition to office identification, the form
‘“ should show at least the official name of the
red, | records series, the span of time covered by the
de- W records, and the temporary number of the carton
on- . in which the records are placed. Other informa-
yld tion, such as the retention schedule number and
§ S0 the destruction date, can be helpful but is not
ade 'absolutely essential. Office workers often have
han pet names for records, and it is not too unusual for
len- arecord to be known by two or three titles in the
ntal same office. These titles are frequently
ere - nondescriptive. Therefore, the official name of
yrds ~ the record should be the name listed in the reten-
tion schedule.
. A transfer list may contain more than one
scries of records, although internal procedures
- May require a separate list for each series. The
‘ibe! ccords series is listed by name, and subdetail

nee.
yds
1al=

ormation is normally required. For instance,
Ahe name of the records series might be “Paid

Nouchers,” and the subdetail might be the voucher
4

493
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numbers or segments of the alphabet. If the list
contains records of the parent organization and
subsidiaries, the corporate names would also be
required,

Individual files arranged by subject present
some problems in preparing the transfer list. The
generic name or series is usually listed as “Corre-
spondence Files,” and the subdetail is either al-
phabetic, numeric, or alphanumeric, depending
on the file system. But unless the entire series of
files is transmitted at one time, the subdetail has
little meaning unless each file number or name is
listed. Listing of individual files is very time-
consuming because there may be as many as 30 to

50 files in one carton. Listing of only the first and
last numbers in the carton is not a suitable alterna-
tive because some of the intermediate numbers
may not be included and may appear on subse-
quent transfer sheets, in which case there would
be an overlap in series. In this instance, the index
to the carton contents is best maintained in a sepa-
rate card or computer file in the transmitting of- {
fice. Only the file number or name, the date of |
transfer, and the carton number should be listed in i
the card or computer index, In such a situation it is
necessary that the transmitting office, when re-
questing these records, provide the records center
the carton or space number assigned, as the
records center would not have this information in
its index.

There is, however, a method of batching that
avoids the problem of missing numbers in a file
series, e.g., grouping by the year the claim was
closed, or by the year in which an employee was
terminated or retired, in the case of personnel
files. Although there may be missing numbers,
they do not overlap with other accessions since
this number series is complete and it contains all
files closed in a particular year. However, it is
necessary to know the year the file was closed.

The span of time covered by the records se-
ries, shown on the transfer list, is usually very
important, not only for identification but most |
importantly for disposal purposes. The span of i
time is usually very clear-cut on accounting ]

|
|}
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records, but for files such as subject correspon-
dence files, claims files, and personnel files the
span of time on each file will probably vary
greatly within a carton. In this case, usually the
oldest date in a carton and the most recent date are
shown to give some indication of the age of the
files. This, however, cannot be used for disposal
purposes, but the batch grouping can.

A temporary transfer number is assigned to
and written on the carton by the transmitting of-
fice. It is used only for identification purposes
until the carton is assigned a permanent records
center space number. The temporary number on
the carton is matched with that number shown on
the transfer list when it is accessioned.

Transfer Approval

When the transfer list is received in the records
management office or the records center, the staff
reviews it for completeness, continuity, and eligi-
bility. The completeness check involves making
sure that all records on the transfer list are physi-
cally accounted for, that the correct name of the
record is shown, and that the subdetail is suffi-
cient for retrieval. The continuity check entails
reviewing past accessions of that records series to
verify that all prior records have been received
(i.e., the oldest records should be accessioned
first). The eligibility check involves checking the
record items on the transfer list against the reten-
tion schedule to determine if they are eligible for
records center storage. It is for this reason that
many organizations require the retention schedule
number to be shown on the transfer list. Listing
this number not only facilitates checking in the
records center, but it also serves as a reminder to
the sending office that only authorized records
may be stored.

Pickups

When the transfer list has been approved, the ship-
ment is scheduled for pickup. Pickup procedures
will vary for each organization; they depend on
the location of the records center, union agree-

ments, and organizational structure. Frequently, =y
the mail or messenger department will handle the o
pickup, but sometimes it is done by records center e
personnel. The frequency of pickups will depend e
on the volume and distance. If the records center ; i

is located in the same building as the offices, it oy No

can be done on a daily basis. If it is some distance A
away, a truck will be required, and pickup will Slle.
probably be scheduled on a weekly or semi- vl 1
monthly basis. The transmitting office should be o 5
notified of the pickup date and any changes that k- °

are made in the schedule.

Space Assignments

When the records are received in the records cen- - b 6
ter, they are normally placed in a staging or pro- i
cessing area where they are checked against the
transfer lists. If all cartons shown on the transfer
list are accounted for, the shipment is ready for
space assignment.

Space numbers are normally assigned to, and p
written on, the carton in the processing area. To
accomplish this, the records center must have a =
complete and current register of space vacancies.
Without such a register, space assignment would
be practically impossible. Even if all vacancies
were visible, a physical inventory of available
space would be very time-consuming and ineffi-
cient. {
A manual register of available spaces can be
maintained in several ways, all of them similar.
The manual systems described here can also be
computerized. The principle of all of these sys=
tems is the perpetual inventory. With this systent;
as spaces become vacant they are added to the
register, and as they are filled they are removeds
The system varies according to the format of
register. Some registers consist of a page of p!
paper for each row in the records center. AS
space becomes vacant, the space number is Wil
ten on the sheet; as the space is filled, the num
is scratched off. This is perhaps the most
method and can be used with success whe

10

11

12
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Do | ARCONOEIRE RECORDS CENTER INDEX ConrE S
Sel | payables and
Pase L of 1 TRANSFER LIST
Box e Record Center | Tile |Function| Relention
No. Description of Rercordi(s) From T Space Number | Code | Code | Period
PAID DRAFTS Jan Jun 179 | 55b 6 yrs
1 00001 - 01578 o0r¢
2 01579 - 02852 70015
3 02853 - 04215 10016
[ 04216 - 07514 10017
5 07515 - 08950 10078 '
6 08951 - 10450 10079 _
i 10451 - 11917 70020 I
8 | 11918 - 14329 70021 | ‘
9 14330 — 16744 10022
10 16745 - 18009 70023

11
12
13
14
15
16
17
18
19

20

21

22

18010 21710
21711 23002
23003 25119

25120 27900

27901 - 30005

30006 31074
31075 32224
32225 34015
34016 - 36310

36311 - 37450
REPORTS OF DRAFTS ISSUED
A to L

M to 2

70033

T003¢#

10035

70036

037

10038

10039

To0¢0

10047

For Storage in:

& General Record Center

[0 security Record Center

Jokn Doe

Phone No.
3353

Room No.
2010

|Location
Fall Winds

Date

1-3-1994

FIGURE 18.1 Records Center Index and Transfer List
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|
- pan
DEPT. 052 Accounting Ao
RECORDS CENTER CONTROL CARD SECT. |Payables bers
"'rfg‘ﬁ” 052-179 .: ‘ listi;
e Record ICOMPANY NAME : v S0ne
Code 55b Title PAID DRAFTS XYZ Company b | com
Also 18 AS 1
Eﬁ'l‘.ﬁ’m?é’ﬁ 6 yrs K"Xf" Cash Vouchers _.‘:‘I ; - has t
It 1n se
Dates Eﬁgﬁr Sub Detai poace. Dates EEEE Sub Detai Nermber | 3 orde;
Tl o[ ) covorore o | |OH-DECKs |95t | asorsammer | sovaz B
157902852 | 70075 68922-74011 | 0707 ever,
02853-04275 70076 H012-779857 40401 St
04216-0751¢ 70017 row,
07575-08950 70078 A
08957-10450 70079 vento
1045711917 70020 inch ¢
3. 70027 | Cards
| H330-16744 70022 assign
g 16745-78009 70023 movec
b 18010-21710 70030 then ta
i 2I711-23002 70037 the cai
) 23003-26119 | 70032 cards a
25120-27900 | 70033 Other
| 2790130005 | 1003¢ use of ¢
! 3000637074 70035 the nee
! | Jrors-yze2d | 10036 Set
! J2225-34075 0037
b IHOI6-36370 70038
] 3 631137450 | 70039
I LD 0g | os¢ | 3745138319 | #0221
/ 383203941 | #0222
i IHF2A40317 | #0223 3
-] _ F037842211 | #0224
i 1220247016 | #0225
'h i LEO17-45098 #0226
i #5099-46980 | #0227
' 698147859 70228
i 2789048942 | #0229
1894349820 | #0230
| #9821-59052 #0700
5905365074

FIGURE 18.2 Records Center Control Card
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particular number could be very time-consuming,.
A more efficient method is to list all space num-
bers for a row in sequence on a page. These space
listings can be computer-generated using a per-
sonal computer and printout. As the space be-
| comes vacant, the number is checked with pencil.
As it is filled, the check is erased. This method
has the added advantages of placing the numbers
in serial order and of showing vacancies in serial
order. If all rows contain the same number of
spaces, the preparation of the basic form is quite
simple, for one form will serve for all rows, How-
ever, if the rows vary in the number of spaces, the
form must be altered to suit the capacity of each
row.

Another method of maintaining a space in-
ventory is to write a vacancy number on a 3- by 5-
inch card and to file the card in numeric order.
Cards are not maintained for filled spaces. When
s assignments are made, the cards are simply re-
;'| ' moved and no search is required. The cards are
- then taken to the processing area and fastened to
~ the carton. When the cartons are destroyed, the
. cards are removed and refiled as a space vacancy.
3 Other variations of these methods, including the
- useof computer databases, can be devised to meet
. the needs of specific organizations.

& Sections of a records center should not be
reserved for the exclusive use of a particular de-
partment or office. Allocation should be random,
and assignment made on the basis of availability.
- By assigning space on an availability basis, every
single cubic foot can be used. However, some
- discretion should be used in making space assign-
- ments, Records that appear likely to be more inac-
~ tive than average are assigned to less accessible
- spaces, such as the higher shelves and rear spaces.
";.Recurds that have more valuable information may
be assigned to certain areas where proper protec-
lion is afforded. In addition, when possible, the
fecords of the same series should be kept together,
because this simplifies disposals and references.

~ After the space assignments have been com-
Pleted, the records are placed on the shelf whose
number corresponds to the number on the carton.

Records Center Management 497

If the records are not contained in cartons, per-
haps because of irregular size, the space number
is written on the records as they are placed on the
shelves. Finally, the space number is written on
the transfer list adjacent to the appropriate item as
the records are placed on the shelves.

MANUAL INDEXING METHODS

Because a records center may serve more than a
hundred different offices and contain more than a
thousand separate series of records, a good index-
ing system is essential. The most common manual
systems are the control card system and the trans-
JSer list system. There is a third system that com-
bines elements of these two; we will call it the
control card—transfer list system.

Control Card System

The control card system consists of a ledger sheet
or card for each records series held in the records
center (see Figure 18.2). These cards are kept in
departmental (retention schedule) order in either
alphabetic order by records series title, or numeric
order by title code. Each transaction (box or space
number) shown on the transfer list is postéd to
these cards, If the transfer list contains 22 boxes,
there will be 22 entries on the control card. This
operation involves a complete transcription. The
transfer list (see Figure 18.1) should include all
data necessary for retrieval, such as the date span,
the space numbers for each carton, and the
subdetail description of the record. Although this
system requires the additional task of transcrib-
ing, it is still highly efficient, provided transcrip-
tion errors are minimal. As a precaution against
such errors, the transfer lists are usually retained
in departmental order. With this system, the bur-
den of locating the space numbers is placed on the
records center staff,

A search of the index is conducted by (1)
locating the control card for the records series
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requested, (2) searching subdetail for the proper
space number, and (3) retrieving the records.

Transfer List System

With the transfer list system, both the department
and the records center maintain copies of the trans-
fer list. These lists are searched to secure the
space number assigned to a given record. This
system works reasonably well if the transfer list is
limited to one series per sheet. If more than one
series is listed on the same transfer list, searching
becomes progressively more difficult as the lists
accumulate. The system’s chief advantage is that
no transcription from the list to the control card is
involved (see Figure 18.1).

A search of the index is conducted by (1)
scanning copies of all transfer lists submitted to
the records center for prior accessions, (2) locat-
ing the correct space number by cursory review,
and (3) retrieving the record.

Control Card-Transfer List System

The control card—transfer list system is a marriage
of the first two systems. Basically, this system
involves maintaining an index to transfer lists that
contain one or more series of records. The steps in
this procedure are as follows:

1. Maintain a control card or ledger sheet for
each series of records, as is done in the con-
trol card system.

2. Assign each transfer list an identifying num-
ber as it is received.

3. Post to the control card from the transfer list
only the date range of that series and the
transfer list number. This eliminates posting
all subdetail and space numbers. (See Figure

18.3.)

Search of the index is done as follows:

1. Scan the record series control card to find the
date range and corresponding transfer list
number.

2. Retrieve the appropriate transfer list, which is
in numeric order by department.

3. Scan the appropriate transfer list for specific
record identification and space number.

The advantages of this system are that it re-
duces transcribing to one entry per record series
for any one transfer list and still provides a sys-
tematic method for locating the proper transfer
list when retrieval is required. Because all reten-
tion requirements may be shown on the control
cards, they can be used to determine specific de-
struction eligibility. .

e L

SEARCH AND CHARGE-OUT PROCEDURES

Stack areas should be closed to everyone except
authorized records center personnel. Without this
restriction, controls and security would be impos-
sible in many areas. If the records center is lo-
cated within the same building as the offices it
serves, it is possible that some work-in-file activ- 3
ity may be allowed for a limited number of out-
side personnel. If proper instruction and a watch-
ful eye are provided, there may be no se:riuus‘I
problems; however, it is best to discourage per-
mitting unauthorized personnel into the stack area';

Record Requests

Users of the records center may be required

encouraged to request records in writing ©
prescribed form and to provide space numl
through an index search previously describe
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FIGURE 18.3 Control Card-Transfer List System

If the requests or charge-out forms are prepared in
the requesting office, the time spent will not be
significant and can be absorbed without overtime
or added personnel. But if all form preparation
and space-number lookup is performed in the
records center, the workload may require hiring
additional personnel. While clerical time required
to complete the form is not significant, lookup of
the space number in the indexes, can usually be

- accomplished more easily by the department own-

ing and requesting the record. Other managers
will argue that the records center exists essentially
o provide reference service and should therefore
have a large enough staff to perform that service.

- The system used is a matter of management
policy, which each records manager will have to

[ I]EI"?—_--',-' Accounting
RECORDS CENTER RELATIVE INDEX SECT. |Payables
W 062-179
'_hmt‘hcn Record
Code 55b Title PAID DRAFTS
:muimy Kﬁ‘s\.?m
Retention 6 yrs ‘.-\}s Cash Vouchers
Transler Transfer
Dates Company Sub Detail ;‘_‘tjm}"?—‘l Dates ICompany| Suby Detail E::::;;y{
Jut-DECw | XZ | sors2-95000 | es0 JAN-DEC o | ADK | oooz-s9r¢ 952
TANTdN 9r | K42 0000748750 704 AT e WOP | 0s0r-0982 953
JH-DEC | X497 48757-97072 Veid
JANTHN 92 | X4 00007-54010 801
JUL-DEC92 | X7 55011-92077 892
VAN 95 | X2 0000742170 907
VLD 93 | A | #2nr-78529 | 925
VAT o | X7 O0001-37450 950
VH-DEC 9 | X9 3745779080 954
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decide. In many records centers, telephone re-
quests or electronic mail are encouraged, particu-
larly if there is significant distance involved. Fast
service is good service, and anything that will
expedite information retrieval should be used, in-
cluding facsimile transmission, on-line computer
systems, teletype, or telephone, as long as it is
economically feasible. The charge-out form is fre-
quently used to make a request for a record. If the
request is received by telephone, the form is pre-
pared by the person taking the request. Otherwise,
it is prepared by the requestor. In a large records
center, it often becomes necessary to have re-
questors furnish a personal identification number
to ensure that records are not charged out to the
wrong individual.

— e TR
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Charge-Out System

A fundamental control in records management is
the charge-out system. In essence, it is simply
making a record of a loaned record. The principle
of this system is commonly used in many occupa-
tional areas other than records management. For
example, it is used in lending libraries, equipment
rental firms, and banks. In the case of records
management, a document is being loaned and the
charge-out form is the record of that loan.

The charge-out system is used (1) to keep
track of a record while it is outside the records
center, (2) to ensure its return, and (3) to provide
follow-up analysis. A simple charge-out method
1s to record the name of the requestor, the record
identification, and the date on a cardboard form.
The form is then filed in the container in place of
the record withdrawn.

Usually, however, the charge-out is a snap-
out form, completed in triplicate. The form must
contain at least the name, telephone number, and
location of the requestor; the name and full de-
scription of the record; the space number; and the
date. The first copy replaces the record in file, the
second copy is attached to the record as a routing
slip, and the third is placed in a suspense file for
follow-up, if required. Additional copies may be
used for reference analysis of various sorts and
for other purposes (see Figure 18.4).

Considerable search time can be saved if,
instead of making special trips to the stack area
for each request, the requests are accumulated and
put in space-number order, thus reducing travel
time to and from the stack area. However, turn-
around time and frequency of requests may not
permit this batching.

When the records are located, the routing
copy of the charge-out form is attached to the
record, transmitting it to the requestor, and the
charge-out portion is placed in the carton in lieu
of the record being removed; it should be visible
from the top of the box. Because the form is often
quite small, it should be attached to a sheet of
cardboard, 8 1/2 by 11 inches in size, so that it can
be seen in the carton. If the record cannot be

located, a “Not in File™ notation, the date, and the E
initials of the searcher are written on the request 3 :
form, which is returned to the requestor. :

If the record is charged out when the search is |
made, the name of the party to whom the record is i
charged, the date of the charge, the date of the &
search, and the searcher’s initials or number are o
written on the request form and returned to the ;
sender. It is a matter of policy whether records
center personnel or the requestor contacts the party
who has the record. Generally, it is better for the
requestor to make the contact, because he or she
knows how long the file will be needed or what
information is needed. In any event, the charge-
out in the file should be flagged so that the second
requestor will receive it when it is returned. If the
original holder of the record gives it to a second
party, the records center should be notified, and a
new charge-out should be made to the second
party. :

In the case of a charge-out or a “Not in File”
search, the reference analysis portion of the search
request form should be retained in the records
center file for future analysis of reference activity,
just as though the record had been retrieved. Also,
it is usually advisable to notify the requestor im-
mediately by telephone or fax if the records can-
not be located or if they are charged out.

Deliveries

Frequency of deliveries depends on the distance

and turnaround time requirements, Because deliv-
eries are smaller in volume than pickups, interofs
fice messenger service may normally be used on
daily basis. Sometimes, requestors will state “Call
when record is ready.” In this case, the requestors
will pick the record up personally.

Follow-Up Procedures

Most records are returned to the records ¢
within a week or two after they are charged
However, there are always a few that are i
returned until the holder is reminded that he
should do so. Usually, the reminder is & It
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RECORD CENTER CHARGE OUT
§ NAME ROOM  [TELEPHONE
FORWAKO JOUN DOE 200 | 223
O DEPARTMENT/SECTION DATE
ACCTE, FATABLES 2-1-93 TO ROUTE
DESCRIPTION OF RECORD
RECORD TITLE Fail Uroft TO
SUB-DESCRIPTION 7217 RECORD CENTER
COMPANY NAME K92 6o
Room 10, Basement
DATE OF RECORD MAY 31993
SPACE NUMBER 70021 { ] PERMANENT WITHDRAWAL
BELOW FOR RECORD CENTER USE ONLY CHECK THIS BOX
[ B recorD aTTacHED Clnorinee |
[[] NOT N FILE-CHARGED TO [ NAME RO DATE D
DATE SEARCHED 2-7-93 SEARCHER # W00 )
EATEREGLED SEARCHIER ¥ (LEAVE FORM ATTACHED)

FIGURE 18.4 Record Request and Charge-Out Form

letter to which the suspense copy of the charge-
out is attached.

The suspense copy is filed in a tickler file in
the records center office, at time of charge-out,
usually to be called 30 to 60 days from the charge-
out date. As records are returned, the follow-up or
suspense copy is removed from the suspense file.
On the final due date, the remaining cards are
removed and attached to overdue notifications,
which are sent to the holder of the record or the
holder’s immediate supervisor, depending upon
policy. A photocopy of the notification form and
~ attachment is often made so that a second follow-
- Upcan be done if the first one brings no results. If
e all else fails, a telephone call or personal visit may
result in a return of the record.

If the holder of the record indicates that the
. tecord will be needed for an extended period of
~ lime, the suspense copy of the charge-out form
should be refiled, and the whole process should be
‘Tepeated. If the holder claims that the record has
0 returned, then a thorough search of the pro-
Cessing areas and the office areas should be made

as well as a second search in the stacks. If all these
efforts fail to locate the record, a notation explain-
ing the events should be made on the charge-out
form in the stack file and the form should remain
there until the record is returned. The suspense
date for return of charge-outs should be realistic; a
time period that is too short will simply mean that
more notifications are required than necessary. If
a record is reactivated and remains in the office, a
permanent withdrawal charge-out should remain
in the file for as long as the series is retained in the
records center.

REFILES AND INTERFILES

Although refiles and interfiles are quite similar,
some differences should be noted. Refiling is the
process of filing records that have been charged
out. Interfiling is the placing of documents into
containers that were previous accessioned in the
records center,

The refiling process is somewhat faster and
easier than the interfiling process because there is
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a charge-out form that directs the clerk to the
proper place in the carton. When a record is
refiled, the charge-out form should be removed
from the carton and the routing slip should be
detached from the record and matched with the
charge-out 1o ensure correct refiling. This match-
ing is very important: A misfile in the records
center is extremely difficult to find because of its
random space arrangement.

An interfile, on the other hand, poses several
problems. First of all, an index search may be
required to determine the correct space number, if
that is not known. Secondly, the records center
clerk must not only find the proper place in the
carton to file the record, but must also be certain
that space is available for the record. This latter
point is not always easy to judge if some records
are currently charged out of the carton. Because
of the space problem, files sent to the records
center should be complete when accessioned and
interfiles should be discouraged.

If a carton is filled and records still remain to
be filed, the records are placed in an overflow
carton, which has its own space number. A cross-
reference that refers the searcher to the overflow
carton should be placed in the original carton,
One overflow carton will usually serve the over-
flow of more than one records center carton. Thus
documents in the overflow carton should be filed
by the space number of the original carton, and
the carton should be subdivided by guides indicat-
ing row numbers.

DISPOSALS FROM THE RECORDS CENTER

The records manager is the custodian of the
records in the records center and not the owner.
Therefore, the records may not be destroyed with-
out the concurrence of the owner and those autho-
rized to approve destruction. Although the records
retention schedule indicates when a record will be
eligible for destruction, there are many events,
such as pending lawsuits, merger negotiations,
hearings, and new laws and regulations, that might
cause a hold order to be placed on the records.
The final approval of the record owner limits pos-

sible premature destructions and also strengthens u b
the confidence of the user in the records center. Py

effectiveness of the retention schedule, but rather
complements it. Without such approval, longer
retention periods would probably be required be-
cause of uncertainty and the “just in case the
record is needed” attitude that so often prevails.

Suspensions of the retention schedule should
only be made when authorized by the law depart-
ment or some corporate official. Technically, the
owner of the document may for valid reasons
recommend that the record be retained beyond the
prescribed period. Although only a recommenda-
tion, this request is in most cases a valid reason to
suspend the retention schedule.

This procedure does not weaken the purpose or i
[

DISPOSAL SYSTEM

Even though final approval is required of the
owner, the records center initiates the destruction
process, To do this effectively and efficiently, a
system is needed.

The disposal process actually begins when
the records are originally accessioned into the
records center. As a part of this process, the future
date of destruction is noted on the transfer list and
one copy of the list is filed in a suspense file by
the earliest destruction date shown. When that
date arrives, the descriptive information on the
records 1s transferred to a destruction authoriza- =
tion form either by attachment, transcription, com-
puter, or photocopy. After the form is prepared, it
is sent to the originator of the records transfer for
approval to destroy. Figure 18.5 is a sample dis="
position authorization form. P

If there is more than one destruction date’
shown on the transfer list filed in the suspen:
file, the records destroyed are crossed off that'|
after disposal and the transfer list is refiled by U
next upcoming destruction date shown. In lieu
retyping the description on a destruction form
transfer list can be converted to a destruction £t
by using a form overlay and an office copie

Another system, which is based on the's
principle, uses 5- by-8-inch cards that are fil€
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B XYz COMPANY

John Jones, Bupv, Records Center

NAME & TITLE:

RECORDS DISPOSITION AUTHORIZATION -

[0 OTHER COMPANY

80001

T T S

DATE: Jonuary b 1w 8-

LOCATION: Fall Winds Campus

apprOVED: _ Lo Do, Ay ooty

Fignaburs of ey seyquesible loe secordal

APPROVED: _ geey Bicky, KM

—

The above individual is authorized and directed APPROVED: .f.fptfumn?
te destroy the following records: . i
PEROD Ttﬁm
FORM ¥ NO. FROM | 10 i
Paid Drafts #50152 - 95000 Jul 1 199- |pee 31 199- | 052-179
/147 /NOTHING FOLLOWS/////
L — e T

D Buming,

| disposed of recards listed on this form by

RETURN ORICINAL FORM T RECOSDS MANAGEMENT GFRCEST. LOLIS . FTER DISPOSAL

o g

__owuto

O stweaig
Jakn Jones

Sgrature

FIGURE 18.5 Records Disposition Authorization Form

year and month. When a transfer list is received,
the number assigned to the list (or its date and
source) is transcribed onto the card. When the due
date arrives, the card is pulled; it refers the records
manager to the proper transfer list. The advantage
of this system is that it eliminates filing the trans-
fer list in the suspense file. A personal computer
may serve the same purpose as the card file, using

- fairly common packaged software such as a cal-

endar or date file. The file need contain only the
transfer list number, so that it can be retrieved and

- converted to a disposition authorization form on a

given date.

uthorization Form

hen the destruction authorization is prepared, it

originated. If some records are to be held for a
longer period, the reason should be stated in writ-
ing, a new destruction date should be assigned,
and these items should then be deleted from the
authorization When the authorization is returned
to the records center, the space numbers covering
those records approved for destruction should be
listed separately on 3- by 5-inch cards and the
cards should be arranged in numeric sequence.
With these cards used as a pull list, the records are
removed from the shelves and the appropriate
card is attached to the carton with tape. The at-
tached card can be used as a check to ensure that
the proper carton has been removed.

After the accuracy check, the cards should be
removed from the carton and filed in a space-
availability file, if such is the system, or used to
post entries on a space-availability register. Also,
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the appropriate entries on the records control card
should be noted to indicate destruction, and dele-
tions should be made in the indexing system used.
Finally, the number of cubic feet destroyed should
be recorded for future analysis and reporting, and
a signed copy of the destruction authonization
should be returned to the owner of the records.

Destruction Practices

When the records are removed from the shelves,
they should be taken to a disposal staging area
| where they can be held until picked up for recy-
V cling, shredding, or incineration. It is important
I that the dealer furnish certificates of disposal and
be bonded for performance. Some records manag-
ers have their own commercial-size shredders, but
I usually it is more economical to outsource this
\ work.
i It is usually the practice to dispose of the
¥ records cartons along with the records, as the value
ik | of the cartons does not warrant the expense of
disassembly and they are frequently battered or
i marked by use and time. However, the use of
Ll high-quality cartons especially designed for casy
i assembly and disassembly and extended use may
{ make reuse more economical than disposal. This
; ! factor, like so many in records management, re-
£ quires individual evaluation and cost analysis.

STATISTICAL ANALYSIS

0h Statistical analysis is used frequently in records
management and particularly in the management
of records centers. It is primarily used in the
records center for the analysis of reference activ-
ity and to project future space requirements so as
to avoid unexpected out-of-space conditions.

Reference Analysis

Reference analysis, a valuable procedure in man-
aging a records center, should be made at least
annually. It should be made at other times when

there is an obvious change in work flow patterns.

This analysis will enable the records manager to ' :::
know the following: /
§ an
3 or
*  How many references are made for any given A 5 Fis
records series. i c[c;
+ The age of the records that are being refer- 8 s
enced. E |
+  The number of records that cannot be located X i
or charged out. o
*  Who uses the records center. ! U FIG
*  When the records are used. b 3 =
* How old records are when they cease to be £
used.

*  Where high-activity records are located in
the records center.

To make this analysis, statistics are accumu-
lated on a per-action basis by filing a copy of the
charge-out form in a reference analysis file or
through computer data entry. This file is designed
to accumulate data in a functional manner and
may be arranged or sorted in one or more of the
following ways.

Ellzlld sl e ol 2Tz e T

|

l

HHB

£

=i

1. By record series. To determine the number of =
scarches, the time span of the records searched,
the number of “cannot finds” and charge-outs,
and the source of the request for this records se-
ries.

FREE

I~

X

2. By user or owner of the record. To determing
the types of records used, the age of the records -
used, the number and frequency of requests, and
the number of follow-ups required by this user. .

3. By date. To determine the source of the @i
quests and periods of high or low activity ol
particular records series. |
4. By space number. To determine the high ai d
low activity areas in the records center.

'

In addition to this reference analysis files
work sheet can be prepared directly from ¥
charge-out slips that are in the file. On at
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basis the clerks who conduct the searches can
tally the number of searches per day, per month,
and per year. This can produce an aggregate total
or be analyzed by department, division, or unit.
Figure 18.6 shows an annual and monthly break-
down of the number of searches by departmental

user.

FIGURE 18.6 Reference Analysis Report
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Projections of Space Needs

Most records centers show at least a gradual
growth in volume due to hold orders, mergers,
and increased business. As the demographer
projects the population of the world, so must the
records manager project the records “population™

REFERENCE ANALYSIS REPORT S i
rtmsnt Jan | FEm | wam | aen sy Jouw o | ave | sep | oer [ wov [ o=t [ Ter
Secratary - 01 a 0 0 0 ] 1 0 2 0 0 3 0 &
Treasursr - 02 o [} a 0 [} 1 0 o Q o Q 0 1
Executive -10-11-12-13] . 5 6 3 4 7 4 1 4 5 |a 15 | 141
e 1 3 fae fro |4 2] 2| Ja]lefa |o]a
7
ear o lolofdar]a Ja] ajr Jo]o]a | 2]ae
[Tav - 20-2-22-23-2% | 30 | 22 |13 |10 |2 4 613 8 15 6 6 lue
[Cperating - JO - 47 27 1tz 9 |3z FFI ) 13 20 |19 i
Traffic Analysis = 44 1 0 i) 0 1 3 0 [i] 3] 0 16
Traffic Comnarce = A5 1_8 17 10 & [ 10 k] 10 5 k) 4 | 10s
Traffic Corrasp - 46 0 0 0 [ 0 0 [] 1 o |26 0 27
Treffic Divistons — 47] 40 |28 123 |31 [1 8 17 |21 n |» 21 15 | 28=
Traffic Rates - 4B 126 | 18s5fas, s [238 | 2240150 [153 | 170 by [i9s Ja29 FLTV
Traflic - Slhr_—_&‘i 0 0 ] ] [} 1] a 0 0 0 a 0| n
Pur & Matles - 55 47 21> 119 12 2119 [0 B 19 |x7 |15 |<q90 |
Trusk Lines - 59 N 16 [ 4 |14 4 2 |26 7|59 3 2 |15
Wissourl Imp Co - 60 [¢] 0 0 1] 3 0 [1] 0 o o 0 o 1
AFT Co - 61 8 [ 2 0 1 w7 |2 2 |o 3 [ 9 19 3 | 245
g\;al’.f :c & Treas 1 0 0 o o 6 = 0 5 i 4 B
Avéiting - 65 788 |1877[1590 K21 L4l ] 401893 [2724 11072 F47 1768 | 1645 506
i 37 % 2 11 o 1 9 |72 0 1 0 0 |2<3
r agety - 67 0 [4 E) 0 [ 0 0 0 3 [] b
Genasal Accts - 68 [} 1 1 1 7 3 1 a 0 1 0 [1] 15
Stazlstics ~ 69 g ]o 0 [ [ 3 0 |2 0 lo 0 2l s
Texas = 10 416 s17] 8 pro [1512 | 9 10 |13s 5 o |26 115 13
Lish - Bills - 74 27 | Ju l32 125 13 9127 26 113 {13 g 118
Dish - Matl - 75 0 |2 5 n | o 0 0 |o 0 ]1 0 L l
Dish Payables - 76 995 20 26 D69 (49 65 |ng 583 |56 Pg2 |55 41 pe17
[isk 7ayrell - 77 1 4 2 4 1 2 11 4 1 0 1 50
2ey A - [ i 93 1 B7 85 9. &7
‘Pegional Station - 85 | 1 28 37 78 | 50 |66 3%
Passanger - 08 0 (] 0 0 o |© o
il Acetg - 0 Q 0 [1] 0 0 a
ECE - %0 60 7 | 118 | 187 |13 [120 55
|.Car Accounting 4 L L) 1 10 g

Page 124 of 174




506 Part VI Inactive Records Management

of the records center. Waiting until there is no
more space indicates a failure in advanced plan-
ning. At that point, the records center cannot ac-
cept any new accessions, and consequently,
records transfers back up in the offices and create
chaos in the office records systems.
Statistical analysis for this situation is prima-
rily concerned with accession and disposal ratios.
If the volume of records taken into the records
center exceeds disposals from the records center,
sooner or later, if nothing changes, the records
center will be filled to capacity. The challenge is
to determine when this is likely to happen and to
prevent it. To estimate the full date, it is necessary
to look at typical accession and disposal volumes
| from the past few years and apply those historical
numbers to the future. If the full date appears to be
. a year or more in the future, plans should be made
I immediately to provide a remedy. If it is less than
| that, you are in an emergency situation and action
) should be initiated as soon as possible to elimi-
.} nate or reduce the problem. Possible solutions to
l?‘l i the problem include:

| 1. Review the retention schedule to try to re-

i duce retention periods to provide for addi-

) tional disposals.

2. Review the hold-order file to see if some of
the records being held beyond normal reten-
tion periods can be destroyed.

3. Perform a reference analysis to determine

B | high-volume, low-reference records that may

{ be considered for a reduced retention period

or off-site storage.

i Contract with a commercial records center to

I ‘ provide a quick and inexpensive solution, par-

o ticularly for hold-order records or other high-

volume, low-reference records.

Look into additional in-house space through

expansion or a larger records center. This is

the least desirable alternative, but it may be
necessary.

INTRACENTER TRANSFERS

il Once records are accessioned into the records
| center, it is generally best to leave their space

assignment number unchanged. Changes some- : the
times become necessary, however, because of : nev
unexpected reference activity, the threat of wa- ;
ter damage, facility modification, transfers to a y

commercial records center, or some other rea- -F

son. When this occurs, all indexes, such as b § MO

control cards, transfer lists, the space registry, '..I

and the cartons themselves, must be altered to U Mo

reflect the new space numbers. This pebble-in- 3 ,‘ tran

the-pond effect can create a stifling work load, I"I '_ but .

so changes should be made only under the most v tire

urgent circumstances. Changing the space num- b - spac

bers on the various indexes is not only time- o and

consuming, but is often difficult unless assisted fers.

by other indexes. grea
If the system is computerized, a listing of the inter

records being moved can easily be provided in

space-number order together with descriptions of used

the records. With this listing, the new space num- the 1

ber can be written adjacent to the old o the listing becai

as the carton is placed on the shelf. At the same like-1

time, the space number written on the carton

should be changed to the new space number. Later,

the new space number can be entered into the

computer database to update the system. In the ~ Spac

meanwhile, the temporary listing in old space- a

number order can be used as an index from the old - If ney

number to the new for search purposes.

If the transferred carton has the department
name, record title, transfer number, and space
number written on the outside of the box, as re-
quired by many organizations, that informatiun-
together with the new space number can be en-
tered onto a transfer list as the records are bein
accessioned into the new space. The old num
should also be noted on the list so that oth
indexes can be updated later. ‘

If neither of the above situations exists—
completely labeled cartons or a computerized sys=
tem—then it is necessary to identify the record
and their owners. From this information, the trai
fer list used to transmit the records to the recort
center can be located and used to accession {Ii
cartons to the new space. At this point. il
reaccessioning procedures are the same. :

To avoid duplication, the emptied Space
should not be reused until all indexes contd
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the old space-number listings are changed to the
new.

-ﬁ MOVING A RECORDS CENTER

Moving a records center involves not only
transfering the records from one place o another
but also reassigning space numbers. When an en-
tire records center is relocated, the changing
space-number assignments is much more critical
and time-consuming than with mtracenter trans-
fers. This is so because the volume of records is
greater and also because all search, refile, and
interfile activities are affected.

If a straight sequential numbering system is
used in the old records center and will be used in
the new, there is no space assignment problem
because the cartons are simply moved to their
like-numbered space in the new center.

Space-Number Conversion Table

If new space numbers are to be assigned in the
new center, a table should be developed that will
serve as an index to convert the old number to the
new. In addition, this table must be completed as
the records are moved so that the new records
center can be completely operational upon occu-
pancy. The table should list the old carton number
in numeric sequence and, adjacent to it, the new
number. This is done as the cartons are placed on
the new shelves, with the result that the conver-
~ sion table index is created at the exact time the
- change of space actually occurs. From this table,
indexes can be changed and new locations deter-
mined quickly by referring to the old number to
_determine the new.
If new shelves are to be installed and num-
béred, this should be done prior to the transfer of
“the records to minimize interruption. If the old
shelves are to be moved with the records and
nstalled, it will be necessary to have a tempo-
Lary staging area until the records can be moved to
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the new shelves. This can be done in phases, so
that only a portion of the records are in the staging
process at one time. For example, the contents of
ten rows of shelves can be staged on pallets as the
shelving housing them is partially disassembled,
moved to the new records center, placed in its
proper place, and numbered according to the new
plan. When the shelving is ready, the staged
records can be moved and accessioned. The pro-
cess repeats the procedure until all records have
been transferred.

ACTIVITY REPORTS

Specific work quotas for records center personnel
are usually not recommended because employee
pressure has been known o cause misfiling and
inaccurate reports. In addition, time requirements
for records center actions are so variable that eq-
uitable quotas are not feasible. Although quotas
cannot be applied to an individual’s output, statis-
tical projections, based on production reports, can
be used to justify staffing needs; to compute the
backlog of personnel work hours; to estimate time
requirements for accessions, disposals, and index-
ing; and to estimate cost savings through use of
the records center.

In addition, a weekly or monthly report of
overall records center activity will provide valu-
able statistical information to the records manager
as previously described. The report, prepared by
the records center supervisor, should contain the
number of references, refiles, and interfiles; the
number of cubic feet accessioned and destroyed;
and the amount of vacant space available. These
data are accumulated from the daily reports of the
records center clerks and from the accession and
disposal activities.

It is important that the calculation method be
standardized for the various records center ac-
tions. Usually, each record or file requested is
counted as a search. If the record is not in the file
because of a previous charge-out or cannot be
located, it is still counted as a search. If different
records requested happen to be in the same carton,
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they are still counted separately. However, if an
entire carton is requested, without reference to
specific records in it, the request is counted as
only one search. Refiles and interfiles are counted
on the same basis.

The special search should be defined and
counted separately. Usually, a special search is
conducted when a record cannot be located
through the normal procedures. It should only be
conducted with the approval of the records center
supervisor. Often a call to the requestor will re-
veal that the information can be found elsewhere
or that the record was never sent to the records
center. If the call to the requestor indicates that the
record is essential and that it was sent to the
records center, a special search should be con-
ducted. Even when a special search is warranted,
there are only so many reasonable possibilities
that can be tried. When these have been exhausted,
the search should be ended.

EMERGENCY PLANNING

The first consideration of emergency planning
. should be the protection of lives. Emergency plan-
{ ning must be tailored to the individual circum-

stances since each records center has its own pe-
: culiarities and dangers. In the case of fire, the
'l employees should know if and when they should
call for help, whether they should attempt to ex-
tinguish the fire or should evacuate, and in what
order they should do these things. Similar proce-
dures should be established for explosions, earth-
[ quakes, power failures, and civil disorders. Expert
'-, advice on these matters is available from civil
l

defense agencies, the local police and fire depart-

ments, and the organization’s safety officer. Once

the procedures are established, employees should
k be instructed and quizzed periodically to make
| sure they remember the procedures.

Fire department, police department, ambu-
lance service, and other emergency numbers
should be clearly posted by all telephones in the
records center office and in the stack areas. The

home telephone numbers of records center per-

or
sonnel, particularly the records manager, should a:"cgzr:z
be posted prominently and should be made avail- ceed :
able to night crew personnel in the event of a If, on
night emergency. _Il: the cc
Post-emergency plans should also be made. e '. mainte
Tentative facilities for temporary storage, review, .i"i f than
and reorganization of the salvaged records should i tion is
be designated. A plan for relocating the records to ) usually
the new facility should be worked out in advance. dardiz;
Valuable records should be designated and loca- forgivi
tions noted so that they can be given priority course,
treatment. A computer-generated space-number- quires
to-records-title index is helpful in identifying ate effi
damaged records and in notifying their owners for is only
advice and assistance. center |
. Every detail cannot be worked out in advance procedt
because the type or extent of damage will never comput
be known until it occurs. But broad directives will prior to
greatly assist recovery, particularly if the records Sor
manager is not available for some reason. Such do tasks
directives can be developed through planning ses- being d¢
sions with the records management staff and the prop
safety personnel. The “ifs” should include the type evaluate
of emergency and the various degrecs of damage; son or ju
the “we shoulds” might include specific sugges- The
tions for action and possible alternatives. "~ that may
center sy

o this chap

COMPUTERIZATION Spac

Y Shel;
Many records managers now use computer tech- Recc
nology to gssist in managing the inventory of Rete
records stored in their records centers. As with™® Dest
any technological tool, the computer should b Spac

carefully evaluated on a cost-benefit basis befo!
being used. The first step in the study is to estab=
lish and clearly define the objectives of the pros
posed system, h

If the objectives and efficiency levels %
identical to those presently achieved with
manual system, the records manager needs ©
to quantify present clerical effort and comp
to the clerical effort in the proposed compl
system. If the proposed clerical effort is equ
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 Efficient operation of the records center requires a
! 'f!._r_ell—l.rajncd and dedicated staff, the cooperation
(0f the users, and efficient but flexible procedures.

or greater than the present clerical effort and there
are no increased benelits, there is no need to pro-
ceed any further: Computerization is not justified.
If, on the other hand, the proposed labor cost, plus
the costs of dita entry, programming, program
maintenance, computer time, and hardware, is less
than the present comparuble cost, computeriza-
tion is very likely cost-justified. Computerization
usually requires a considerable amount of stan-
dardization of data to be successful, as it is less
forgiving of errors than manual systems are. O
course, even a manual records center system re-
quires standardization and systematizing to oper-
ate efficiently. In most situations, computerization
is only applied to the records center after the
center has been operational for some time and all
procedures have been field-tested. Even so, all
compuler-driven pilot projects should be tested
prior to full implementation.

Sometimes, a records manager may want to
do tasks with the computer that are not presently
being done manually. In this case, the benefits of
the proposed task should be clearly defined and
evaluated. This evaluation can be a cost compari-
son or just a simple value judgment.

The following is a list of tasks or objectives
that may be handled by a computerized records
center system, based on procedures described in
this chapter:

*  Space-number inventory

*  Shelf labels

*  Record-title-to-space-number index
* Retention schedule

~ *  Destruction authorization lists

*  Space-number-to-transfer-list-number index

SUMMARY
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+  Charge-out and follow-up system

*  Available-space inventory

*  Projected-space-availability reports
*  Reference-analysis statistics

*  Automatic space assignment

= Carton label preparation

Most people familiar with the needs and prob-
lems of operating a records center would agree
that the majority of the listed tasks would benefit
from computerization. When costs are calculated
for ecach, the experienced records manager would
quickly separate the essential needs from the pe-
ripheral. It is not unusual for the least beneficial
computer application to be the most costly in
terms of computerization and data entry and other
conversion costs and, conversely, for as much as
80 percent of the total benefits to be derived from
20 percent of the system capabilities.

However, the proliferation of low-cost, fast,
and high-capacity personal computers, modems,
and networks makes feasible today applications
that were not so, even a few years ago. In addi-
tion, many records management consultants and
computer software specialists have written and
market software packages designed to meet al-
most all the needs of the records manager. To
select the proper commercial system, one must

first know what is required of the system. One
should select a system that meets those require-
ments with minimum cost and conversion distur-
bance.

Additional and more detailed information on
using the computer to automate records manage-
ment systems is furnished in Chapter 9.

~ Records are normally transmitted to the
fecords center by means of a transfer list. Only

records authorized by the retention schedule and
described on the transfer list should be
accessioned into the records center. When the
records are placed on the shelves, the space num-
ber is recorded on the transfer list adjacent to the
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description of the records in the carton. A control-
card system, a transfer-list system, or a combina-
tion of these is used as an index to the stored
records. The latter provides the simplest and least
costly method in terms of indexing and retrieval.

All records retrieved from the records center
should be charged out to the user, and follow-up
controls should be used to ensure the return of
records. Disposal of records from the records cen-
ter must be authorized, and indexing and inven-
tory controls changed when the records are re-
moved.

Space-need projections are made regularly to
ensure adequate space. Intracenter transfer of
records should be avoided, if possible, because of
the indexing changes involved. Moving a records
center can be greatly facilitated by creating a
space-number conversion table as the records are
being moved.

The computer is often used for indexing
records center holdings and for providing other
inventory and statistical reports. A cost analysis
of computer versus manual systems should be
made before a computer program is inaugurated.
Regular activity reports, made to provide statisti-
cal data, are essential for staffing and space plan-
ning. Emergency planning is required for the
safety of personnel and the protection of records.

QUESTIONS FOR DISCUSSION

1. Why is a dedicated and well-trained staff of
importance in the operation of a records cen-
ter?

2. Who are the “customers” of a records center?

3. What responsibility does the records center
staff have to the user?

4. Why is it necessary for the staff of a records
center to provide its users with the published
operating policies and procedures of the
records center? How much flexibility can
there be in carrying out established policies
concerning use of the records kept in the cen-
ter?

10.

11

12

13.

14.

15,

16.

17

18

19

20

Explain the origin and content of the transfer

duct
list that accompanies records transferved lo of m
the records center.
Why is it necessary for the records manage-
ment office or the records center staff to re-
view the transfer list before records are actu- PROJEC;
sent t records 7 :
ally sent to the records center 1. The
How are space locations determined for Rece
records received by the records center? spon
Identify and distinguish between the index- Recc
ing methods commonly used by records cen- chair
ters. in ct
What factors must be taken into consider- S_emi'
ation when establishing records center search ties—
and charge-out procedures? g_“ful
yms ; ticip:
Why is it necessary to establish a follow-up eopl
policy? Explain the various procedures that ?ng 5
can be used when follow-ups must be made. Bid el:.
Explain the procedural differences between semir
refiling and interfiling. 2. Cotisl
Why and how often should the records center to ga
staff make a reference analysis? FECOI(
What are some common arrangements for questi
establishing and maintaining a reference the A
analysis file? Admi
How are disposals of records handled by the 3. Prepa
records center staff? ' Dispc
How can future space needs be adequately Recor
and accurately projected? ! rt:}’.lgula
s i chapte
Why is it desirable to establish policies and agefs ,

procedures for intracenter transfers of
records?

What basic clerical operations should be res
viewed when determining whether to coms=
puterize records center indexing procedures
or not? J

What records center reports can be processet
by a computer?
What records center activity reports shoulth
be made to management on a regular or pefl
odic basis? ;

What plans should be established for coik
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ducting records center operations in the event
of unforeseen emergencies?

PROJECTS

1. The Houston chapter of the Association of
Records Managers and Administrators is
sponsoring a two-day seminar, “Improving
Records Center Operations.” As the program
chairperson of the Houston chapter, you are
in charge of preparing a tentative 16-hour
seminar program featuring a variety of activi-
ties—speakers, panel debates, discussion
groups, and so on. The Houston chapter an-
ticipates attendance of from 150 to 175
people. A committee will assist you in secur-
ing program participants. Your job is to de-
cide on the topics that will be addressed at the
seminar.

2. Construct a questionnaire that could be used
to gather data concerning all aspects of
records center operations. Assume that the
questionnaire will be sent to all members of
the Association of Records Managers and
Administrators.

3. Prepare an outline for a speech entitled “The

Disposition of Obsolete Records from a
Records Center” that is to be delivered at the
regular monthly meeting of the St. Louis
chapter of the Association of Records Man-
agers and Administrators.

Records Center Management 511

4. Prepare an annotated bibliography of five pe-
riodical articles on the topic “Records Center
Operations.”

CASE PROBLEM

You have just completed your first year as records
center supervisor of the Griffen Manufacturing
Corporation, which was established 20 years ago.
The records center was planned by your immedi-
ate superior, the organization’s records manager,
just before you were employed by the company.
The first annual report of the records center's
operations must now be prepared for submission
to the records manager. Prepare an outline of the
report, which shall include cost savings. Use the
following data in preparing your report:

Records on Hand: 38,550 cubic feet
Accessions: 5,210 cubic feet
Disposals: 5,350 cubic feet
Reference requests (searches):
Refiles and Interfiles: 29,750
Available space at end of year: 2,005 cubic feet
Floor space used—stack area: 10,690 Sq. Ft.
Floor space—nonstack area: 1500 square feet
Cost of floor space (and utilities): $5.00 square
foot (stack area)

Cost of office space: $20.00 square foot (nonstack
area)

Number of records center clerks: 2

Total annual payroll and fringe: $88,400

Cartons and other expenses: $12,800

15,958

N

o

i
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M 5. To describe the principles of conservation of archival materials to = funct
1, ensure their permanent preservation. 1
8 6. To explain the justification for establishing an archives and to ex-
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§ | the retrieval of archival records and enhance their use and value. desig
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i i INTRODUCTION - Creali
4 ] ceptar
-i‘ hi | Archives management programs arc often oper-  manent records are defined as those having “suffi- ] 8 P
{ ated as a part of records management programs, cient historical or other value to warrant contin- . :

B and the records retention schedule is frequently
i used as the means of identifying records possess-
| ing permanent archival or historical value, and
scheduling them for transfer to the organization’s
archive at a point in their life cycle when they
K have no further value for operational, legal, or
b, i other business purposes.

alil'l The U.S. National Archives and Records Ad-
ministration defines archives as “the noncurrent
it records of an organization preserved because of
| their continuing, or enduring, value,” while per-
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ued preservation beyond the time they are needed. :f’

for administrative, legal, or fiscal purposcs.“] =

Goals and Functions of Archives
Management Programs

Archives management programs play a very.
portant role in the life of an organization. UnlEs
the organization’s archival records are pro
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preserved and accessible, the organization’s his-
tory and culture will ultimately be lost. An under-
standing of this history and culture is important to
a business enterprise and is perhaps even more
] important to agencies of government, which are
" legally or otherwise obliged to preserve archival
records for their value to posterity in elucidating
the history of communities, states, and the entire
; nation.
I - Although different types of archival reposito-
o ries serve different groups and thus may vary in
4 their specific mission and character, all share a
common purpose: to acquire, preserve, and make
s available for use records having permanent busi-
. . ness, research, or historical value. More specifi-
T il cally, a formal program for the management of
archives usually includes the following six basic
functions:

. £ 1. Appraisal—The process of determining the
: value and thus the final disposition of records and
designating records as either temporary or perma-
nent, which may be accomplished as a part of the
process of developing records retention schedules
or as a separate act.

2. Accessioning—The transfer of the legal and
physical custody of archival records from their
offices of origin to the archival facility; also the
creation of records documenting receipt and ac-
ceptance of the records into the archives.

3. Preservation—The specific steps undertaken
(o maintain, repair, restore, or otherwise conserve
archival records in appropriate facilities and
~ equipment.

‘4. Arrangement and description—The process
Of determining an appropriate method of organiz-
‘ing archival records and of developing finding
dids (indexes or other lists, whether manual or
automated) to describe the records and to facili-

tate their retrieval and use,
d

Access and use—The implementation of poli-
ties and procedures governing the access and use
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of archival records by employees of the organiza-
tion which owns them or by the general public.

6.  Reference and siaff services—The provision
of facilities and a staff of archivists having profes-
sional training in archival administration to assist
researchers or other persons in the use of archival
records. In some particularly proactive archival
programs, these services may include outreach
activities to market the use of the program to
persons or professional groups throughout the
community, the state, or the entire nation.

Each of these six basic functions of an ar-
chives management program will be discussed in
greater detail later in this chapter.?

Relationship Between Archives
and Records Management

The relationship between archives and records
management has been the subject of much discus-
sion and debate in professional circles for many
years.! The records management field evolved
from the archival profession during the 1950s and
in subsequent years achieved a separate profes-
sional identity with its own community of ven-
dors, educational courses of study, professional
association, and certifying body. Nevertheless, the
two professions still share much in common, and
records managers need a good understanding of
archival principles and practices in order to de-
velop a comprehensive records management pro-
gram. We shall begin this discussion with some
observations concerning the similarities and dif-
ferences between archives and records manage-
ment principles and practices.

1. Primary objectives. Archivists are primarily
concerned with the permanent preservation of his-
torically valuable records in order to serve the
ends of researchers or other users of original
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source materials. The principal objectives of
records managers are more directly related to the
core objectives of their organization’s business:
improving administrative efficiencies, reducing
costs, and improving the productivity of informa-
tion users.

2. Media management. Archives management
I and records management are both concerned
| with managing the same types of record media:
‘ information in all forms and formats. Archi-
! vists, however, usually begin their hands-on
[/ management of these media at the last stage of
‘:. their life cycle — after they have been judged

worthy of archival preservation and are trans-
ferred to the archival repository. Records man-
agers, on the other hand, are concerned with
the management of all record media from the
earliest phases of their life cycle.

S =t

= S | e
S et Ny

3. Condition and value of records. Archivists
and records managers share a common interest in
the quality of recordkeeping systems and the value
of the information they contain. Records manag-
ers work to improve the quality of both active and
inactive recordkeeping systems, while archivists
have a strong interest in receiving archival records
in good order when they are accessioned into the

. archives. Moreover, the interests of both groups
il | | directly intersect during the records appraisal pro-
: 4 cess, when decisions are made about which
’ | records series possess archival value and thus will
) l _ be transferred to the archives.

g L

4. Indexing and retrieval systems and tech-

‘ niques. The systems and techniques used to orga-
I nize, index, and retrieve common office records
4 are quite similar to those used for collections of
' archival material. The major differences are that
I most archival records will- not be retrieved and
used nearly as frequently as active office records
or even as frequently as most inactive records
stored in a records center. Both archival and
nonarchival records require indexing capabilities
that support precise retrieval, but archival retrieval
does not usually need to be as rapid or timely.

vy

The records manager is responsible for man-

A !

aging the “archives of the future.” Hence, the .T‘ ‘ $
records manager must understand the functions Fe
and basic techniques of the archivist so that he or ] r Ie
she can recognize and preserve archival material =l of
in usable form. Sl et
P_ Ot
e po
The Archivist s arc
1 . the
The professional archivist usually has a back- ' Ser
ground in history and social or library science. 4 - tai
(As used here, the term professional means that . =
the archivist has completed academic work and ' oft
has experience in the management of archives and and

the appraisal of archival material.) A business

archivist’s background may be in history, eco-
nomics, or business administration. It is not un- '
usual for an archivist to hold advanced degrees o
and to have had specialized training: in archival .
theory and techniques. An archivist may also pass P.”v
examinations and become a Certified Archivist, !vsl(
as designated by the Institute of Certified Archi- . '_]
vists. malr:
The Society of American Archivists is the anc{l
professional association through which archivists ?OIIC
exchange information about developments and :f;::l

techniques. This organization has contributed sig-
nificantly to the progress being made in standard-
izing terminology, methods, and techniques, and
in improved training programs. It has provided
the incentive to rescarch and to publish informa-
tion about technical developments in the preser=
vation and use of records. The society’s flagship -
publication is the American Archivist, but it als 1
publishes a variety of books and other types ofF
archival reference materials. i

.

TYPES AND FUNCTIONS OF ARCHIVES

Archival repositories (or depositories, as they.

lic archives, private archives, and manuscrif
positories.
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Public Archives

Federal, state, and local governments create many
records in the ordinary course of business. Some
of these records are of the average business vari-
ety and are treated like any other business record.
Other records that have served their primary pur-
pose have permanent value and are retained in the
archives. These records document the history of
the government, its agencies, and the citizens it
serves. Among the many types of records main-
tained in public archives are census records, tax
assessments, land records, and mortgages. Some
of these records are maintained for administrative
and legal as well as historical purposes.

Private Archives

Private archives are established to preserve the
history of an institution, a corporation, or a fam-
ily. Many churches, businesses, and associations
maintain a private archive to provide evidence
and information of their organization’s functions,
policies, procedures, and operations. This chapter
is concerned, for the most part, with private busi-
ness archives.

Manuscript Repositories

In addition to their own private archives, many
universities maintain archives of other records.
These manuscript repositories often contain col-
- lections of unpublished manuscripts or records of
4 particular activity or function not related to the
niversity, For example, Wayne State University
', Michigan maintains the archives of labor his-
ry and urban affairs. In its collection are the
ords of several labor organizations, including
United Auto Workers. There are also personal
‘Papers of individuals associated with the labor
vement and with urban affairs.

The difference between a private archives and
Manuscript collection is that, in the case of the

ner, the scope of the holdings is limited to an
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organization and its affiliates, whereas the latter is
devoted to the records of an outside organization
or individual that has a common function or was
involved in a common activity.

BASIC ARCHIVAL TECHNIQUES

Basic archival techniques include records ap-
praisal, archival arrangement, preparation of find-
ing aids, and development of policies governing
access and use.

Archival Appraisal

Archivists, like records managers, do not want to
preserve useless records, They are selective in
choosing material for permanent retention in the
archives, and the material they choose must serve
the purpose for which the archives was created.
This selection process, referred to as archival ap-
praisal, is the process of determining the value
and thus the disposition of records based upon
their current or future administrative, legal, and
fiscal value; their evidential and informational re-
search value; or their relationship to other records.

The archival appraisal of records is perhaps
the most difficult and important task any archivist
must accomplish. This task determines what will
be preserved for posterity and what will be dis-
carded. These decisions must be made on the ba-
sis of predictive judgments relative to the prob-
able future use and value of record material. These
judgments are ifrevocable: Once destroyed, archi-
val records cannot be re-created; they are gone
forever.

A detailed discussion of administrative, le-
gal, and fiscal values of records appears in Chap-
ter 3. However, the archival appraisal process
must also consider other characteristics of records:
their evidential and informational values.

Evidential Value. Records have evidential value
when they document how an organization came
into being, how it developed, how it was orga-
nized, what its function has been, and the results
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of its activities. Thus, archivists must be con-
cerned with the relative importance of each de-
partment or agency within the organization, the
function it performs, and the activities it is en-
gaged in.

The amount of documentation generated by
any office or department depends upon the rela-
tive importance of the organizational unit. Offices
that make policy or important decisions will usu-
ally produce more documentation of archival
value because their functions are more significant
than those of other offices or operational units.

The activities of an organization are of two
types: substantive and facilitative. Substantive ac-
tivities contribute directly to the functions of the
organization. For example, if the function of an
organization is (o produce automobile electronic
parts, engineering activities would be substantive.
Substantive activities usually produce at least
some documentation that would be appraised as
possessing archival value. Facilitative activities,
on the other hand, contribute indirectly to the
function of an organization and are common to
many organizations having different functions.
For example, an in-plant printing department,
while very necessary, is a supportive operation
and does not contribute directly to the mission of
the parent organization. Because this type of ac-
tivity is not unique, it may be expected to produce
very little in the way of archival documentation.

In documenting both the substantive and fa-
cilitative activities of an organization, it is neces-
sary to consider the transactions that constitute
those activities. Transactions are of two types:
policy making and operational. Policy-making
transactions will usually generate more documen-
tation of archival value than will operational trans-
actions because they have a greater overall effect
on the organization and because operational trans-
actions are generally routine in nature.

Informational Value. While records with evi-
dential value document the life span of an organi-
zation, records with informational value simply,
as the name implies, provide information. Infor-
mational value is often called research value. Be-

cause the value of a record is intrinsic, the record
should be evaluated on its own merits. An ap- ,
praisal of records with informational value re-
quires a knowledge of research needs and meth-
ods. It also requires a knowledge of the discipline

officers and 2
the reasong fo
have informa;

‘1 ) Appraisal Gy

to which the records pertain. If the archive con-

tains documents covering a wide scope of inter- _ The records ap
ests, professional assistance will be needed be- | 8 and accepted
cause archivists cannot be expected to be knowl- ; U8 l'; chives sh()uldj
edgeable in all fields. But if the records are re- i i attributes:
tained primarily for historical research or if their e

scope is narrow, most archivists, by virtue of their B | 1. The recorc

training, can do the appraisal without outside as-
sistance.

nization of
2. The record

There are no absolute standards by which the comp
informational value appraisals can be made. In quences of
appraising records, archivists normally use 3. The record
their own professional judgment. However, references
what one archivist may consider important, an- have cease
other may consider worthless. T.R. 4. The recorc
Schellenberg, perhaps this century’s leading ar- significant
chival theorist, said regarding this diversity of company’s

5. The recorc
for the infc
cidentally ¢

6. The record:

judgment: “Diverse judgments, in a word, may
well assure a more adequate social documenta-
tion.” Still, there are some standards upon
which the judgment can be made. For example,

age alone can be a factor in appraising records of significa
for historical use. Records 100 years or older 7. The record:
are usually retained regardless of content. Also, ficers of the
the uniqueness of the information is a factor ' sons.

] ‘; 8. The record,
tional value

considered in appraisal process. Regardless of
the particular approach to appraisal decision
making that the archivist may employ, it i§ 4

critically important that the archivist preserye The Nation;
documentation showing the appraisal criterid. ation maintai
utilized and the reasons or justification for the ords of both

t?fcderal gove
hts of indivic
formation be

ale povernmer
il statistics, p
(HICS are prese
Mmunity and

preservation or disposal decisions that aré’ &
made. A s
Records pertaining to a noted or histori
person usually have informational value, esf
cially if the individual originated the recor
Records pertaining to significant historical evel
such as wars, disasters, and political innovatio
will frequently have historical or research val
Business archives normally consist of pa f:

of company presidents and other policy-m King
1
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officers and generally offer valuable insight into
the reasons for corporate actions. These records
have informational value.

Appraisal Guidelines

The records appraised as possessing archival value
and accepted for permanent retention in the ar-
chives should have at least some of the following
attributes:

=

. The records document the creation and orga-

nization of the company or its subsidiaries.

2. Therecords document or provide evidence of
the company’s activities and the conse-
quences of those activities.

3. The records are noncurrent, that is to say, all
references pertaining to the subject activities
have ceased.

4. The records provide information relative to
significant technical questions regarding the
company’s operations.

5. The records meet possible scholarly needs
for the information that is incidentally or ac-
cidentally contained in them.

6. The records contains marginally written notes
of significance by company officials.

7. The records contain original signatures of of-
ficers of the company or other prominent per-
s0ns.

8. The records have continuing legal or opera-

tional value to the company.

The National Archives and Records Adminis-
- tration maintains vast quantities of personnel
~ records of both military and civilian personnel of
- the federal government, chiefly to substantiate the
- rights of individuals or their heirs, should such
. information be needed. In the case of local and
state government archives, records pertaining to
- vital statistics, property rights, and corporate ac-
- fivities are preserved for the benefit of the local
. ommunity and also for use by researchers for,
4y, sociological studies.

. Archivists cannot retain all material that
“Lomes into their possession. They must be selec-
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tive and preserve only the material that has evi-
dential or informational value, In many instances,
it would be sufficient to retain only a sample of
the series rather than the whole series. Further, in
some instances an overabundance of records only
serves to make the entire collection more difficult
to use effectively. In cases where the sheer vol-
ume is a problem, the originals can be micro-
filmed and then, if they have no value, they can be
discarded. In these cases, it is the information that
is valuable, not the documents themselves.

ARRANGEMENT OF ARCHIVAL RECORDS

An archives exists to be used. Efficient use of an
archives requires that the records be arranged ac-
cording to the principles of provenance and origi-
nal order. In addition, storage techniques, locating
systems, and finding aids must be developed so
that the records can be easily retrieved when
needed.

Levels of Arrangement

Archival arrangement is the process of organizing
archives, records, and manuscripts in accordance
with accepted archival principles, These principles
serve as guidelines for indicating the best method
of physically arranging archival records into logi-
cal groupings. Normally, archival records are or-
ganized into one or several levels in a hierarchical
fashion, from broad to more specific groups or
categories, so that the information can be retrieved
efficiently. The following levels of archival ar-
rangement are commonly recognized and used.

1. Record group level. This highest level of ar-
chival arrangement usually refers to the records of
an entire institution, agency, or company. Some-
times referred to as a fond, particularly in Euro-
pean archival practice.

2. Subgroup level. A body of related records
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within a record group, usually consisting of the
records of a primary subordinate unit of a major
organization, such as a subsidiary company. A
division, or other primary subordinate unit, a sub-
group of archival records may, in turn, be divided
into as many groupings as are necessary lo reflect
the successive organizational units of the
organization’s hierarchy.

3. Collection level. In archival practice, this
term is similar in meaning to the terms record
group and subgroup, although it is most often
used in reference to the private papers created by
individuals or families rather than those of organi-
zations and institutions. The term collection also
refers to artificial accumulations of manuscripts
assembled by a person, organization, or archival
repository and devoted to a single theme, event,
or type of record. In the plural, collections refers
to the total holdings—accessions and deposits—
of an archival repository.

4. Records series level. As defined in Chapter 2
and applied here, the records series consists of
separate file units of documents arranged in ac-
cordance with a filing system established by the
office which created the records. The records in-
the series are maintained as a unit because they
relate to a particular subject or function, result
from the same activity, or have a particular form,
or because of some other relationship arising out
of their creation or use.

5. File unit level. A group of related documents
or other items of information usually maintained
in file folders organized in some logical sequence
within a records series is a file unit,

6. Document or item level, The smallest unit of
record material which accumulates to form file
units within a records series, the document or item
usually consists of a single record, letter, memo-
randum, report, form, or manuscript sheet.

This hierarchical concept of archival arrange-
ment and the various levels that constitute the
hierarchy are the basis for the manner in which

archival records are organized. However, to com- der apply
plete our understanding of archival arrangement, tial value,
it is necessary to explain two other basic con- tional va],

cepts—provenance and original order. other categ

Provenance and Original Order

Provenance means that archival records should be X .'\I Indexing
maintained in an archival repository in groups _., Aroiival s
that correspond to their source of creation. There- e : al it
fore, records that are received from an agency or a e FM i ki

B index, list,

department should remain as a distinctive group
and should not be intermingled with those of other
offices or arbitrarily rearranged under other
groups. The reasons for this principle are as fol-
lows.

the archiva
use. Findin
published
pository to
trol over th
finding aids
isters, descr

1. The records provide better evidence of the
activities of an organization when they re-
main intact.

2. The records of one organization constitute an

integrated whole. If the records are arranged 1111 .sz;ckwa
in another order, such as by subject, research hift:l ’ a;x
becomes more difficult, if not impossible. \ o ;y of |
3. Records arranged by unit of organization e
© p e of each reco

make description and location easier.
subgroup. T
detailed des

The principle of original order is nearly synony-
mous with that of provenance. It means that the
records are left in the order that existed when they
were in current use, provided there is enough sem-
blance of order to assure easy retrieval. Rearrang-
ing records in good order would be time-consum- -
ing and probably fruitless because the new ar-
rangement would serve an undefined need. If the
records are entirely without order, however,
simple plan of arrangement should be devi
Because archival records are created in the noF
mal routines of an office, the best way to preserve.
them is to retain their original order. The originh
order of the records can often tell the research
the importance of the records, the importance
herent in certain topics, and the intrinsic vail,l:?— '
the records. N
The principles of provenance and original

dates, quanti
ries, relation:
of the signifi
. E2. Register,

- 18.an archival
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der apply most often to records that have eviden-
tial value. Records that are retained for informa-
tional value are usuvally arranged by subject or
other category that will assist the researcher.

Indexing and Retrieval Techniques

Archival indexing and retrieval techniques con-
sist of crealing various types of finding aids 1o
index, list, or otherwise describe the holdings of
the archival repository in order to facilitate their
use. Finding aids consist of descriptive media—
published and unpublished—created by the re-
pository to establish physical and intellectual con-
trol over the records. Common types of archival
finding aids include inventories, guides, and reg-
isters, described as follows:

1. Archival inventory. The basic archival find-
ing aid, an inventory generally includes a brief
history of the organization or person whose
records are being described and a descriptive list
of each records series within the record group or
subgroup. The inventory may also include such
detailed descriptive data as file titles, inclusive
dates, quantity, arrangement of each records se-
ries, relationship to other series, and a description
- of the significant subject content of the records.

2. Register. Similar to the inventory, the register

is an archival finding aid which was developed by
~ the Manuscript Division of the Library of Con-
- gress to describe groups of manuscripts, collec-
lions, and records by indicating their provenance,
- scope, and content, including inclusive dates, bio-
. graphical notes about the person, family, or orga-
_nization reflected in the records; their arrange-
- ment; and other descriptive data. Sometimes reg-
isters are general in nature; other times their cov-
trage is detailed to include a list of events, letters
Sent and received, and so forth.

3. Guide. This archival finding aid is a more
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general description of the holdings of an archival
repository; it usually describes and indicates rela-
tionships between holdings, with record groups,
papers, collections, or comparable bodies of ma-
terials as the units of entry.

Other common types of archival finding aids
include shelf lists, catalogs, index cards, acces-
sion folders, and various types of record indexes
and listings. Technologies and systems for auto-
mating these basic, manual archival finding aids
are discussed later in this chapter.

The archivist must make very important deci-
sions relative to the level of detail that should be
employed in preparing finding aids to describe
each record group, subgroup, or collection. These
decisions are so important because the process of
preparing finding aids is usually very time-con-
suming and thus expensive. Finding aids can be
prepared to any level in the hierarchy of records:
from a general narrative description of the records
of an entire record group or collection to a de-
tailed description of each individual document or
item in the collection. Decisions concerning the
depth of finding aid descriptions are usually made
on the basis of factors such as the size and value
of the collection, its probable future use, and the
resources available to prepare the finding aids. Of
course, very detailed finding aids will certainly
facilitate the use of a collection, but item-level
descriptions are not always essential (indeed, they
are seldom justified), especially for very volumi-
nous collections.

In addition to finding aids, archival storage
and retrieval systems include shelf-numbering
systems and box or container labeling and num-
bering techniques. Many of these systems share
certain common features with the numbering sys-
tems used in records centers.

Typically, archival storage cartons are labeled
with, at least, the record group name, records se-
ries, and other levels in the hierarchy of arrange-
ment, and the box number. Also, the description
on the finding aid will show the address of the
container. Finally, the finding aids are usually filed
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by record group, such as the department agency or
number.

The following plan is illustrative of a com-
mon scheme for arranging various types of archi-
val material in an archival repository:

I 1. Corporate and financial records
By name and company
. By name of record
1 By date
' . Biographical records
= By name of individual
i By date
itk 3. Biographical photos
5l By name
EFj By title
g8 By date
& . Facility photos
?, i By location
e | By name
'; f By date
: 5. Maps and prints
By company
By type

By date
6. Movies and film clips
By title
By subject
By date
7. Publications
By title
By date
8. Organizational records
By name of organization
i | By date
. Administrative and operational records
By type of technology or discipline
10. Equipment and product data
By type of equipment
By date
| 11. Advertisements and marketing
By product name
| By date
12. Sampling of selected records
| By name of record
By date

T

_1 '..
e e Rt et e P

P

Storage Techniques

Archival records are usually maintained on sta-
tionary or movable steel shelves, using acid-free
(not under a pH of 5.6) containers thal are usually
constructed of 40- to 60-pound pressboard. The
type of carton used in an archives is quite differ- ).
ent from that used in a records center. The ar-
chives container is of either the horizontal or ver- F
tical variety (see Figure 19.1). That is, the records P i
are either laid flat or placed on end. These con- AUk
tainers are designed with hinged lids that protect )
the records from dust and help to reduce moisture 5 -
or fire damage, and they are usually much smaller E B,
than standard records center cartons. \

-_fl;‘.l‘.l.

Access Restrictions

Every archive should have a statement of policy
that establishes general rules for access to the
records. This protects the records from damage
and prevents pilferage and disruption; also, the
owners or creators of the records have certain
rights of privacy, which must be respected. Some-
times the depositor may impose additional restric-
tions on use. It is extremely important that the
archivist respect and enforce these restrictions
with the highest professional ethics because 4
breach of trust would destroy the confidence of
future depositors and possibly do great harm.

FIGI

s
Conservation of Archives

The preservation of records from deterioration i_‘
not an’ exclusive function of the archivist. Buf
because archival records always demand.the greats
est possible care to prevent their deterioratiofy
this subject is worth discussing. ]
Nature of Paper. The longevity of a paper dogt
ment depends upon the quality of the paper. Ps
consists primarily of cellulose fibers which:
held together by sizing agents such as glue, 108
and starch. The two types of fibers comml
used in the manufacture of paper are rags
wood. Of these, rag provides the highest
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FIGURE 19.1 Archive Containers

paper; however, the amount of acid material or

rosin used in the process decreases its perma-
nency.

. Nature of Writing Medium. India inks, type-

writer inks, and printing inks are considered per-
. manent and will not fade over the years. Iron
gallotannate inks are the black and blue-black
record inks used today; they have relative perma-
nence. Pencil graphite and carbon paper are per-
- manent unless erased or smudged. However, so-
led washable inks and the modern-day dye inks,
‘Which are available in many colors, do not have
_,ﬂ permanence of the iron gallotannate inks and
Will completely fade in time. Nutgall ink, which

v
b
vl
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I-C—- 151" or 121" —"] 5"

END VIEW
CLOSED

VERTICAL ARCHIVE CONTAINER

=7

SLIDE BOX FOR é

PRIVATE PAPERS

HORIZONTAL ARCHIVE CONTAINER

was used on many old records after 1830, was a
forerunner of the present-day iron gallotannate
inks and exhibits many of its properties. Nutgall
ink fades with time but leaves an iron-salt residue
that can be read with ultraviolet light or when
photographed with infrared techniques, even
though it is not legible to the naked eye.

Environmental Dangers. The deterioration of
paper records can be caused by many factors other
than physical abuse. Both natural sunlight and
artificial light high in ultraviolet rays will cause
low-grade paper to yellow and become brittle and
high-grade paper to bleach and become brittle.
Yellowing and brittleness are also caused by ex-
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522  Part VI Inactive Records Management

posure to high temperatures, even for a short pe-
riod of time.

For the best preservation of all types of paper,
temperatures should be kept at a constant 65°F to
70°F. Humidity should remain at about 50 percent
because readings below 30 percent can cause dry-
ing and brittleness, while readings above 75 per-
cent can cause molding, discoloration, and weak-
ening of the paper. Air conditioning, with proper
air filtration, is the best protection against deterio-
ration from fungi, acid, and other agents harmful
to paper.

Insects and rodents are also a source of dan-
ger to paper because many varieties will eat the
paper. Fumigation and pest-control devices should
be used to deal with this type of danger. Some
archives have fumigation tanks, which they regu-
larly use when accessioning new material to pre-
vent infestation and spread of the vermin.

Handling of Archival Records. Unless records
are given reasonable care when handled and
stored, they can be damaged. Large volumes
should be laid flat on the shelves, but smaller
volumes can be set on end properly braced with
book-end-type equipment. Cartons should have
covers to protect the records from dust and mois-
ture. The records should not be packed so tightly
in the carton that they are damaged when inserted
or removed, nor so loosely that they fold or bend.
Loose documents should be placed unfolded in an
envelope before being placed in a carton. Folded
documents should be flattened and placed in acid-
| free folders. Rubber bands should not be used and
E! should be removed because the rubber deterio-
. rates and adheres to the paper. Twine is recom-
|! ' mended as a substitute. Paper clips will rust with
fl: ' time and mar the surface of the paper; they should
be removed before storage. Plastic paper clips can
| be used if it is absolutely necessary to clip docu-
i ments together.

il Lamination, Encapsulation, and Microfilming.
Because archival repositories often contain large

quantities of old records in a deteriorating condi-
tion, archivists are confronted with the problem of
how to prevent further deterioration and provide
for the permanent preservation of valuable docu-
ments. Three methods are commonly used: lami-
nation, encapsulation, and microfilming.’

Lamination involves using a chemical pro-
cess to deacidify documents by soaking them in
chemical solutions to neutralize the acid content
of the paper. Then, the document is sealed be-
tween two sheets of plastic. This document con-
servation technique originated in the National Ar-
chives during the 1930s, was later refined by Wil-
liam J. Barrow, a professional manuscript conser-
vator, and was for many years widely used in
archival repositories. However, the technique is
seldom practiced today because it is expensive
and it irreversibly alters the original state of the
documents,

Encapsulation is a document conservation
technique developed by the Library of Congress.
The process involves encapsulating a document
in a sandwich of two sheets of polyester film.
Encapsulation is generally less expensive than
microfilm and preserves the documents in their
original condition.

Microfilming is frequently used to capture a
photographic image of archival records on a per-
manent photographic medium. In addition to its
value as a preservation and conservation medium,
microfilm has several other significant advantages

to the archival repository: savings in space, en-
hancements in the accessibility of the document;
better securisy, and ease of distribution. Microfilm

requires a fraction of the space needed to storé

paper records, If the microfilms are well indexed;

the retrieval of archival records can be signi
cantly enhanced, and duplicate copies of the
crofilms can easily be made and distributed
other repositories or to an offsite location for
curity purposes. Archivists who wish to use @
crofilm as a document preservation medium
however, take care to produce and store the:

nence.
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ESTABLISHING AND OPERATING
THE ARCHIVES

Most of the principles and methods of maintain-
ing an archives discussed earlier in this chapter
can be applied to a business archives. The records
manager will often require the assistance of an
archivist in making appraisals. Assuming that the
program would be operated as an adjunct of the
records management office rather than as a sepa-
rate entity, the archives will often be located in the
records center. A specific and suitable section of
the records center should be allocated to archival
material. The space-numbering system and con-
trol systems can be the same as for the records
center. However, an additional index and set of
finding aids should be established as though the
archives was a separate facility. The index should
be in addition to the regular index, because some
of the records in the archives section may still
have business value.

If some archival material is to be retained in
offices, such as public relations or engineering
offices, notations of the location of this material
should also be included in the finding aids so that
the researcher will have one central source to
retricve the records. Although it is desirable that
all archival material be retained in the archives,
this may not always be the practice.

Although there is nothing to prevent the
records manager from simply setting aside archi-
val material and following archival practices, it is
best to have formal recognition of an archival
program from top-level management. This recog-
nition is absolutely essential if the program is to

- be funded separately and is beneficial if the ar-

chives is to be used fully.
When the program is established, a statement

- of policy and procedures should be drawn up and
~ approved by top management. First, the policy
- should outline the scope of the archives, thereby

imiting the material accessioned to those records
‘.hﬂt serve the needs of the company and the pur-
Pose of the archives. Second, it must prescribe
~dccess policies and the authority of the archivist.
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This statement must be tailored to the organiza-
tion, recognizing the practices and needs peculiar
to the company, Figure 19.2 shows a sample state-
ment of policy and procedures for a company
archives,

BUSINESS ARCHIVES

There are two types of business archives.® The
first consists of records maintained as part of a
research collection of a university; the second is a
private archives, maintained by a company to pro-
vide historical documentation of its organization
and activities, This section deals primarily with
the latter type, but the factors involved in ap-
praisal may be identical in both cases.

Because a primary function of any business
is to make a reasonable profit for its owners, it is
often difficult to justify expenditures for nonprofit
activities such as the establishment of a formal
archives, particularly because a full- or part-time
archivist would have to be employed. For this
reason the function of the archivist is often per-
formed by the records manager. Some organiza-
tions have recognized the public relations, re-
search, and legal values of a well-managed ar-
chives and have employed a full-time, profes-
sional archivist to perform this activity. Whether
the archivist performs the added duties of a
records manager or the records manager performs
the added duties of an archivist depends for the
most part on the emphasis desired by the organi-
zation. .

The Value of Business Archives

Though company officials may not recognize it, a
certain amount of archival material is preserved
through the records retention schedule. This ma-
terial can include the records that have been as-
signed a permanent retention period, such as the
minutes of board and stockholder meetings, gen-
eral ledgers and journals, articles of incorpora-
tion, annual reports to stockholders and regula-
tory agencies, records of capital investment, au-

»
T
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STATEMENT OF POLICY AND PROCEDURES
THE ARCHIVES
OF
XYZ COMPANY, INC.

1.  General Purpose: The purpose of the archives of the XYZ Company is to preserve the
documented history of the company, its subsidiaries, and predecessor companies for the
benefit of advertising, public relations, the scholar, and posterity, as well as for opera-
tional use.

2. Funding: The archives program is to be funded separately and is under the jurisdiction of
the archivist,

3. Location of Archives: Archival records may, depending on the rate of reference, the need
for special security, or other factors, be housed in any one of the following three
locations:

a. Archives room of the records center
b. Private vault
c. Public relations office

4. Scope of Collection: The collection will include items such as the following.

a. Corporate and financial records
(1) Minute books and charters
(2) Annual reports
(3) General ledgers and journals
(4) Records of significant litigation and legislation
(5) Records of mergers and acquisitions
(6) Records of bankruptcy proceedings
b. Biographical records
(1) Papers of former company presidents
(2) Papers of any policy-making officer
(3) Oral history tape recordings
c. Photographic and cartographic records
(1) Still and movie photographic material
(2) Maps and plans
d. Publications
(1) House organs
(2) Histories
(3) Others (selective basis)
e. Organizational records (selected)
(1) Professional and trade associations
(2) Employee organizations
(3) Regulatory agencies
f.  Administrative and operational records
(1) Computers
(2) Management information systems
(3) Major improvements

FIGURE 19.2 Statement of Policy and Procedures for a Company Archives
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g. Product and equipment data

5. Access and Restriction Policies:

named in paragraph 5a.

they are properly authorized.

6. Accessions and Appraisal:

(3) Persons outside the company

h. Samplings of other significant records and document-type memorabilia

a.  Access lo any archives, manuscripts, or private papers will not be allowed until twenty-
five (25) years have elapsed, without special approval of the president, vice-president(s),
secretary, treasurer, director of public relations, or the archivist.

b. Certain records or papers, designated as restricted, will not be available for access, even
though twenty-five (25) years have elapsed, without express approval of the officers

¢. Special considerations will be given by the officers (named in 5a above) when the
researcher is especially qualified to examine these records or when the best interest of
the company demands il. To be properly qualified, the nonemployee researcher shall:
(1) Be a college or university professor and supply a statement of research objectives.
{2) Be a student in good standing at a college or university and submit proper attestation

of qualification by his or her instructor.

(3) Be a nonacademic researcher and supply a statement of objectives and references.

d. The director of public relations will have access at any time, and other company
employees may research those archival records that still have operational value when

e. Photographic reproductions may be made only with the express approval of the director
of public relations or the archivist, and the researcher is not authorized to deposit these
reproductions with another organization or person without permission.

a.  Accessions—Accessions will normally be from the following sources.
(1) Records center transfers and disposals
(2) Persons or officers within the company

b. Appraisals—All records will be appraised by the archivist, upon receipt or transfer to the
records center and before destructions are authorized, to determine suitability for
retention. Regardless of sources, accessions will be limited to the scope of the collection.
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FIGURE 19.2 Continued

-~ thority to issue stocks and other securities, deeds,

franchises, and many engineering records. These

- records are preserved principally for legal, operat-

.ing, or fiscal purposes and for possible scholarly
tesearch, They may not be archival when created,
but eventually they will be, because they provide
Ihe best evidence of an organization’s function
d activities.
When a corporation is dissolved and loses its
torporate identity through a merger, many of these

ccords cease to have business value, but their
ichival value remains. Such records may include

correspondence files of corporate executives; pho-
tographs of facilities, products, or equipment;
records of corporate involvement in community
affairs; records of employees and pay schedules;
noteworthy litigation; or marketing plans and
product development. The preservation of such
archival materials by a business may be based on
a sense of responsibility to posterity or on a desire
to encourage business history and research. There
is a very fine line between appraising records for
retention scheduling purposes and appraising for
archival purposes; many highly respected records

e

.
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managers, who serve dual roles, maintain that
there is no significant difference.

George David Smith and Laurence E.
Steadman’ have pointed out the practical value of
a corporate archives:

A history of the company is an important though
generally unexploited corporate resource. It has
many values extending well beyond the celebratory
Sfunction of the conventional “company history,”
in either its publicity brochure or anniversary-
boaok form. . . . Once managers recognize the value
of the corporate past, they can enhance their abil-
ity to diagnose problems, reassess policy, measure
performance, and even direct change.

All of these benefits that accrue from an ap-
preciation of an organization’s history ultimately
can translate into better management and in-
creased profits.

Convincing management to invest a small
portion of its resources in a formal archival pro-
gram is not an easy task, but a visionary manage-
ment that appreciates the Smith-Steadman con-
cept of business archives would very likely direct
that the program be implemented. The first such
visionary was Harvey S. Firestone, Jr., in 1943.
Since then, many companies in the United States
have established archives. Even so, the number
represents only a small percentage of corporations
that have recognized the value of business ar-
chives. The litigious environment in which corpo-
rations operate today makes the selling job more
difficult because many executives believe that the
information in the archives could be more harm-
ful than helpful to the company in the event of
litigation.

Records managers should remember that
even in the most receptive business environment,
the development and continued existence of cor-
porate archives will depend on a program justifi-
cation based on costs, benefits, and risks. Such a
justification should be based on the uses to which
the corporate archives can be put in the ongoing
life and operations of the firm. It will usually not
be enough to justify the existence of the archives
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depths and that utilize finding aids of widely di-
verse types and formats. Nevertheless, these ef-
forts continue even today; their ultimate objective
is to establish uniform format standards for find-
ing aids that can be used with any computer and
its software programs, and permit the electronic
exchange of finding aid data between reposito-
ries.

More recent efforts at developing national
standards for archival automation resulted in the
RLIN and MARC-AMC projects. The RLIN (Re-
search Library Information Network) is a service
of the Research Library Group, which operates an
on-line catalog for rare books and other research
materials. Archivists and manuscript curators re-
alized that this on-line service could be utilized as
a national database for archival holdings, so they
began lo contribute descriptions of their holdings
to it.

Another effort at establishing a national data-
base of archival holdings was co-sponsored by the
Library of Congress, the Committee on Archival
Information Exchange of the Society of American
Archivists, and a similar group within the Ameri-
can Library Association. These organizations de-
veloped the machine readable cataloging format
for archival and manuscript control—MARC-
AMC, Once data from finding aids is entered into
this database, it can be transmitted electronically
to national networks such as RLIN, OCLC, and
others. 10 These systems greatly enhance research-
ers” ability to determine whether remote archival
institutions contain holdings that are relevant to
their research interests.

Automation of Finding Aids for Internal
Repository Use

~ Just as librarians were eager to use computers to

- dutomate their card catalogs, archivists were also
eager to use these machines to automate their
-l_inding aids. From the earliest days of computing,
il was obvious that computer automation of find-
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ing aids could offer greatly enhanced search capa-
bilities to the use of archival materials. Paper-
based finding aids are frequently bulky and cum-
bersome Lo use, and they have very limited cross-
referencing capabilities to enable the researcher to
locate relevant information which may exist in
many record groups or collections, or in many
records series of a large record group or collec-
tion. With the ability to perform keyword searches
in all data fields, compulterized finding aids can
greatly facilitate the use of the holdings of virtu-
ally any archival repository.

Mainframe-Based Systems

Prior to the advent of microcomputers, the first
efforts to automate archival finding aids utilized
mainframe computers. Since they are usually lo-
cated within universities, government agencies,
or large businesses, most archival repositories
have access to mainframe-based computing re-
sources.

A well-known example of an early main-
frame-based archival automation system uses the
Paradigm system installed at the University Ar-
chives of the University of Illinois at Urbana-
Champaign. As originally designed, this system
contained the automated finding aids of the ap-
proximately 2,700 collections in the archives, of
which over 400 were private manuscripts (per-
sonal papers of faculty members). For each col-
lection, the following data were entered into the
university's mainframe computer: collection
name, accession number, inclusive dates, dates of
accessioning, type and quantity of documents, ac-
cess restrictions, several name and subject de-
scriptors indicating the nature of the collection,
and shelf location data. It should be noted that this
level of finding aid automation is relatively gen-
eral; as originally configured, the Paradigm sys-
tem did not include file folder or item and docu-
ment level data.!

Although this mainframe-based approach to
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528 Parnt Vi Inactive Records Management

archival automation has its advantages, it suffers
from many of the disadvantages of many main-
frame computing applications: custom program-
ming is required to produce the software to run
the applications, long lead times are usually re-
quired to develop the applications, and the archi-
val repository is dependent on the computer
department’s staff for all system development and
support functions. This situation began to change
during the 1980s with the advent of the micro-
computer, the development of the DOS operating
system and database management technology, and
the creation of thousands of applications software
programs to run on these small computers, includ-
ing some programs specially designed to auto-
mate the finding aids of archival repositories.

PC-Based Software for Archival Automation

Beginning in the mid-1980s, archival automation
software products were developed for operation
on microcomputers. During the ensuing years, the
prices of both the PC hardware and the archival
automation software have become much more fa-
vorable, to the extent that the tools for archival
automation are affordable for virtually any reposi-
tory. This software is easy to install and use, and it
provides a convenient method of computerizing
many basic types of archival finding aids in most
small to medium-size and some larger reposito-
ries.

Archivists who want to install this type of
computer system should define their requirements
carefully, evaluate a number of competing prod-
ucts, and select the product that comes closest to
satisfying their requirements. The best products
have a substantial base of successful installations,
provide flexibility for customization, have power-
ful data retrieval capabilities, and are sold by repu-
table software companies which can provide good
after-the-sale product support. Chapter 9 contains
a more detailed discussion concerning evaluating
software products.

Electronic Archives data, Op]
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microfilm can be expected to have a readable life SUMMARY
span of several hundred years if these media are
stored properly, but the guaranteed readability of
computer media is much more problematic. Even
Archives are

if the data on the computer media retain their
integrity for, say, a hundred years, the archival
repository must maintain the proper hardware and
software to read the records. Such maintenance is
very problematic because these system compo-
nents have a relatively short service life. Many
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data. Only very specialized computer databases
would need to be preserved in compuler-
processable format in order to support sophisti-
cated research requirements. Some examples
might include census data, medical research data,
and space exploration data.

3. Electronic archival records can often be
transferred to COM or COLD media, both of
which are better and more practical for perma-
nent archival storage. Computer-output micro-
film (COM) often provides a better medium for
archival retention than magnetic media. If it is
properly produced and stored, COM can offer
excellent archival properties for the permanent
preservation of computer data. The microfilm (or
microfiche) can be produced at a point in the life
cycle of the records when they no longer need to
remain in a computer-processable format but re-
quire archival retention. At a more sophisticated
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level of technology, computer-based archival
records can sometimes be preserved on COLD
(computer-output-to-laser-disk) media, which
would provide better archival properties than mag-
netic media, but still may not be sufficient to
ensure the same degree of permanent usability as
hard copy or microfilm media.

The archives of most organizations constitute
a very small percentage of the records holdings,
usually not over | to 2 percent and seldom more
than 5 percent. However, this small quantity of
records is extremely important to the life and cul-
ture of the organization, and the records manager
must be both intellectually and technically
equipped to manage these archival records. Oth-
erwise, the corporate memory will be lost to his-
tory.

SUMMARY

Archives are defined as “the noncurrent records of
an organization preserved because of their con-
tinuing, or enduring, value.” These are records
that never lose their value and thus require perma-
nent preservation in an archival repository. For-
mal programs for the preservation and use of ar-
chival records are called archives management
programs. These programs are often run by one or
more archivists, although records managers fre-
quently play the primary or a secondary role in
selecting the records that will be preserved in the
organization’s archival repository, or in managing
the facility itself.

Archives management programs consist of a
number of basic archival functions; the most im-
Portant are appraisal, accessioning, preservation
Or conservation, arrangement and description, and
reference services for archival records.

The records management profession evolved
from the archival profession in the United States
during the 1950s, and today the two professions
have separate and distinct identities. In the gov-
ernment arena, however, the relationship between
archives and records management is still quite
close. The two professions share much in com-
mon: they manage the same records media; both
are concerned with the quality and condition of
records; and both use similar systems and tech-
niques to facilitate their access and use.

There are three types of archival repositories:
public archives, private archives, and manuscript
collections. An archival record is one that has
evidential value or informational value. Eviden-
tial value means that the record documents the
function and activities of an organization. Infor-
mational value means that the record provides
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unique or valuable information for research and is
not necessarily associated with the function or
activity of an organization. These record values
constitute the essence of the archival appraisal
function—making the critically important deci-
sions about which records to retain for posterity
and which ones to destroy.

Activities of an organization are either sub-
stantive or facilitative. They are substantive when
they contribute directly to the organization’s func-
tions and facilitative when they are supportive in
nature and are common (o many organizations
that have different functions. Substantive activi-
ties usually produce a larger quantity of archival
documentation than facilitative activities. These
factors must be considered in the archival ap-
praisal process.

Archival records are arranged according to
the principles of provenance and original order,
These principles mean that the records should be
grouped according to their origin and that the
order which was used during their active life
should be retained. Under these principles, the
records of an organization will usually be pre-
served in hierarchical groupings that correspond
to their provenance and original order. These
groupings are the record group level, the sub-
group level, the records series level, the file unit
level, and the document or item level.

Archival indexes, or finding aids, consist of
inventories, registers, guides, catalogs, shelf lists,
and other types of indexes used to describe the
records of individual record groups or collections
of manuscripts, so as to facilitate access and use
of the records.

Archival records should be preserved in fa-
cilities and equipment designed to ensure their
permanent life, to arrest further deterioration, and
to ensure that the records will remain in a usable
condition. Encapsulation and archival microfilm-
ing are common preservation techniques; lamina-
tion is seldom used as an archival preservation
method today.

The business archives is established to pre-
serve the history of corporate organizations and to
serve the needs of scholarly research, public rela-

tions, and posterity. The records manager fre-
quently serves as the archivist and must make
appraisal decisions as part of the retention pro-
gram. The business archives is frequently a part of
the records center.

Archival automation programs are used to
computerize the finding aids of a repository, so as
to facilitate access and use of its holdings. In a
larger context, these programs are also concerned
with developing national standards for archival
automation, so that the finding aid data of indi-
vidual repositories can be electronically shared
with other repositories throughout the country.
Finally, archival automation is concerned with the
preservation and use of electronic archives—
records of historical value which reside on vari-
ous types of computer-processable storage media.
In recent years the development of PC hardware
and applications software specially designed to
automate archival finding aids has provided new
opportunities for archival repositories to take ad-
vantage of computer technology to improve ac-
cess and use of their holdings.

QUESTIONS FOR DISCUSSION

1. Why is it important for the records manager
to have an understanding of archives man-
agement?

2. List and describe briefly four basic archival
functions.

3. At what dime in the life of records are they
usually appraised for their archival value?

4. What are the three general types of archives?
What are the purposes or functions of each? =

5. What is the difference between the subst
tive activities and the facilitative activities
an organization?

6. What are the distinguishing differences b
tween the evidential value and the informis
tional value of records? :

and original order.
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8. Why must restrictions be placed on the use
of, or access to, archival materials?

9. Identify the archival values possessed by
business records.

10. Identify the steps involved in establishing and
operating a business archives. Why is each
step essential?

11. What factors must be considered in the pres-
ervation and care of material stored in an
archives? Explain the importance of each,

12. Describe one of the several major projects
undertaken at the national level to develop
national standards for archival finding
aids.

13. Electronic archives will often be impractical
for all but the largest and most specialized
archival repositories having sophisticated re-
search requirements. Explain why.

14. Describe the principal advantages of PC-
based archival automation programs over
their mainframe-based counterparts.

PROJECTS

1. The Association of Records Managers and
Administrators’ board of directors has asked
you to make a survey of its membership to
determine the status of business archives. Pre-
pare a questionnaire, which is to be sent to all
members of the association, to gather the ap-
propriate data.

2. Write an article on the topic “The Influence
of Automation on Archives Management” for
publication in American Archivist magazine.
Your article should be between 1,000 and

- 1,200 'words. It should include a bibliogra-

. phy consisting of at least five periodical ref-

erences.

‘3. As the records manager in a large organi-

zation, you have decided to seek permis-
sion to establish an archives management
program.

a.  Read at least three periodical articles that
will provide you with background
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information for justification of your
request.

b.  Write a report to the vice-president of
administrative services

(1) explaining the need for an archives
management program within your
organization and (2) requesting
authority to establish the program.

c. Attach an annotated bibliography
(approximately 60 words per article) to
support your request,

4. Outline a 40-minute speech, to be presented
at the annual convention of the Society of
American Archivists, on the topic “Appraisal
Criteria for Archival Records.”

5. Prepare a plan for archival automation of your
organization's archival repository. Indicate
the objectives and benefits of the program
and the basic approach for computer technol-
ogy to be employed.

CASE PROBLEM

The Life Insurance Company of North America
(LICNA) has just completed an inventory of all of
its records. Many of the records found in an old
warehouse date from 1910, when the company
was founded. LICNA’s management feels that
many of the records may have historical value,
but it does not want to retain all to preserve a
relative few. About one half of the records pertain
to LICNA, and the other half pertain to several
smaller insurance companies that have been
merged into LICNA over the years. The archivist
is asked to make a tentative appraisal of the
records for historical value from a skeletal list
provided. If the tentative appraisal warrants, a
detailed appraisal will be commissioned. You have
been assigned to assist the archivist. From the
following list, which represents records from all
companies, indicate which records would most
likely not have historical value and explain why.
Of those records that are to be preserved, which
do you think would be essential to reconstruct a
hasic history of the company?

= e T
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Register of canceled bonds, [910-1925

Minute books of directors meetings, 1910-
1946

General ledgers, 1945-1946

American Archivists, Chicago, Illinois. See particu-
larly: James M. O'Toole, Understanding Archives
and Manuscripts, 1990; Frederic M. Miller, Arrang-
ing and Describing Archives and Manuscripts,
1990; Thomas Wilsted and William Nolte, Manag-
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Journal entries, 1910-1946
\ : ing Archival and Manuscript Repositories, 1991; F. The Co
Annual reports to policyholders, 1910-1946 ‘ e ; 2l
Glar St tut fficers. 1910-1935 Gerald Ham, Selecting and Appraising Archives and !
‘)a _‘“y e e an g |cer5?, S Manuscripts, 1993; and Mary Jo Pugh, Providing 4 The Loc
Personnel files (incomplete series): clerks and  goforence Services for Archives and Manuscripts, records
operating personnel, 1919-1934 1992. mana
il . Ze
Reorganization proceedings (bankruptey), 3. See T. R. Schellenberg, “Archival Interests in Lé:c
1932 Records Management,” in Modern Archives: Principles and th
Bills of lading, 1941-1945 and Technigues (Chicago: University of Chicago Press, o EI
Trial balances (accounting records), 1927-  1956), pp. 26-43; Frank B. Evans, “Archivists and is pregr:q
{940 Records Managers: Variations on a Theme,” American i
- i . Ri aircraft fi
Canceled stock certificates, 1951-1956 :itchwm, ‘.u"(}]. 3(] 1967, pp. 45:58, Richard H. Lytle, missi;:]f
Correspondence files of corporate secretary ‘T Relitiontilp Ec.twccn_mbh'm anid Recards Min- S
g agement: An Archivist’s View,” Records Management tronics a
regarding legal matters, 1920-1955 . - i .
c e 1960-1975 Quarterly, April 1968, pp. 5-8; Bill Walker, “Records provider
ancele: plopea.yl cas:c.s, Lol Managers and Archivists: A Survey of Roles,” Records AsC
Album of adverl.lsl’ng CI‘lp’pmgS' 1923-1935 Management Quarterly, January 1989, pp. 18-20; Rob- Benedon
Box of photos, unidentified, dates unknown ert L. Sanders, “Archivists and Records Managers: An- processin
but obviously old other Marriage in Trouble,” Records Management records v
Miscellaneous correspondence files of the Quarterly, April 1989. aspects o
president’s office dealing with various fi- 4. Schellenberg, p. 149. Certified |
nancial matters, 1945-1955 5. Kenneth W. Duckett, Modern Manuscripts (Nash-
Payroll records, 1923-1937 ville: American Association for State and Local His- ?;;juit:
Reports of state insurance examinations, % 1975), pp. 101-107. . ) B d
1910-1927; 1975 to present 6. See Edie Hedlin, Business Archives: An Introduction _e"e on |
Ac uisitionsj s ety T (Chicago: Society of American Archivists, 1978); tion of Res
pﬂ:scnt P ! “Business Archives: A Special Issue,” American Archi- service an
vist, Vol. 45, No. 3, Summer 1982. profession
N?WS releases, 1985 to present 7. George David Smith and Laurence E. Steadman, Managem
Videotapes, 1988 to present “Present Value of Corporate History,” Harvard Busi- was establ
Purchase orders, 1985 to present ness Review, November-December 1981, pp. 164-173. The Lc
Accounts payable files, 1985 to present 8. David O. Stephens, “The Records Manager’s Rolein records ma
Archives Manggement.” Paper presented to the Dia- B “when scie
mond State Chapter, ARMA International, Wilmington, - A
. Delaware, November 15, 1983, \ bl
NOTES Locatec

9. See Charles Dollar, Archival Theory and Information -
Technologies: The Impact of Information Technologies
on Archival Principles and Methods (Macerata, Italys
University of Macerata Press, 1992). Available from?
the Society of American Archivists, Chicago, lllinois; -
10. Duckett, p. 161. #

1. National Archives and Records Administration, A
Federal Records Management Glossary (Washington,
D.C.: U.S. Government Printing Office, 1989).

2. For further readings on each of these basic archi-
val topics, see the books published in the “Archival
Fundamentals Series,” published by the Society of
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Lockheed Corporation
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3¢ The Corporate Records Center

The Lockheed Corporation, Calabasas, California, recognized the value of a
records center as one of the most important components of an effective records
management program and built its own corporate records center in 1965.

L.ockheed ranks among the top 45 industrial companies in the United States
and the second largest defense prime contractor. It employs 70,300 people around
the world, of whom more than 20 percent are scientists and engineers, Lockheed
is preeminent in the fields of spacecraft, space systems, fleet ballistic missiles, and
aircraft for airlift, reconnaissance, antisubmarine warfare, and other special
missions. The corporation is a major producer of tactical weapon systems, elec-
tronics and communications systems, marine systems, and ships, and is a major
provider of scientific, engineering, and technical support services.

As Corporate Director, Management Support Services, for Lockheed, William
Benedon is responsible for corporate administrative services, including word
processing, graphic arts, and office layouts, and for coordinating and directing the
records management efforts of the multidivision company operation involving all
aspects of records administration and office automation applications. He is a
Certified Records Manager and holds a master’s degree from New York University
Graduate School of Business Administration. Before joining the Lockheed staff in
1954, he was Records Administrator for the state of New Jersey. In 1980, Mr.
Benedon received the Silver Anniversary Special Services Award from the Associa-
tion of Records Managers and Administrators (ARMA) for 25 years of outstanding
service and contributions to the association and to the records management
profession. He is also editor emeritus of the association’s magazine, the Records
Management Quarterly. The "William Benedon Professional Achievement Award”
was established in his honor in 1994 by the Greater Los Angeles Chapter/ARMA.

The Lockheed records center was planned as part of the total corporate
records management program under the leadership of Mr. Beneton. He believes
“when scientifically designing for housing records, a records center provides
maximum capability for economy, rapid processing and retrieval, and security.”

Located in Lockheed’s Kelly Johnson Research Center Facility in Saugus,
California, the center was designed to provide the optimum in the maintenance of
inactive, archival, and vital records.

Basic Structure

~ The center is a single-level, square building with a loading dock area. The exterior
walls are 6-inch, tilt-up concrete slab, and the interior walls are 8-inch concrete
:block. The building is 17 feet of clear height in storage and service areas, and
there are no windows. It is a class B vault with two 2-hour doors. A vital records
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vault is located underground below the office area. This is a class A vault with a 4-
hour door and 12-inch reinforced concrete walls.

Size and Capacity

The building has a total of 57,127 square feet. It consists of the main area, 49,478
square feet; the vital records area, 3,434 square feet; the processing area, 1,372
square feet; and the office area, 2,743 square feet. Administrative space is pro-
vided for the supervisor and other personnel, for a conference room, for a refer- ¥
ence room, and for a lobby. The building can house 244,769 cubic feet of records. .
It has built-in expansion capacity. Since it was first occupied in November of
1965, two additions have been completed in 1970 and 1981. The present holdings
of the center are 235,000 cubic feet.

Shelving and Containers

All steel, 30- by 42-inch and 32- by 42-inch bolt-assembly shelves on 23-inch
centers are used. They are placed back-to-back with 4-inch space on the 30- by
42-inch units to prevent overhang. A combination of T- and L- shaped uprights are
used for support. Standard corrugated containers are used—12- by 10- by 15-inch
double wall, 125 Ib., hand holes, shoe lid cover. X-ray and magnetic tape contain-
ers are 6 by 16 by 15 inches. Engineering drawing containers are 4 by 4 by 45
inches with tuck-in ends, Aisles between shelving are 32 inches. In the engineer-
ing area, however, they are 45 inches. The main aisles are 6 feet, 7 inches, wide.

Servicing and Handling Equipment

Equipment used in the Lockheed records center includes steel 9-step pulpit
ladders, a hydraulic lift platform with 500-pound capacity, a forklift to handle
2,000 pounds, conveyers, jacks, library trucks, a pickup van for special delivery of =
records, a dumbwaiter that operates between the main floor and the underground i
vault, and a laser copier and fax for reference needs. There are also 5 area tele-
phone reference stations in the main area with direct dialing to all Lockheed
facilities and a two-way, on-spot communication system.

Air Conditioning and Humidity Control

Because appropriate atmospheric conditions are critical in effective maintenancée

of records, the Lockheed center has air conditioning throughout the entire buildi
with 16 units on the roof. This design prevents the entire system from ever going,
out at one time. The vault, as well as the two additions, are humidity controlled al
a 60 percent maximum level to protect microform and magnetic records. i
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Fire Prevention and Security

Because fire is always a major threat to records, the center has a sprinkler system
throughout. A fire hose as well as extinguisher stations are also provided. Because
the main area is a class B vault and the underground section is a class A, maximum
security is provided. There is also 24-hour guard service at the facility. Security

clearance is also a requirement. Emergency lighting is available at the center in the
event of a disaster.

Microfilm and Magnetic Tape Storage

Microfilmed vital records are maintained in the underground vault. Motion picture
film is stored in the vault and also in the main storage area. Data processing tapes

for vital record rotation and retention are kept in the vault as well as in the main
storage area.

Records Destruction

A majority of Lockheed’s records are recycled. The bulk of the classified records

are destroyed by a commercial disintegration company. Small volumes are de-
stroyed by a pulping machine.

Automated Control System

The center uses a fully automated on-line system for control. It is the LARCS
{Lockheed Automated Records Control System), which was designed and devel-
oped in-house. It operates on NOMAD 2 database on the MDAL 1400A mainframe
computer. The system covers all aspects of records center operations as well as
company-wide retention scheduling, vital records, and other areas of records

management. It operates via PROF terminals, which also provide electronic mail
and word processing capability. *

Personnel

The efficiency of the center is reflected in the minimal number of employees

- required to operate it. There is a center supervisor, one records center control clerk,
~ and three records center clerks.

'. j‘AII aspects of the Lockheed Corporate Records Center show that the goals of a

- facility of this type are being met: economy, efficiency in processing and retrieval,
- and security.
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Accession A shipment of records received into the
Records Center or archives for storage and re-
trieval,

Accession book A control device used in numeric
filing to keep track of new files as they are created.

Accessioning The conveyance or transfer of the legal
and physical custody of archival records from their
offices of creation to an archival repository; also,
the creation of records documenting receipt and
acceptance of the records into the archives.

Access restrictions In archives management, the poli-
cies imposed by an archival repository to limit or
restricl open access o and use of some or all the
holdings of the repository to certain persons and/
or for certain periods of time.

Access time The interval between the time records are
called for or requested and when delivery to the
requesting party is completed.

Accuracy ratio A measure of how many of the re-
quested documents were actually found.

Acid A chemical substance capable of forming hydro-
gen ions when dissolved in water. Acids can
weaken cellulose in paper, board, and cloth.

Acid-free In chemistry, any material with a pH of 7.0
or higher. Acid-free paper refers to paper that is
free of active acid during its manufacture, How-
ever, over time, acid may form in some papers and
boards.

Acid migration The transfer of acid from an acidic
material to a less acidic or neutral one. This can
happen when an acidic material and a less acidic
material come into contact with each other, such
as the cover of a book or pamphlet to the less

acidic paper of the inside text.

Activity (reference) ratio A measure of file activity. It
is calculated by dividing the number of records
requested each month by the total number of
records in the system,

Administrative value In records appraisal, the useful-
ness of a record in the conduct of an organization’s
business; the value of a record for the purpose for
which it was created. Also referred to as opera-
tional value.

Adverse inference A finding by a court that informa-

tion contained in records that were inappropriately
destroyed by a person or parly is incriminating or
unfavorable to that party, even though the infor-
mation is not available to the court.

Air drying A method of drying damp (but not com-
pletely soaked) paper records by placing the
records in a cool, dry room, and exposing them to
maximum air flow, frequently aided by the use of
fans.

Alkaline Having a pH greater than 7.0. Alkaline sub-
stances may be added to materials to neutralize
any acids present. They may also be added during
manufacturing (as of paper) to form a buffer
against the later formation of harmful acids. Some
common buffers are magnesium carbonate and cal-
cium carbonate.

Alphabetical filing Arrangement of records in accor-
dance with the alphabet. The records may be
arranged by subject, name, organization, or place.

Alpha classified Subject files without the use of codes.

Alphanumeric A filing system combining alphabetic
and numeric symbols to develop codes for classi-
fying information.

American Standard Code for Information Inter-
change (ASCIT) A widely utilized coding scheme
which specifies bit patterns for computer-
processible information. The ASCII coding

scheme is utilized in virtually all minicomputers
and microcomputers and in many non-IBM main-
frame computer systems.

Analog copier A copier. that can transfer the image
from the original to the copy using the same gen-
eral principle as a camera

Analog image A non-clectronic image; non-digitized.

Analytical index An index that isolates single items or
concepts, as in an index of specific topics of infor-
mation included under broader headings.

Aperture card A tab-size card with a rectangular hole
cut into it which is designed to hold a frame of
microfilm.

Appraisal, records The process of determining the

value and thus the disposition of records, and des-

ignating them as either temporary or permanent,
which may be accomplished as a part of the pro-
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cess of developing records retention schedules or
as a separate act. The evaluation of a document’s
worth or value for retention or archival purposes,
based upon its current or predicted future use(s)
for administrative, legal, fiscal research or histori-
cal purposes.

Archival, archivally sound Durable, permanent, and
suitable for preservation in archives. Although no
specific standards exist for labeling a material

Il archivally sound, it is understood to suggest that

| | the material is very durable.

i Archival value In records appraisal, the determination

that records possess current or future value in elu-

g!' f cidating the history or an organization and are thus

( {| worthy of permanent preservation. Also referred

1 | to as historical value.

Archives The noncurrent records of an organization
preserved or appropriate for preservation because
of their continuing, or enduring value. A place in
which archival records or other important histori-
cal documentation are permanently maintained.

Archivist A person responsible for or engaged in one
or more of the following activities in an archives:
records appraisal and disposition, accessioning,
preservation, arrangement, description, reference
service, and exhibition or publication of archival
materials.

Areal density The number of bits of data that can be
recorded in a given space on a particular medium.

Arrangement, archival The process and results of
organizing archives, records and manuscripts in
accordance with accepted archival principles, par-
ticularly the principle of provenance, at as many
as necessary of the following levels: record group,

i | subgroup, collection, records series, file unit, and

individual document or item. Arrangement of ar-

chival materials into logical groupings based on
these general to specific levels of arrangement is
| designed to establish physical and intellectual con-

' trol aver the records and facilitate their access and
use.

Association of Records Managers and Administra-
tors, Inc. (ARMA International ) A profes-
sional association representing records managers
and records management interests throughout
North America and in other countries. Member-
ship is approximately 11,000.

Authority list Relative index showing key words by

which subjects are classified, also known as a

thesaurus.

Authorization Signatures of top management who
approve a particular project.

Automatic teller machines (ATM) Terminals that
enable depositors to deposit and withdraw funds
and transfer funds from one account to another
without human assistance.

Automation, records A general term referring to the
application of a wide variety of computer-based
systems and technologies to improve the manage-
ment and performance of recordkeeping systems.

Auxiliary file A synonym for random file or a file of
supporting documents.

Backup In vital records protection and disaster recov-
ery planning, the act of creating an extra copy of
vital data resident on the internal storage device of
a computer and placing that copy in a secure loca-
tion remote from the site where the computer is
located.

Bar code A type of coding used in automatic identifi-
cation systems consisting of lines or bars and
spaces of varying widths positioned in a vertical
format to create an optical code field which, when
read by an optical reader, can be converted into
computer-processible data. In records manage-
ment applications, bar codes can be affixed to
loose paper documents, file folders, records stor-
age cartons, microfilm, or other record media to
provide an enhanced level of item tracking and
inventory control over a collection of stored
records.

Bar code sorters A machine reader that sorts readable
mail quickly and accurately by bar codes printed
on the mail.

Baud A unit of transmission speed in electronic com-
munications; generally, a baud equals a bit of data
per second.

Billing rep?rt A report that includes rent, maintenance,
taxes, installation and removal charges, prompt
payment discounts, and copy credits.

Bit Abbreviation for binary digit; the smallest unit of
information recognized by a computer. Also used
as a unit of measurement of a computer chip’s
memory capacity. 3

Bit mapping A process of scanning a document to
convert it to binary codes, representing either black
or white pixels, which are recorded on an optical

disk or magnetic media for electronic display of =5

the document image. Also called raster scumr.ingj'
digitizing, or simply scanning. 3
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Bits Per Inch (BPI) A measure of the densily of data
ol m:lgnciic lIilK‘.

Bleed To run off the edge of the trimmed printed sheet.

Block numeric Consists of assigning a block of num-
bers to each of the major functions of the organiza-
tion,

Body of the form A part of a standard business form
consisting of grouped or sequenced items calling
for the information desired.

Boolean logic In electronic recordkeeping systems, a
search technique in which the terms and, or, or not
are used in a search statement for the purpose of
expanding or limiting the scope of the search,
thereby providing more precise retrieval of re-
quired data.

Box design A set-up that includes printed captions
located in the upper left corner of the form.

Break Subdivision in a file classification system,

Bulletin boards Multiple conversations take place on
the computer at the same time and the user can
choose in which conversation to participate.

Business archives The historically valuable records of
a privale business corporation.

Business form A document with a fixed arrangement
of captioned spaces designed for entering and ex-
tracting prescribed information. The most widely
used type of business record.

Business reply mail Envelopes provided to customers
to facilitate orders, payments, and subscriptions.

Byte A sequence of adjacent binary digits that are
operated upon as a unit and constitute the smallest
addressable unit of data in a computer system.

Calcium carbonate A commonly used buffer. See al-
kaline.

Caption Information that appears on the label of a
guide, folder, or file drawer.

Carousel file. A file which rotates horizontally like a
lazy Susan and may house letter-size documents
or cards.

Cartridge, film The container that facilitates loading
and unloading a reel of microfilm.

Cathode ray tube (CRT) Device similar to a televi-
sion (ube, used to display text in computer sys-
tems.

Centralized files Records of common interest to many
employees that are placed in one location under
the control of one supervisor.

Central processing unit (CPPU) The part of the com-
puter that contains the main storage, arithmetic
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unit, and special register groups; Performs arith-
melic operations, controls instruction processing
and other basic computer operations.

Central reproduction A location housing sophisti-
cated copiers and/or printing equipment geared (o
volumes of from 100,000 10 450,000 copies per
month at speeds exceeding 90 cpm.

Certified mail Mail for which the Postal Service pro-
vides a mailing receipl. A record of delivery is
maintained at the recipient’s post office.

Chainindex Anindex that links subjects in a hierarchy
to their direct relations.

Charge-back A system of charging whereby total
costs of the copier are divided by total number of
copies produced to determine cost per page. This
cost per page is then charged to each department
for the number of copies it produced.

Charge-out A record made of papers removed from
the file; the act of removing papers from a file for
loan purposes.

Checklist A list contains step-by-step procedures on
the job, lists of equipment and materials used, and/
or questions (o be asked in completing tasks.

Chemical stability The characteristic of a material
that indicates its resistance to degradation and de-
composition. A necessary characteristic of materi-
als used in preservation. Sce also archivally sound.

Chief information officer A senior executive position
established in many organizations whose primary
responsibility is to coordinate, manage and inte-
grate the many disparate information-related func-
tions of the erganization.

Chips Microprocessors that are complete computers
on a single chip of silicon.

Chronological filing Arrangement of documents in
order of date, usually for follow-up of activities or
information.

Cine mode A manner of positioning an image on
microfilm when the data line run the width of the
film. This is also referred to as portrait mode.

Classification A process of putting like things to-
gether. Also, a group of records related by com-
mon characteristics.

Classified filing A system in which related material is
filed under a major subject heading. Also known
as the encyclopedia system.

Client/server architecture A term used to describe

how the user (client) works with and uses the

various servers (PCs) on a telecommunications

Page 157 of 174



574 Glossary

network. Other network servers are: File Servers,
Database Servers, Image or Oplical servers, OCR,
FAX and Print Servers, and Scan/Work Station
Servers.

Close of the form A space on a standard business form
for approving signatures.

Code A piece of information such as a number, an
alpha abbreviation that is easily remembered, or
nonsignificant alpha letter or letters.

Coded classified Subject files classified with the use
of codes.

Coding Marking the indexing units on the document to
be filed.

Color coding A system in which a color is used to
represent a number, a word, or a group of words.

Comic mode A manner of positioning the image on
microfilm when the data lines run the length of
the film. This is also called landscape mode.

Commercial records center A business that pro-
vides off-premises records service to various
businesses through storage, retrieval, and dis-
position of inactive business records, and other
related tasks for an established fee, or contrac-
lual arrangement.

Compact disk, read-only memory (CD-ROM)
A compact laser disk with read-only memory, de-
signed for recording document images and infor-
mation for mass distribution.

Compression A process of eliminating the zero codes
(white spots) on the disk in order to increase stor-
age capacity of the optical disk. A compression
ratio is a relative indication of the amount of com-
pression used.

Computer-assisted retrieval (CAR) System that uses
on-line digital data to locate microfilm images
arranged in random order, usually on a reel format.

Computer conferencing A method of sending, receiv-
ing, and storing typed messages within a network
of computer users

Computer output microfilm (COM) Process of re-
cording computer digital output directly onto mi-
crofilm.

Computer output to laser disk (COLD) Process of
transferring computer output to and optical disk
(See also COM).

Conservation In archives management, the specific

steps undertaken to maintain, repair, restore or

otherwise conserve archival records. Basic archi-
val conservation techniques include encapsulation,

fumigation, and microfilming. Also called archi-
val preservation.

Contact printing, microfilm A process of film image
duplication requiring the emulsion of the original
film to be placed in contact with the emulsion of
the copy film while exposed to a light source,
followed by development.

Contempt of court A finding by a court or administra-
tive tribunal where the court or tribunal orders
documents to be produced by a person or party for
use in legal proceedings and the party defies the
order by failure to deliver the requested docu-
ments to the court.

Continuous forms A group of forms consisting of
strips of connected forms that can be separated by
perforations. Also known as fanfold.

Control card An index card used to locate and retrieve
arecord stored in the records center.

Convenience files Files located near the point of us-
age.

Convenient copier A copier that usually operates at
speeds ranging from LO to 45 copies per mirute
and is used in installations generating between
1,500 and 20,000 copies per month.

Conveyers A type of electromechanical filing system
that can bring carriers or folders to the point of
reference or can be used to move documents either
horizontally or vertically.

Coordinated index An index in which each document
or item is numbered as it is received and words are
extracted directly from the text and are used with-
out change for index terms (uniterms).

Copy center A dedicated area or remote operation de-
signed for reproduction.

Copy film The film used to duplicate an original film
through contact printing.

Copy managemegnt The system of supervision that
determines how reprographics equipment is used,
identifies the requirements for duplicate records,
and provides control over copier purchase and pro-
duction costs.

Copying Process of making copies cither with an of-
fice copier, offset, or other type of duplicator.
Correspondence Interoffice letters, letters, memoran-
dums, postal cards, printed information slips, and

50 on.

Correspondence manual A manual used as a means of
standardizing the methods and products of a corre-
spondence department in a large organization.
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Cost-avoidance justification A method of proving the
value of new equipment or procedures by demon-
strating that other costs can be avoided.

Cost/risk/benefit analysis In records retention deci-
sion-making, the concept that records should be
retained based on the cost, risks, and benefits of
retaining or destroying the records and how these
factors decline, expire or increase during their life
cycle.

Cross index An index that lists the records series in
alphabetical order, cross-referenced to their alpha-
numeric codes.

Cross reference A notation showing that the records
may be filed elsewhere.

Customer A user of records center services.

“Cut™ sheets Single-copy form which may also be
referred to as a flat form, flat sheet, or single sheel.

Data A general term used to denote raw facts and
figures from which conclusions may be inferred.

Database In electronic recordkeeping systems, a set of
computer data, consisting of as least one lile or
group of related files, usually stored in one system
or subsystem and made available to one or more
users for various applications.

Database management system Software that inte-
grates data files into a database and then integrates
it with application programs and computer hard-
ware,

Database server, optical disk system A server that
controls and processes the indexes to the optical
disks on a telecommunications network.

Data dictionary Broadly, a compilation of significant
data elements in a database, the standards for them,
and the procedures for processing them. In records
management, a listing of document indexing terms
which are designed to provide consistency in iden-
tifying documents and files in an electronic
recordkeeping system so that the records may be
effectively retrieved.

Data element In electronic recordkeeping systems, a
combination of characters or bytes referring to one
separate item of information, such as a name, ad-
dress or age, in a database. Also referred to as a
data item. Standard means for information defined
in EDI,

Data files Computer-processible files which store nu-
meric data (and sometimes data in text format) as
quantitative values, which permits the numbers to
be manipulated using arithmetic computations.

Glossary 575

Data range The period of time covered by records in
the file.

Data set A separate, discrete body of computer data
(text files, data files, or image files) that is main-
tained within a computer system, subsystem or
database and is logically related, serves a common
purpose or function, and can thus be considered as
a separate unil for records management purposes.
Also referred to as an electronic records series.

Data validation The process of verifying the accuracy
of all data entered into an electronic recordkeeping
systemi, 5o as Lo ensure the integrity of the system.

Decentralized files Records that are made and used by
a single organizational unit and that are main-
tained and controlled at the point of origin.

Decimal-numeric coding A numeric coding system
for subject filing systems.

Decollator A machine that separates copies of com-
puter printouts and removes the carbon paper.
Deleting In electronic recordkeeping systems, the pro-
cess of removing or erasing recorded information
from a medium, especially from a magnetic disk,
diskette or tape. Sometimes called serafching or

erasing.

Descriptor A broad subject heading that stands for an
idea or concept.

Desktop publishing The use of a personal computer to
format documents to appear as if they are typeset.

Destruction authority A formal authority to destroy
records.

Destruction, records The process ol obliterating or
otherwise rendering illegible, irretrievable, or un-
usable information contained in a record.

Destruction suspension The procedure to cease the
routine destruction of records when it is defer-
mined that those records may be relevant to fore-
seeable or pending litigation, a government inves-
tigation, or a regulatory audit.

Diazo film A contact print {ilm with a diazonium
coated emulsion used to duplicate microfilm im-
ages.

Digital copier A type of copier that scans and transfers
digital impulses Lo paper.

Digitize The process of electronically converting an
analog image or document to a bit map image by
electronic scanning.

Digitizer An alternate name for an electronic image

scanner which “digitizes™ or * raster scans * a

document image.
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Direct-access filing A system that permits access 10
files without reference Lo an index.

Directive A written instruction communicating policy
and/or procedures in the form of orders, regula-
tions, bulletins, circulars, handbooks, manuals, no-
tices, numbered memorandums, and similar issu-
ances.

Directory A method of organizing and managing PC-
based electronic records into logical groups, with
an index or table of contents listing all files con-
tained within the directory to facilitate their access
and use.

Disaster A sudden, unplanned calamitous event that
creates an inability on the part of an organization
to perform critical business functions for some
period of time.

Disaster preparedness A set of policies and proce-
dures to make sure employees are aware of how to
handle potential disasters, as well as actual imple-
mentation of such procedures.

Disaster recovery manual A manual consisting of a
disaster recovery plan, information about disaster
preparedness, procedures for disaster-in-progress,
and plans for disaster recovery.

Disaster recovery plan A plan consisting of informa-
tion about structures, occupants, and hazardous
materials, as well as procedures to safeguard
records.

Disaster recovery planning The advance planning
and preparalions necessary to minimize loss and
ensure continuity of the critical business functions
of an organization in the event of a disaster.

Discovery The legal process that permits parties in-
volved in a legal proceeding to obtain records and
information relevant to the proceeding that arc in
the possession of another party.

Disk drives, optical Devices used to drive, record, and
read optical disks.

Diskettes Platter-shaped devices used for the storage
of electronic records in computer systems. Also
termed floppy disks; these magnetic storage de-
vices are commonly used for off-line storage of
electronic records in PC computing environments.

Dispersal In vital records protection, the act of placing

copies of vital records in locations other than those

housing the originals. Dispersal may be “built in”
as a part of existing procedures, or “improvised”
by creating an extra copy of the vital records for
storage in a secure location, usually remote from
the organization’s primary place of business.

Disposal In records retention programs, the process of
destroying obsolete records.

Distribution list A file that identifies the location of
every recipient of the document.

Document A record which constitutes the smallest unit
of filing, generally a single letter, report, form, or !
other item contained within a recordkeeping sys-
tem. Also, the smallest unit of filing. Sometimes !

called a page. ) i".i
Document production The process of retrieving and 4P
producing a record for use in a legal proceeding. ',‘ b
Drawer file cabinet Vertical file cabinet, also called =it
standard filing cabinet which usually houses cor- a4
respondence.

Duplex numeric filing A system in which numbering
consists of two or more parts separated by a dash,
a space, a period, or a comma, such as 85-1.

Duplicating The process of making duplicate copies

Electronic archives Historically valuable records that
exist in machine-readable or compuler-processible
form.

Electronic data interchange (EDI)- A standardized
method of electronically transmitting and process-
ing data from one computer to another.

Electronic filing The storage and retrieval of informa-
tion in digital, computer-processible form.

Electronic form Any form designed for use with elec-
tronic equipment. May take the form of electronic
forms composition, template electronic forms, full
electronic forms, machine-readable forms, elec-
tronic data interchange, and electronic funds trans-
fer.

Electronic forms composition The design of camera-
ready copy for paper-based forms.

Electronic funds transfer EFT) A subset of EDI =
which permits the transfer of funds from one ac-
count Lo another and to verify account balances

“around the world.

Eletronic mail (E-mail) A message that is transmitted
electronically from one computer terminal to one 'A
or more locations via telephone lines

Electronic records Records containing machine-read-
able, as opposed to human-readable information
and consisting of character-coded electronic sig-
nals that can be processed and read by means of =
compulers. ALY

Electronic records series A separate, discrete body of 2
computer data (text files, data files or image files)

that is maintained within a computer systen sub-

system or database and is logically related, SeTVESs
k|
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a common purpose or function, and can thus be
considered as a separate unit for records manage-
ment purposes. In data processing terminology,
referred to as a data set.

Emulsion, microfilm The silver halide coating on one
side of the microfilm that retains the image photo-
graphed.

Encapsulation An archival conservation technique de-
signed to assure the permanent preservation of
valuable documents by “encapsulating” them be-
tween two sheets of polyester film, thereby arrest-
ing further deterioration.

Encapsulation, polyester Encapsulation using polyes-
ter film.

Encyclopedic filing system Topics are subdivided so
that several folders may contain information per-
taining to the main topic.

Ergonomics Science concerned with the design of an
effective work space for people working with ma-
chines.

Evidential value The usefulness of records in docu-
menting the functions and activities of an organi-
zation or institution; how it came into being, how
it developed, how it was organized and the results
of its activitics. A primary criterion used in ap-
praising records to determine their archival value.

Exception report Listing of those machines perform-
ing out of their recommended volume range.

Expense-reduction justification A method of proving
the value of new equipment or procedures by dem-
onstrating that current costs will be less.

Express mail Overnight mail service of the United
States Postal Service.

Extended binary coded decimal inferchange code
(EBCDIC) A coding scheme which specifies bit
patterns for computer- processible information for
electronic records created on IBM mainframe and
other large computers.

External communication The structured communica-
tion that is conducted with people and groups out-
side the organization.

Facility management Practice of coordinating the
physical work place with the people and work of
the organization.

Facsimile (FAX) A remote photocopying system

which scans and transmits images to a receiving

printer via telephone lines or satellite,

FAX server, optical disk system A server thal con-
trols all FAX Functions in the imaging system.

Federal Records Act of 1950 A law enacted by the
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United States Congress that defined the term
recordy management for the first time in any fed-
eral statute, This law also required all agencies of
the federal government to establish a records man-
agement program.

Fiberboard A kind of paper board consisting of lami-
nated sheets of pressed fiber.

Field A category of information that contains data
items in a database. Also referred to as an at-
tribute.

File or files A group of related documents. In paper-
based recordkeeping systems, the singular form
often refers to one or more documents contained
within one file folder. The plural form is a general
term which denotes a collection of records, or a
group of related documents or file folders which
have been arranged in a predetermined manner in
order to facilitate their retrieval and use. In elec-
tronic recordkeeping syslems, refers to a single or
group of related computer-processible data resi-
dent on some type of electronic records storage
device.

File integrity Accuracy and completeness of the
records.

Filename In PC-based electronic recordkeeping sys-
tems, the name assigned to an individual docu-
ment filed within the system, which serves as the
means of retrieving it. May be combined with a
“filename extension” to provide a more descrip-
tive document identifier.

File plan A logical order of documents or files; an
arrangement or scheme by which all documents
may be stored.

File server A computer dedicated to processing and
storing data in a network computing environment,
Sometimes called a network server.

File server, optical disk system A server that controls
information traffic on the network and provides
necessary files and software.

Filing The process of arranging and sorting records so
that they may be retrieved rapidly when needed.

Filing manual A manual that identifies the require-
ments and procedures for proper filing.

Filing unit Each word, abbreviation, or initial used to
file information.

Finding aids In archives management, refers to a wide

variety of archival indexing and retrieval systems
and techniques to describe the holdings in an ar-
chival repository in order to facilitate their use.

Fire-resistant file cabinet A file cabinet or other
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record container constructed with special insula-

tion for the purpose of reducing the risk of loss of

its contents from elevated heat conditions usually
produced by fire.

Firsi—class mail A service of the United States Postal
Service used for letters, postcards, postal cards,
and for sending checks and money orders weigh-
ing less than 11 ounces

Fiscal value In records appraisal, the usefulness of a
record in serving as documentation of the financial
transactions of an organization, or as evidence of
the organization’s tax liability.

Fixed magnetic disk drive A magnetic disk drive with
non-removable, rigid platters; the most common
type of hard disk drive. A direct access storage
device.

Flat filing Wide, shallow shelves or drawers are housed
in counter high units that provide a working sur-
face.

Floor load The capacity of a floor area to support a
given weight expressed in terms of pounds per
square foot.

Flowchart A graphic illustration of the procedural
steps in an operation.

Fog index A measure of readability based on length of
words and length of sentences.

Footprint Space that is required for the item to stand
on.

Format See Layout.

Forms analysis The process of determining what in-
formation should be provided on specific forms.

Forms analyst Person who determines the need for
each type of form used by an organization and
makes recommendations concerning cost reduc-
tion and efficiency improvements.

Forms catalog May range from a simple listing of
forms by number only to comprehensive catalogs
with detailed information.

Forms control Routines for designing, procuring, stor-
ing, distributing, reviewing and disposing of all of
the organization's forms.

Forms design The process of assembling the required
data into a logical format that satisfies recommen-
dations made as a result of the analysis of forms.

Forms distribution chart A chart showing the exist-
ence of copies and the backtracking of copies.

Forms inventory A survey of all forms used to iden-

tify problems such as duplication or improper ap-

plication of technology.

Forms management The function that establishes

standards for the creation, design, analysis, and
revision of all forms within an organization and
assures that they are designed, produced, and dis-
tributed economically and efficiently.

Fourth-class mail A service of the United States
Postal Service used for packages weighing one
pound or more; parcel post.

Freeze drying A method of drying wet paper records
by quick-freezing and subsequently drying the
records in a vacuum chamber.

Fumigation A method of conserving valuable docu-
ments by exposing them to a poisonous gas or
vapor, usually in a vacuum or other airtight cham-
ber, to destroy insects, mildew, or other hazards
that may endanger them.

Functional classification file A forms control file that
brings together forms serving a similar purpose so
that they may be studied for possible combination.

Functional filing A method of filing that describes the
records series by the functions they perform.

Geographic file A file in which records are arranged
alphabetically according to location.

Guide In archives management, a type of finding aid
that includes a general description of the holdings
of an archival repository. Also, a divider used in
files to identify sections of the file and to provide
physical support for records.

Guide tab A projecting portion of a guide that shows
the filing caption.

Handbeok A publication consisting of established
rules to be followed by employees in performing
their individual tasks.

Hard disk crash The failure of a microcomputer’s
internal storage device, resulting in the instant de-
struction of all documents and data residing on the
disk.

Heading The facili4ative part of the form that includes
a title and a form number.

Hierarchical index An orderly arrangement or items,
or concepts, such as in a classified index.

Hierarchical filing system A filing system that uses a
classification system to bring related material to-
gether.

Historical value In records appraisal, the determina-
tion that records possess value in elucidating the
history of an organization and are thus worthy of

permanent preservation as archival materials. Also. =

referred to as archival value.
HVAC Heating, Ventilation, Air Condmonmg
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image, that optically counts the images on a roll
of microfilm, using an external computer index to
determine the image number.

Image files Electronic hiles that contain compuler—
processible images ol documents for storage on
magnetic or optical media.

Imaging A term used to describe the process of record-
ing an image of a document on either microfilm or
optical disk.

Imaging, document The process of creating an exact
image of a document utilizing either electronic or
photographic technology.

Important records Records containing information
that is essential to operate an organization and
protect its assets, but which could be re-created or
replaced if destroyed. Decisions to take special
measures to protect these records from loss should
usuhlly be based on a determination as to whether
the cost of replacement exceeds the cost of protec-
tion.

Improved dispersal The creation of additional copies
especially for dispersal.

Inactive records A series of records with a reference
rate of less than one search per file drawer per
month.

Index An arrangement of names or tepics in either
alphabetic or numeric order. A listing of the head-
ings (titles, captions) of the files showing their
locations.

Indexing In manual filing, determining the name or
number under which a document is to be filed. In
electronic filing, identifying the keyword under
which a document may be retrieved.

Indirect access filing Reference to the code under
which the material is filed must be made before
the file can be referenced.

Information Generally, knowledge communicated by
others or obtained by study and investigation. In-
telligence which can be communicated in either
graphic form or by alphanumeric characters. Facts
or data communicated or received. Data placed
into a meaningful context for users.

Informational value The usefulness of records in
documenting the persons, things, or other matters
dealt with by an organization, in contrast o docu-
menting the organization’s functions and activi-
ties. A primary criterion used in appraising records
to determine their archival value.

Information management The administration of in-
formation, its use and transmission, and the appli-
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cation of theories and technigues of information
science to create, modify, or improve information
handing systems.

In-House Performing a function within the organiza-
tional structure, rather than through an outside
source, Opposite of Out-sourcing.

Ink-jet printing A printing method using tiny drops
of ink that are sprayed onto specially coated paper.

In-plant Refers to a printing facility set up inside an
organization whose primary business is not print-
ing

Input Data entered into a computer system, usually for
future retrieval and manipulation.

Inspection The process of checking records to be sure
that they are released for liling,

Institute of Certified Records Managers An organi-
zation which administers a program for profes-
sional certification of records management spe-
cialists. Certification is awarded based on satis-
factory completion of a written examination, as
well as review of professional credentials.

Instructions A list that explains how to fill in the form
and what to do with the form.

Intelligent character recognition (ICR) A data cap-
turing process that can capture data from any size,
shape, or type of paper, without the restrictions
typically associated with other such processes.

Intelligent processing unit Computer interface that
permits a copier to be used as both a printer and a
scanner.

Inferfile The process of putting documents in their
proper sequence and place in a file when they have
not previously been withdrawn.

INTERPOST International facsimile message service
available between the United States and more than
40 foreign countries

Inventory, archival In archives management, a type
of finding aid used to describe collections or
groups of records in 2 manner that facilitates their
retrieval and use.

Inventory, records An identification, description, and
qualification of all of the records possessed by an
organization,

Job interrupt A device that permits the operator to
stop a job in progress to allow another job to be
completed.

Job recovery A device in the copier’s memory that
tells the operator how to restack the originals so
that the copy job can be completed without miss-
ing any pages.
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Jukebox A multi-disk computer-controlled device used
to store and robotically retrieve the optical disk
and to mount the disk on a drive with rapid on-line
response.

Keyword searching In electronic recordkeeping sys-
tems, the ability to search for any single word
within certain or all fields of a computer database,
thereby providing more precise retrieval of re-
quired data.

Lamination An archival conservation technique in-
volving the deacidification of paper documents,
which are then scaled between two sheets of plas-
tic. The technique is not widely practiced today
because it alters the original state of the docu-
ments.

LASER An acronym from its descriptive name, mean- °

ing Light Amplification by Simulated Emission of
Radiation. Itis an extremely narrow and coherent
beam in the visible light spectrum. Among other
uses, it records and reads bit-maps on optical disks.

Latent image, microfilm An undeveloped image on
the emulsion of exposed microfilm.

Lateral file Side-open file cabinet; may also mean
shelf filing.

Layout The shape, size, style, and general makeup of a
particular form. Also called format.

Legal retention considerations A term that refers to a
number of legal issues that may indicate how long
an organization should retain certain of its records
so that it can successfully defend itself against
litigation actions, enforce its legal rights, or meet
its other legal obligations and needs.

Legal retention research The process of identifying
and interpreting the laws and regulations promul-
gated by all jurisdictions which contain records
retention requirements applicable to an organiza-
tion.

Legal value In records appraisal, the usefulness of a
record in complying with statutes and regulations,
as evidence in legal proceedings, or as legal proof
of business transactions,

Life cycle The life span or time period from the cre-
ation or receipt of a record through its useful life to
its final disposition. The five stages in the life
cycle of a record include the creation stage, the

distribution and use stage, the storage and mainte-

nance stage, the retention and disposition stage,
and the archival preservation stage.
Lignin A plant substance generally responsible for the
strength and rigidity of plants but considered a

detriment to the stability of manufaclured paper
and board. The term lignin-free indicates that the
majority of lignin has been removed during the
manufacture of paper.

Limitation of assessment The period of time, after a
tax return is filed or the tax becomes due, during
which the taxing agency can determine or modify
the tax owed. This time period is often considered
to be a relevant factor in making records retention LM
decisions concerning various types of financial |
records which may be subject to audit.

List index The simplest kind of index to compile—an
alphabetical list of words or phrases.

Local area network (LAN) The interconnection of
computing devices within a defined and relatively
limited geographical area, thus permitting the shar-
ing of electronic records and other computing re-
sources by all users having access to the network.

Locator report. A monthly inventory of copier equip-
ment, including make, model, serial number, loca-
tion, monthly volume, volume by user.

Magnetic disk A platter-shaped device used for the
storage of electronic records in computer systems;
generally used in high performance computing en-
vironments requiring very rapid, on-line access to
electronic records. A direct access storage device.

Magnetic ink character recognition (MICR) Spe-
cially shaped numbers are printed in horizontal
bands on checks with magnetic ink containing iron
oxide. MICR can be used as computer input or to
facilitate sorting.

Magnetic media A general term which refers to a
variety of devices on which computer-based
records are stored. These media are constructed
with a ferromagnetic recording material on which
the electronic records reside. The most common

glectronic media are magnetic disks, diskettes, and
magnetic tapes.

Magnetic tape A strip of plastic film coated with a
magnetic recording material and wound onto reels
of various sizes; used for the off-line storage of
electronic records in computer systems.

Magneto optical disk A re-writable optical disk (MQ)

Mail  Letters, postcards, electronically transmitted
messages, documents, publications directives,
forms, packages, or any other written communicas
tion received for distribution or dispatch. .

Mail center Location where mail operations take plact‘f. i

Mailgram Electronic message service of Weste .‘
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Union which provides next-day delivery in the
United States.

Mail handling The process of getting the written word
from one point to another.

Mail manual A manual that gives specific instructions
in all phases of handling both incoming and outgo-
ing mail.

Mail operations A series of tasks performed by action
officers, mail room personnel, secretaries, clerks,
and others in moving an organization's written
communications.

Mail robot An unmanned, self-propelled vehicle that
follows an invisible guidepath to move from office
to office.

Mail supervision Activities that ensure that the written
word is moved from the point of origin to its
destination in a manner that meets stated organiza-
tional goals.

Mainframe The central processing unit of the largest
size computer system or a large centralized host
computer used on a corporate-wide basis.

Majors Divisions that represent the major functional
areas of an organization.

Manual A published control device under which an
organization or a group within an organization
functions.

Manuscript repository An archival facility established
for the purpose of preserving collections of his-
torically valuable records, usually from sources
other than the organization which operates the re-
pository. University archives that preserve archi-
val records covering many fields of study and
which were created by many disparate organiza-
tions and individuals are a prime example of manu-
script repositories.

Mapping The process of programming each data field
of an electronic form to control the efficient fill-in
of variable data by assigning definitions, formu-
las, and restrictions to these data fields.

Microcomputer The smallest computer size; usually
synonymous with personal computer, or PC. This
class of computers includes desktop and portable
units, referred to as notebook and subnotebook
microcomputers.

Microfiche A sheet of microfilm containing multiple
microimages in a grid pattern, usually 4 x 6 inches
in size.

Microfilm Photographic film, with specially designed
emulsion. used primarily to photograph documents
and other information material. The term is also
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used as a verb to describe the process of micro-
filming.

Microfilm image transmission An automated system
that robotically retrieves cartridges of microfilm,
locates requested image or images, raster scans the
image, and transmits it over the telecommunica-
tions system Lo the requestor who reads the docu-
ments on a display monitor.

Microfilm jacket A unitized microform similar to
the microfiche in appearance and function, con-
structed of two clear sheets of polyester acetate
material, a header strip, and sealed on the edges
and at 16mm intervals forming channels for
strips of microfilm.

Microform A term deseribing the format in which
microfilm may be utilized, such as a reel, car-
ridge, microfiche, film jacket, or aperture card. A
generic term for any form, either film, paper, or
plastic, that contains microimages.

Micrographics  The art of producing or reproducing
information in miniature form.

Microimaging The process of imaging documents
onto microfilm. A synonym for microfilming.
Microprocessor A term for the central processing unit
of a computer, particularly those installed in mi-

crocomputers or PC’s.

MicroSolt disk-operating system (MS-DOS) An op-
erating software system developed and marketed
by Microsoft Corporation which controls the basic
operating functions of IBM and compatible micro-
computers or PC's. These basic functions include
the electronic signals between the computer and
various applications software programs, such as
word processors and spreadsheets.

Middle-digit filing A system in which predetermined
or consecutively assigned numbers of units ( or
documents) are divided into groups of two digits,
with placement made into the major section of the
file according to the middle digits of the identify-
ing numbers.

Minicomputer A computer of medium size and capac-
ity

Mobile aisle file Movable sets of file shelves. They are
moved, either manually or by motor on a carriage
that is either imbedded in the floor or contained
within a special platform.

Model A representation of a subject of inquiry, used
frequently in systems analysis to evaluate alterna-
tives.

Monitor An electronic image display device, consist-

Page 165 of 174




582 Glossary

ing of a cathode ray wbe (CRT) and various inter-
nal electronic boards and controllers.

Multifunction device A device that combines laser
printing, facsimile, digital scanning and photo-
copying.

Narrative style A detailing of events in prose form.

Near-line storage The storage of optical disks or other
computer media in a jukebox or other retrieval
device which provides rapid, unattended access to
the electronic records resident on the media.

Neutral Having a pH of 7.0. Neither an acid nor an
alkaline substance.

Non-perforated microfilm Microfilm that does not
have sprocket holes on each edge.

Nonrecords Extra copies of documents kept solely for
convenience of reference. In government usage,
records not usually included within the scope of
the official records of an agency or governmental
organization.

Non-recurring costs Onc-time costs, such as pur-
chase price, fransportation costs, and installation
charges.

Non-removable media Magnetic or optical disk stor-
age devices which are “fixed” within the disk
drives which are used to record the information
residing on them. These media provide very rapid,
on-line processing and retrieval of electronic
records.

Numerie filing Arrangement of records in ascend-
ing order or sequence (i.e., 1, 2,3, 4, 5, and so
forth).

Numeric history file A form control file consisting of
copies of each form used by the organization,
placed in a visible file in numerical order.

Obstruction of justice A deliberate and malicious act
to interfere with a government investigation or
judicial proceeding.

Office landscaping The arrangement of production
units within an open area separated by equipment
or other dividers, based on the needs of work
flows, traffic patterns, and communication net-
works.

Off-line information Information stored on media
located apart from the computer device on which
it will be retrieved and processed.

Offset A process or the equipment used for high—
volume duplication of copies from a specially pre-
pared master.

Off-site protection The protection of vital records by
storage of the original or a copy of the records in a

facility remote from the organization’s place of
business.

On-line help screens In electronic recordkeeping sys-
tems, operating procedures that can be accessed
on-line while using the system, so that the user
does not have to refer to a user manual.

On-line information Information stored on media
housed on magnetic or optical disk drives within a
compuler system, thus permitting very rapid ac-
cess and confinuous processing.

On-site protection The protection of vital records
which are maintained in facilities and equipment
located on the organization’s premises, at or near
the point of creation or use of the records.

Open shelf filing Storage of records on open shelves
rather than in closed drawers.

Operating procedures manual A manual that deals
with the internal policies, organization, and pro-
cesses of one department or function of an organi-
zation. Such a manual can emphasize the perfor-
mance of individual tasks and jobs, departmental
practices, or general practices in a specific field,

Operational value In records appraisal, the usefulness
of a record in the conduct of an organization’s
business; the value of a record for the purpose for
which it was created. Also referred (o as adminis-
trative value.

Optical character reader (OCR) A machine for read-
ing a bar code that is displayed on the mail repre-
senting the zip code for that address.

Optical character recognition (OCR) A method of
entering data into a computer by using an optical
scanning device Lo read the contents of documents.

Optical character recognition server (OCR) A server
that processes all OCR (Optical Character Recog-
nition) functions on an Electronic Imaging Net-
work.,

Optical disk A platter-shaped device for the storage of
very large quantities of electronic documents and
data in computer systems. Optical media utilize
high concentrations of laser light as the method of
recording the information on the disk platters. In
records management applications, optical disks are
typically utilized for the storage of high volumes
of electronic documents and data requiring very

rapid on-line or near-line retrieval. Optical disks:
are available in erasable and non-erasable formats.

Initially called an Optical Digital Disk, but now

Disk.
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Optical or object (image) server A server that directs
all functions of the jukebox, on an electronic im-
aging network.

Order of entry First unit to be considered in filing.

Organizational manual A publication that identifies
the exccutive structure of an organization, unit, or
department.

Original order A principle of archival arrangement
that holds that archival materials should be ar-
ranged in the order and sequence in which they
were maintained when they were in current use in
the office that created them, rather than in accor-
dance with some arbitrary scheme, provided their
original order is sufficient to permit easy access
and use.

Occupational Safety and Health Administration
(OSHA) A federal agency supervising health and
safety of workers.

Out-guide A gunide to indicate what material has been
taken from the file and by whom.

Outsourcing The practice of a business contracting or
buying support services, supplies, or parts from
outside sources rather than performing the ser-
vices or manufacturing the parts themselves within

their own organization and with their own em-
ployees.

Owner. The originating office of a record that has been
transferred to a records center.

Packing density The amount of data or images that
can be recorded in a given area of a medium. See
also areal density.

Password protection A method of providing security
for computer-based records. against unauthorized
access using special codes or “passwords” as-
signed to designated users to permit them access
to the records.

Pegboard forms The pegboard has a row of pegs
affixed down the side of the board. The objective
is to hold two or more forms in perfect alignment
(registration), and to provide duplicate copies in
one writing operation.

Pen plotters Fiber tip, felt tip, or ballpoint pens used
for printing engineering and drafting applications.
Permanence The characteristic of a material that makes
it able to last. See also chemical srabiliry,
archivally sound.
Permanent records Those records having sufficient
historical or other value to warrant permanent or
continued preservation beyond the time they are
needed for administrative, legal or fiscal purposes.
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Records considered so valuable or unigue in docu-
menting the history of an organization that they
are preserved permanently in an archive.

Personal copier Deskiop copicr that produces up to 10
copies per minute. It is usually used to produce
fewer than 400 copies per month.

pH In chemistry, a measure of the acidity or alkalinity
of a solution. The measure is compared to a scale
from 0 to 14 with 7.0 being the neutral point.
Acids fall in the range below 7.0 and alkaline
substances fall above 7.0,

Phonetic index Keywords (subject and name type
data) are converted by the computer into a pho-
netic code 1o minimize both computer storage re-

quirements and the occurrence of sorting errors
due to spelling and terminology ambiguities.

Phonetic systems File arrangements based on a nu-
merical code that represents certain key letter
sounds in the alphabet.

Phrase searching In electronic recordkeeping sys-

tems, the ability to search two or more consecutive

words within certain or all data fields of a com-
puter database, thereby providing more precise
retrieval of required data.

Pixels A word meaning “picture elements,” or more
frequently “bits” or “dots.” The smallest segment
of a document that can be digitized.

Planetary camera A type of microfilm camera in
which the film and document remain stationary
during filming and the lighting is from an over-
head source. Sometimes referred to as an over-
head (lighted) or flatbed camera.

Playscript format A format that defines procedures by
identifying workers and the required action of
each.

Polarity, microfilm The characteristic in a film image
that is either “positive” or “negative,” thal is, sign
reversing. A negative image is the opposite of the
original and a positive is the same as the original.

Policy Broad guidelines for operating an organization.
A basic guide to action that prescribes the bound-

aries within which activities are to take place.

Policy manual A publication that states the course of
action to be followed by an organization, unit, or
department in conducting its activities.

Polyester A strong, colorless, transparent plastic (paly-
ethylene terephthalate). Commonly used in preser-
vation and to make covers, folders, and so on.
Commonly used in encapsulation.

Polyethylene A flexible plastic used lo make covers for

s———
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photographic materials and other items. It can be
transparent or translucent.

Polypropylene A hard plastic used in making stiff hold-
ers or containers.

Polyvinyl acetate A colorless transparent plastic solid
used in adhesives. Abbreviated as PVA. Some PVA
adhesives are commonly used in preservation.

Polyvinyl chloride (PVC) A fairly unstable plastic ab-
breviated PVC. Generally considered unsuitable
for use in preservation.

Precise retrieval The ability of a recordkeeping sys-
tem to consistently deliver to its users exactly the
records and information they request—no more
and no less.

Preface Includes the organization’s definition, purpose
of the manual, purpose of the program, advantages
to be derived from the proper use of the manual,
and a request for suggestions for improving the
manual.

Pressboard A tough paper board with a high glaze on
it for strength and stiffness. Used in notebook
covers.

Primary categories Primary-level headings, the most
important categories within each major heading
(function).

Primary value In records appraisal, the value of infor-
mation contained in records in support of the
purpose(s) for which the records were created.

Printer Device used to print electronic images or data,
which may be displayed on the monitor screen,
onto paper using various technologies, such as
ink—jet, bubble-jet, or dot matrix.

Printing on demand information is available in com-
puter files that can be shared by any number of
users

Print server A server that controls all print functions
on an imaging network.

Priority mail First-class mail weighing 11 ounces or
more.

Private archives An archival repository containing the
records of private businesses, associations, institu-
tions, or other organizations adjudged worthy of
permanent preservation as archival materials.

Procedures A group of methods, consisting of all the
steps that are taken to record, analyze, transmit,
and store information needed to serve a single,
specific purpose. Procedures usually provide de-
tailed instructions of how policy is to be carried
out.

Procedures audit An examination of all standard pro-
cedures used to accomplish standardized tasks.

Procedures manual A source of instruction and refer-
ence for the personnel responsible for creating,
preparing, processing, storing, and disposing of
records.

Processing The various procedures and chemicals re-
quired to develop the latent image on the emulsion
of microfilm. Film developing.

Processing area The area set aside for accessioning,
interfiling, or refiling.

Productivity The value of measurable output com-
pared to the value of input.

Provenance A principle of arrangement of archival
records that holds that archival materials should
be arranged in groups that correspond to their
source or office of creation, and that they should
not be intermingled with records created by other
offices or sources of creation.

Public archives An archival reposilory containing the
records of agencies of government adjudged wor-
thy of permanent preservation as archival materi-
als.

Public data network A network that offers third—party
access to large databases and serves as a clearing-
house for electronic messages of subscribers.

Random access memory (RAM) Computer memory
used to process and store data that can be rapidly
accessed directly rather than sequentially.

Random filing A process of storing documents as they
are created in random or nonsequential order.

Range searching In electronic recordkeeping systems,
the ability to limit the scope of a search of nu-
meric, date and other fields by using range sym-
bols, such as greater than or less than to provide
more precise retrieval of required data.

Reader-printer A microimage projection device which
optically enlarges and displays the image on a
screen and which also prints a copy of that image
on paper, using office copier technology.

Reading file An extra copy file of outgoing correspon-
dence, usually arranged chronologically. Also call
a day file.

Read-only memory (ROM) A solid-state memory for
programs that is inflexible and unalterable.

Reciprocating file A power file where the whole file
remains intact and one shelf takes the place of
another in front of the worker, and rotates as in @
Ferris wheel.
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Record Recorded information, regardless of medium
or characleristics. Any paper, book, microfilm,
card, magnetic tape, disk, map, or any copy or
printout that has been created or received by an
organization and has been used by that organiza-
tion or its successors as evidence of ils activitics
or because of the information contained. In data-
bases in electronic recordkeeping systems, a col-
lection of related data fields,

Record copy The copy of a record or document that is
placed on file as the official copy and therefore
provides evidence of the organization’s official
position on a matter. In governmental organiza-
tions, a record having the legally recognized and
judicially enforceable quality of establishing some
fact.

Recordkeeping requirements Statements in slatutes
and regulations which require a regulated party to
maintain certain records for some period of time.

Records analyst Specialist in the analysis and evalua-
tion of systems and procedures involved in the
creation, processing, and storing of records.

Records appraisal The analyses of records with the
objective of establishing retention policy.

Records center An area in a building or a separate
building for storing inactive records.

Records Disposal Act of 1943 A law enacted by the
United States Congress which, for the first time in
U. 8. history, legally authorized the records reten-
tion schedule as a means of disposing of records of
agencies of the federal government.

Records disposition The process of elimination or
destruction of records, usually under a records
retention program.

Records inventory An identification, description, and
quantification of all of the records possessed by an
organization.

Records management A professional discipline that is

primarily concerned with the management of

document-based information systems. The appli-
cation of systematic and scientific controls to re-
corded information required in the operation of an
organization’s business. The systematic control of
all organizational records during the various stages
of their life cycle: from their creation or receipt,
through their processing, distribution, maintenance
and use, o their ultimate disposition. The purpose
of records management is to promote economies
and efficiencies in recordkeeping, to assure that
useless records are systematically destroyed while
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valuable information is protected and maintained
in a manner that facilitates its access and use.

Records management manual A publication that de-
lines the scope of the records management pro-
gram, its authority, the services it provides, and an
introduction to the concepts to enhance its under-
standing and acceptance.

Records manager The individual within an organiza-
tion who is assigned the responsibility of system-
atically managing the recorded information gener-
ated and received by the organization in accor-
dance with accepted records management prin-
ciples and practices.

Records recovery plan A plan for restoring damaged
vital records to a useable condition following a
disaster. Usually a part of a comprehensive vital
records protection or disaster recovery plan.

Records retention The act of maintaining or holding
records for future use, often under policies and
procedures of a formally established records re-
tention program. :

Records retention and disposition manual A manual
that includes information about controlling desig-
nated records and information so that the organi-
zation will be in compliance with government re-
quircments. .

Records retention program The component of a
records and information management program
which provides policies and procedures specifying
the length of time that an organization's records
must be retained. The program provides for the
systematic destruction of records that no longer
serve any useful purpose, and is implemented by
effecting the destruction of records on a scheduled
basis, as specified in the organization’s records
retention schedule. The retention program is one
of the “organization’s major tools for controlling
the growth of its records, and it also minimizes the
legal risks that can be associated with maintaining
and destroying business records.

Records series A group of identical or related records
that are normally used and filed as a unit and
which permits evaluation as a unit for retention
scheduling purposes.

Recurring costs Items such as supplies, power, insur-
ance, taxes, and direct labor.

Recurring data chart. A chart showing items com-
mon to all forms in the group; common to some,
but not to all; and found only on one form in the

group.
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Reduction ratio The ratio of the size of an original
document to its size on filing.

Reference copy A copy of a record used primarily for
information purposes. The term is often used to
denote records consisting of duplicate rather than
official copies of documents.

Reference time Length of time taken to examine the
document or file.

Refile The process of returning a record to its original
place in a file after it has been withdrawn.

Register In archives management, a type of finding aid
used to describe manuscript collections and other
archival records in a manner that facilitates their
retrieval and use.

Registered mail A mail service providing tight secu-
rity from the point of mailing to the delivery of-
fice.

Relational database A database design that allows
direct relationships between any two data ele-
ments.

Relative index A dictionary-like listing of all possible
words and combinations by which material may
be requested. Satisfactory performance reliability
of equipment can be measured by the number of
copies between service calls (CBSC) and service-
call frequency (SCF).

Remote diagnostics A device that informs a host com-
puter that some sort of part or supply failure will
occur in the copier.

Remote encoder A device that allows any and all
mail to be bar-coded and processed mechani-
cally.

Remote storage Off-site storage of records in com-
pany-owned, commercial, or cooperative records
centers,

Removable media Magnetic or optical storage de-
vices which may be removed from and stored apart
from the disk drives on which they are recorded
and read.

Reports manual Provides writers of reports with stan-
dard practices and instructions in a form that is
convenient and easy to use.

Reprography Facsimile reproduction of graphic ma-
terial.

Requirements analysis An analysis of an

organization’s recordkeeping systems to determine

whether and where records management automa-
tion is needed, the type of automation required,
and other elements that are relevant to the process
of applying various forms of computer automation

to solve recordkecping problems. Sometimes
called a needs analysis.

Resolution, EIM A mathematical indication of a
planned readability factor, such as “x" dots per
inch, with 200 dots per inch (dpi) considered
adequate. Image sharpness.

Resolution, microfilm A measure of the sharpness of
the image, expressed in lines per millimeter, using
a resolution test target as a standard.

Retention period The period of time during which
records must be relained in a certain location or
form because they are needed for operational, le-
gal, fiscal, historical, or other purposes. A reten-
tion period may be stated in terms of months or
years, and is sometimes expressed as contingent
upon the occurrence of an event.

Retention schedule A document prepared as a part of
a records retention program that lists the types of
records maintained by each department of an orga-
nization, and specifies a period of time after which
destruction is authorized as a matter of policy.
The retention schedule also identifies the
organization’s archival records and mandates their
permanent retention, and it may provide for the
transfer of semi-active or inactive records from
prime office space to a records center or other
facility for continuing retention. Also called reten-
tion and disposition schedule.

Retrieval The process of locating and withdrawing a
document from a collection of records.

Retrieval system A method or index used to locate and
withdraw a record from a given group of records.

Retrieval time Time spent retrieving documents is
divided by the total number of records retrieved
for one month.

Reversibility The quality of being able to be undone or
rgversed back to its original state without any harm
to the object. Used in some preservation.

Risk assessment In vital records protection and disas-
ter recovery planning, the process of determining
the risks to which an organization may be exposed
in the event of loss of some or all its vital records,
and whether it would be in the organization’s best
interest to take certain measures to reduce these
risks to a level that is considered to be acceptable.

Rotary camera A microfilm camera that photographs
moving documents.

Sampling test Test made to determine the scan speeds

and image quality, using random samples of docu-

ments and random timings.
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Scanner A device vsed in electronic imaging, that
raster scans a document to record the image on an
optical disk or tape, using binary code.

Scan/workstation server A server that processes all
scanning und workstation activities.

Screening  The elimination of material before it is
filed. -

Search The act of locating and/or withdrawing a record
from a group or collection of files. In electronic
filing, examination of a series of items for those
that have desired properties.

Secondary categories Subdivisions of primary head-
ings.

Secondary value In records appraisal, the value of
information contained in records which reflects
the actual or potential uses to which the informa-
tion may be put for purposes other than the pur-
pose for which it was created.

Second-class mail A mail service available only 10
publishers and registered news agents.

Server A computer on an electronic image network
designed to serve a specific need.

Service report A service history of all equipment.

Sizing A substance added to paper to hold fibers to-
gether and 1o make it less absorbent so that inks
will not bleed.

Slant file The file module is shaped like a parallelo-
gram and is a variation of the traditional mobile
aisle shelving system.

Software, applications Computer programs designed
to process data and perform functions and applica-
tions required by end users, as opposed lo soft-
ware designed to operate the computer’s basic
functions. In PC computing, word processing and
spreadsheet software programs are common types
of applications software,

Software, document management In large, multi-
user network computing environments, a family of
packaged software products designed to facilitate
the management of documents and files stored in
the PC's and file servers connected to the local or
wide area network.

Software, files management In PC-based electronic
recordkeeping systems, a family of packaged soft-
ware products designed to facilitate the manage-
ment of the documents and files resident on the
system,

Software, records management A general term which

refers to a family of packaged software products

designed to provide computer enhancement over a
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wide variety of records management functions:
the major functional applications include index-
ing, tracking and monitoring file folders in active
recordkeeping systems and slorage cartons con-
taining inactive records in records center environ-
ments,

Solid board A paper board made of one material only.
Board made of two or more types of fiber in layers
is called combination board.

Sorting Process of arranging records in the order in
which they will eventually be filed.

Soundex A phonetic file arrangement based on a nu-
merical code that represents certain key letters and
consonant sounds in the alphabet.

Space planning Coordination of the physical compo-
nents to provide maximum efficiency within the
available floor space in the most attractive ar-
rangement.

Special delivery A mail service that provides delivery
beyond normal delivery hours and on Sundays and
holidays.

Specialty forms Includes various types of forms, such
as pegboard forms, bank checks, or office sup-
plies, such as tags, labels, mailers, and envelopes.

Spirit process A process that uses alcohol as a sol-
vent to transfer images from a carbon master. Also
called “ditto,” “liquid,” or “fluid” process.

Stack area That portion of a records center or archive
that contains the records holdings.

Staging area An area used for intermediate or tempo-
rary storage of records awaiting accessioning or
disposal processing.

Standalone system A computer system that contains
its own processing and memory units so that it can
operate independently of other computers.

Standard A rule or principle established to measure
quality or value.

Standard operating procedure (SOP) Instructions
for the performance of individual tasks and jobs.

Statutes of limitations Laws containing provisions
specifying the period of time during which a party
can sue or be sued on a matter. Records are often
considered to possess varying degrees of legal
value during this time period, and decisions to
retain them are often based on this value. Also
referred to as limitations of action.

Straight numeric filing A system in which consecu-
tively numbered folders are placed in a file in
exact sequential order.

Strategic plan A plan that impacts directly on the
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success of the organization’s primary purpose or
goal. A plan that affects substantive rather than
facilitative activities.

Subdirectory A method of organizing and managing
PC-based electronic records into logical subgroups
under each directory, in cases where the file con-
tents and structure of the directory become too
large or cumbersome for effective processing and
retrieval.

Subpoena duces tecum A court order requiring a
wilness to appear in court, produce relevant
records, or provide testimony.

Supersession notice A notice that shows dates of
revision, consolidation, or elimination.

Suspense file A file organized chronologically in which
documents or data are entered or filed by a future
date of recall.

Synthetical index An index that brings together like
items or concepls, as in a coordinate indexing
system or keyword subject index.

System An array of components thal interact to achieve
some objective through a network of procedures
that were integrated and designed to carry out an
activity.

System conversion The tasks associated with imple-
menting a new or upgraded recordkeeping system
by conversion of the existing records to the new
system’s format and structure. The term applies to
both manual and computerized recordkeeping sys-
tems,

Tab A projection above the guide or folder body upon
which the caption appears.

Tabbing The process of applying small adhesive
pieces of paper (tabs) to keep the ends of folded
mail pieces together.

Tape rotation backup system A method of protecting
vital computer-based records by periodically stor-
ing copies of magnetic tapes containing the up-
dated vital data in a secure facility remote from an
organization's computer processing facility.

Targets and certifications Sheets of paper which are
microfilmed together with documents to serve as
index points or to make the certification a part of
the microimages.

Teleconferencing A form of communication that per-
mits people at different locations to conduct meet-
ings together and includes computer conferencing
and videoconferencing.

Template electronic forms Forms for which only the
variable information needs to be keyed into a form

template or blank form, and a hard copy can be
made of the entire record.

Terminal-digit filing A system of filing in which the
numbers are read, right to left, in groups of two,
three, or four digits, or in combinations of two and
three digits.

Tertiary heading Subdivision of secondary heading.

Text files A collection of computer-based electronic
records typically consisting of character-coded al-
pha-numeric and graphic symbols commonly en-
countered in typewritten documents. Text files
may be created by word processing software pro-
grams, electronic messaging programs, or other
computer software.

Thesaurus In electronic recordkeeping systems, a dis-
play of the content and structure of indexing ter-
minology; a listing of document indexing terms
designed to provide consistency in identifying
documents and files so that the records can be
effectively retrieved.

Third-class mail A mail service for bulk business mail
or advertising mail weighing less than 16 ounces.

Tickler A memory aid; a file set up as a reminder to
“tickle” the memory.

Timely retrieval The ability of a recordkeeping sys-
tem to consistently deliver to its users the records
and information they request within time frames
sufficient to enable them to perform their work in
a productive manner.

Toner Colored (usually black) carbon-like substance
used to form images in copiers and printers.

Topical filing A system in which one file follows
another in alphabetical order. Also known as a
dictionary system.

Transaction set The grouping of data elements needed
to provide information in the document.

Transfer list A |ist of the contents of a group of records
that are being transferred from one holding to an-
other, usually from active files to a records center.

Trustworthiness The degree to which records contain-
ing evidence introduced or proposed for introduc-
tion in legal proceedings may be relied upon as
being factual or otherwise what they purport to be.

Turnaround ratio Average time it takes to retrieve a
document and get it to the requester divided by the
total number of requests.

Turnkey A sale of equipment or a system that provides
for installation that is ready to use by the buyer
with no further action required, except for “turn-
ing the key.”

Ultray

ey
ref
Unitize
pla

car
uni

tha
User .
ers.
User-de
terr

gen
cifii

ina
Vacuum
met

dryi

wet
char
expt
reco
Vault A
struc
plac:

ties
vide
othe;
tural
they
Vaulting,
puter
upda
The 1
mods
Video con
a var

Page 172 of 174



Ultraviolet (UV) filter Any material that filters out
UV ultraviolet rays. Such rays are harmful to pre-
served materials. Some exhibition spaces use UV
filters on the windows and over fluorescent lights.

Uniform file classification A classification system
that preserves the set order of records and estab-
lishes common titles.

Uniform Photographic Copies of Business and Pub-
lic Records as Evidence Act A United States
federal statute (adopted by many of the U. S,
states) which holds that duplicate copies of docu-
ments are considered to have the same legal status
as the original documents from which they were
reproduced, provided the duplicates are accurate
reproductions of the original documents.

Unitized microform A microform that is used to dis-

play a single frame of film, such as an aperture

card, or a group of related images in a jacket, thus
unitizing (uniting) an image or group of images
that are related.

A patron of records center services or comput-
ers. (See also customer.)

User-defined reports In electronic recordkeeping sys-
tems, the ability of the user lo create system-—
generated reports that are customized to meet spe-
cific needs. This capability is sometimes provided
in applications software programs.

Vacuum drying A general term which refers to several
methods (freeze drying, thermal vacuum freeze
drying, vacuum drying) for removing water from
wet paper records by placing them in an airless
chamber which vaporizes the water, which is then
expelled from the chamber as steam, leaving the
records dry.

Vault A firc-resistive and highly secure enclosure con-
structed within an office building or other work-
place and used for the protection of large quanti-
ties of vital records. Vaults are designed to pro-
vide a high level of protection against fire and
other hazards and are usually designed to be struc-
turally independent from the building in which
they are located.

Vaulting, electronic A method of protecting vital com-
puter-based records by periodically transmitting
updated data to a remote computer or tape drive.

The transmission occurs in an on-line, electronic
mode over telecommunications links.

Video conferencing A type of telecommunication, It is

a variation of computer conferencing with cam-

User
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eras so that participants are visible to each other
and the conference is on videotape.

Videodisc A laser disk which records and plays motion
pictures.

Vinyl A group of plastics generally considered inappro-
priate for used in preservation, Often refers to
polyvinyl chloride (PVC),

Virus, computer A computer program that is capable
of inserling a copy of itself into another computer
program, thereby corrupting the integrity of the
data in the program.

Visible file Arrangement of strips, cards, or other
documents in specially designed equipment so
that one line of each record is visible to serve
as an index.

Vital records Records containing information required
to re-establish or continue an organization in the
event of a disaster; records containing unique and
irreplaceable information necessary to recreate an
organization’s legal and financial position and pre-
serve the rights of the organization and its employ-
ees, customers, shareholders and other constituent
groups. Vital records include records whose infor-

mational value to the organization is so great, and
the consequences of loss are so severe, that special
protection is justified in order to reduce the risk of
loss.

Vital records center A commercial or user-owned
facility dedicated to the storage and protection of
vital records. The facility is usually equipped with
special fire detection, suppression and other secu-
rity systems, and is generally located remote from
the organization’s primary place of business.

Vital records manual Includes procedures of the vital
recordg protection program, explains the vital
records master list, and provides instructions for
reconstructing vital records in the event of a disas-
ter.

Vital records master list A document that provides
cach department with a listing of all vital records
for which it is responsible.

Vital records program Thal component of a records
and information management program that man-
ages the protection of vital records from loss or
damage.

Voice mail A message that is digitized and can be
reconstructed in audio or visual format.

‘Wheel file Usually an upright file which rotates like a

Ferris wheel and holds cards.
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590 Glossary

Wild-card searching In clectronic recordkeeping sys-
temns, the ability to use wild card symbols to repre-
sent multiple prefixes or suffixes of words (e.g.
automate, automation), or alternate word spellings
(c.g. labor, labour), thereby providing more pre-
cise retrieval of required data.

Workflow program A multi-step procedure of pro-
cessing documents or completing transactions,
where a document flows from station to station.

WORM A type of optical disk that permits recording
only once while having the capability of being

read many times. An Acronym meaning “Write
Once, Read Many™.

X-Y grid A coordinate used to locate a specific area
on a plane or map. X representing ‘the vertical
columns and Y representing the Horizontal Rows.

ZIP code A five-digit number designed to expedite
mail delivery in the United States

ZIP code + 4 A nine-digit number that identifies a
geographic segment within the 5-digit area, such
as city block, an office building, or a high-volume
mailer.
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