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What is a Records Management Program?

College records are preserved because they arssaggen providing a desirable continuity in
the ongoing operations of the College and alsouserthey are indispensable sources for
understanding the history and character of thee@ell An effective records management
program ensures that college records of endurigaj |éiscal, administrative and historical value
will be preserved and made accessible to the pudntid all unnecessary records will be
systematically destroyed by following an establiskehedule.

Administrative/
Operational Value

Fiscal Value-

Legal Value-
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These are records which support the mission of géfice or department
They retain administrative value as long as theysaigour unit in
performing its duties. Departmental policies angcpdures, memos
describing actions or decisions, and reports comgiinformation on the
current status of a project illustrate this typeesford.

Records of fiscal value are those that providenfome information useful
to the office or department’s operation such agybtg] payroll and
revenue/expense. Records that help departmentsaimaam accurate
financial picture over an extended period of tirheldd be retained for
management purposes.

Records have legal value if they contain evideridegally enforceable
rights or obligations of the College and its fagu#itaff and students, or
serve to fulfill legal requirements.



Records of historical value help in current decgisioaking and in future
planning by describing Simmons College’s past amd th has influencec
prior decision making.

Historical/
Research Value

Some questions that may help determine the hisitmesearch value of a record include:

What arethe Benefits of Having a Recor ds Program?

1. Identifies and preserves vital records. Vital relsotontain information necessary to
establish or continue the operation of the colleghe event of a disaster.

2. ldentifies records series that have historic onm@erent value and makes provisions
for transferring these records to the College Arehiat the end of their in-office life.

3. ldentifies for destruction records that are no kEmgseful to the
office/department/division or the College.

4. Helps insure efficient use of storage space withénoffice/department/division.

What arethe Liabilities of Not Having a Recor ds Program?

1. Litigation. All records created by the college pgential documentation in lawsuits.
2. Excessive storage costs from keeping records betymnduseful lifespan.
3. Inability to retrieve important documents when reskd

What isa Records Retention & Disposition Schedule?

A Records Retention and Disposition Schedule igptiraary tool to help gain intellectual

control over an office’s, department’s or divisismecords. This schedule identifies all records
series created and maintained in an office/depantiicigision, and indicates how long files are
to be retained, if and when they are to be trarsfieio the College Archives, or destroyed by the
creating unit. However, the current schedule waated in 1989 and is slightly antiquated, so
will need updating. Gettysburg College’s Speciall€ttions staff can help your office or
department appraise your records and create an@pde retention, transfer and disposition
schedule. By following the Schedule, you can digantly increase the efficiency of your
operation, while still maintaining control of andcass to your records.

The following is anon-inclusive list of materials that have archivalrsfiggance in documenting
the administrative, legal, fiscal and historicdinaties of Gettysburg College. In addition to
taking these guidelines into consideration, thating unit must also consider whether a record
is “active” or “inactive.” Active Records are records needed to carry on the daily acts/iifean
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office or department and which are referred teeast once a yedmactive Records are records
necessary to protect the integrity of an organiratbut usually referred to less than once a year.

Annual reports

Minutes of departments or committee meetings

Policy statements and related documents

Materials documenting name changes, organizatar structural changes of the
office or department

Major planning documents

Histories of the department or activity

Curriculum related material such as syllaliprds of innovative programs, or
Major changes in programs

8. Major reports produced by the department or cataen

9. Departmental publications

10. Final grant reports

11. Letters of praise

12. Procedures (until superseded)

13. Inventories (of books or equipment, until sspded)

14. Unigue photographs or memorabilia

15. Some administrative correspondence
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The following materials are not to be sent to tlndl€gje Archives. They have no value after
they have served their initial purpose. They stiaudt end up in your administrative files.

1. Supplies

2. Large quantities of duplicate materials

3. Reproduction materials such as stencils

4, Routing slips or telephone message slips

5. Catalogues, journals, and other printed magefiam non-college agencies which
have no administrative use and are for informagiorposes only

6. Routine letters of transmittal and “For yourimhation” notes

7. Notices or memoranda that give only timely infation such as a change in the time

and date of a meeting

8. Procedures, once updated

9. Notes or working papers, once a document oeptag completed, unless they include

a more complete form of the information

10. Scraps

How do | prepare my office/ldepartment recordsfor transfer to Special Collections?

1. Remove all paperclips, ring binders, rubber baatis,

2. Replace hanging file folders with regular file fetd.

3. Label and date all files. Even approximate datgs“@1980-1985") are more helpful
than no dates.

4. Pack records in the order in which they were kepgdur office.
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5. Identify each box with office/department name, eshperson and box sequence (1 of 3,
2 of 3, etc.)

Prepare a list of the folder titles for each bo® ptace copy in each box.

Place the completed container list in box 1.

CompleteRecords Transfer Form
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