HOW TO MAINTAIN, PRESERVE AND DISPOSE OF UNIVERSITY RECORDS WITH CONFIDENCE
Workshop Agenda
May 18, 2006

· Overview of Records Management

· Demonstration: Matching records to disposition schedules

· Setting up a “disposition friendly” filing system

· Demonstration: What happens to records that are sent to the archives

· Tour of Archives

Records Management Self-Assessment
	RECORD MANAGEMENT ISSUES
	
	
	

	Is information available when it is needed?
	Yes
	Most of the time
	No

	Do you know how long you are required to keep each record?
	Yes
	Unsure
	No

	Are you keeping records for the full minimum required time?
	Yes
	Unsure
	No

	Are you keeping records too long?
	Yes
	Unsure
	No

	Are the records scheduled to go to the Archives making it there?
	Yes
	Unsure
	No

	Are you keeping both paper and electronic copies of the same document?  Are you disposing of both versions when it is time?
	Yes
	Unsure
	No

	Do you know what to do if a record is not listed on a retention schedule?
	Yes
	Unsure
	No

	Are you maintaining email according to its content?
	Yes
	Unsure
	No

	Are there any “legal holds” or open “audits” on any of your records?
	Yes
	Unsure
	No

	If you have data stored on your local hard drive, are you backing it up regularly?  
	Yes
	N/A
	No

	Are confidential records being maintained correctly?
(Locked and secure environment, out of view, only authorized access, good password protocol…)
	Yes
	Unsure
	No

	Are confidential records being destroyed properly?
	Yes
	Unsure
	No

	Are you documenting the records that you are destroying?
	Yes
	Unsure
	No
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