Basic Records Management

Records Management Services

State of Michigan

Welcome to the Basic Records Management training, which is offered by DTMB - Records
Management Services.



What do you want to learn today?
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Please write on a piece of paper or index card why you came to today’s class
and then pass it up to the front. We’ll go through these at the end of the class and make
sure we addressed everything.
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This training provides an overview of the basic information that every Michigan
government employee needs to know about records management. Topics to be discussed
include Michigan laws related to records management, the different types of records,
records Retention and Disposal Schedules, preservation of historical records, and
additional resources that are available about records management topics.



What words do you think of when you hear
the phrase "records management"?
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Poll: What words do you think of when you hear the phrase "records management"?



1913: Michigan Historical Commission

Timeline

G A

1950:  Little Hoover Commission
1951:  State Office Building Fire
1952: Records Management Legislation
1954 State Records Center Opens
Current: Archives of Michigan, DNR
Records Management Services, DTMB

TARGET: RED TAPE

A STAFF REPORT TO
THE MICHIGAN JOINT LEGISLATIVE COMMITTEE
ON REORGANIZATION OF STATE GOVERNMENT

ON

RECORDS MANAGEMENT
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Michigan’s archives and records management programs were originally established in
1913 with the passage of the Historical Commission Act. This act created the Archives of
Michigan, and established it as the official repository for preserving historically valuable
Michigan government records. It also established that public records were the property of
the people of Michigan.

Fast forward several years, and the State of Michigan created what was called the “Little
Hoover Commission,” to investigate ways to improve the efficiency of Michigan
government. A task force of the commission was assigned the responsibility of
determining whether the State should establish a records management program. The task
force was about to issue its recommendations to create a records management program
when in 1951 there was a state office building fire.

In 1952 the Michigan Legislature passed the first records management legislation. In 1954
the State Records Center opened for storing inactive records. The Records Center moved
to its current location in 2008.

The Archives of Michigan is now an agency within the Department of Natural Resources,
and the Records Management Services is an agency within the Department of Technology,
Management and Budget.



* February 1951
« State Office Building burns for 3 days
* 15 firefighters injured

* Over 8000 cubic feet of records and books
destroyed

* $S3 million damage
* Top floor destroyed
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In 1951 there was one state office building that all state employees in Lansing worked in. An
employee of the Department of Highways (now MDOT feared he was going to be drafted to
serve in the Korean War. He thought that if he committed a misdemeanor crime he could
avoid the draft. So, he dumped the ashes from his pipe into his wastebasket and went to
lunch. It was a freezing cold February and the fire burned for 3 days. Firefighters from
surrounding communities came to Lansing to help fight the fire, but water was freezing
before it got into the building.

15 firefighters were injured fighting the fire, and more than 8000 cubic feet of records and
books were destroyed. The damages cost $3 million. The individual who set the fire was
caught and was sent to Jackson Prison. However, it was determined that he was married, and
his wife was pregnant at the time--factors that would have allowed him to avoid the draft.
Meanwhile state government was having serious problems, because its primary office
building and records were destroyed.

The State Office Building is still in use today. It is now named the Lewis Cass Building.
However, it is one floor shorter than it was prior to the fire. The Michigan Legislature
responded quickly to the disaster and the task force report.
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RMS is responsible for the development, review and approval of records Retention and
Disposal Schedules. RMS also provides records management training—like this class,
physical records storage services, electronic document management services, scanning
services, eSignature solutions, and confidential records destruction services.




Records Management Officers (RMO)

* Each department has an RMO

* RMOs are appointed by the department director

* Coordinate records management activities of department
* Agency’s contact person for questions and assistance

* Liaison with RMS

* List of RMOs is available online
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Each department has a Records Management Officer (RMO) who is appointed by the
department’s director. RMOs are responsible for coordinating records management
activities for their department, and they are the first person who should be contacted
when an agency has a question or needs assistance. A list of the RMOs is available online
on InsideMichigan (see the end of this training for instructions to access the website).




Records Management Principles

* If the information is recorded it is a record
* Public records are evidence of government activities

* Destruction must be authorized by an approved Retention and Disposal
Schedule

e Records must remain accessible and usable for the entire retention
period

* All records that document an activity should be stored together

* Every employee who creates, receives or maintains records is responsible
for records retention
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There are certain principles that records managers follow. First, if information is recorded
on any medium, it is a record.

Public records are evidence of the activities of government.

Destruction of records must be authorized by an approved records Retention and Disposal
Schedule.

Records need to remain accessible and usable for their entire retention period. Storing
records on a floppy disk that no longer works with your computer is not fulfilling your
requirements for record retention.

All records that document an activity should be stored together, so you only have to look
one place to find the document you need or the answer to your question.

Finally, every employee who creates, receives, or maintains records has a responsibility
for records retention.



Laws

* Freedom of Information Act, Definitions
* M.C.L. 15.231-15.232

* Management and Budget Act, Records Management
* M.C.L. 18.1284-1292

* Michigan History Center Act
* M.C.L. 399.809-812

* Penal Code, Public Records
* M.C.L. 750.491

* Records Reproduction Act
* M.C.L. 24.401-24.406 Michigan’s RM laws are

available online
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There are several Michigan laws that address records management.

The first is the Freedom of Information Act (or FOIA), which contains a definition of public
records. There are actually multiple definitions of “public records” in Michigan law. They are
all complimentary and don’t contradict each other, but the FOIA definition is the one that is
cited most frequently. We will look at this definition in a few minutes.

Next is the Management and Budget Act, which prescribed the responsibilities of the Records
Management Services, as well as the responsibilities of all state employees to manage
records.

Next is the Michigan History Center Act, which states that public records can only be
destroyed with the authorization of an approved Retention and Disposal Schedule.

The Michigan Penal Code establishes misdemeanor penalties, including fines and jail time,
for destroying a public record without the authorization of an approved schedule.

Finally, the Records Reproduction Act regulates the reproduction of records into different
formats.

All of these laws are available from the Michigan Legislature’s website,
www.legislature.mi.gov.
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What is a _0D

HELP. CONNECT. SOLVE.

Let’s start by defining what is a record.
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Records

Record

Means recorded information in .
physical or electronic formats, Public Record
made or received by a Michigan A writing prepared, owned, used,
government agency or in the possession of, or retained
employee. Records document by a public body in the
the performance of government performance of an official
business, and serve as evidence function, from the time it is
of the organization, functions, created.
policies, decisions, procedures,

. o --Michigan’s Freedom of
operations, or other activities.

Information Act (FOIA)
--Administrative Guide Procedure
0910.01
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According to the State of Michigan’s Administrative Guide Procedure 0910.01, the word
“Record” means recorded information in physical or electronic formats, made or received
by a Michigan government agency or employee. Records document the performance of
government business, and serve as evidence of the organization, functions, policies,
decisions, procedures, operations, or other activities.

Michigan’s Freedom of Information Act (FOIA) defines a Public Record as “A writing
prepared, owned, used, in the possession of, or retained by a public body in the

performance of an official function, from the time it is created.”

Basically, if the information is recorded on any medium, and if it documents the work that
you do as a government employee it is a record.
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Not All Records Are Equal...
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There are some records we need to keep, such as records that document official
functions. And there are some records we don’t need to keep, such as transitory records,
non-record materials and personal records. We will discuss each of these types
separately.
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Official Records

Recorded information that is
“prepared, owned, used, in the
possession of, or retained by an agency
in the performance of an official
function.”

Source: Michigan’s Freedom of Information Act (FOIA)
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The first category we will discuss is Official Records. Michigan’s Freedom of Information
Act (FOIA) defines a official records as recorded information that is “prepared, owned,
used, in the possession of, or retained by a public body in the performance of an official
function.”
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Official Records

* Retention is governed by Retention and Disposal Schedules
* Document activities of the agency

* Document how employees perform their job duties

* Supervisor should decide where they are stored

* Supervisor should promote consistent recordkeeping
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Retention of official records is governed by Retention and Disposal Schedules, both
general and agency-specific.

Official records document the activities of the agency, and how employees perform their
jobs. Supervisors should decide where official records are stored, and should promote
consistent recordkeeping practices, so everyone in the office can access the records they
need to do their jobs.

15



TO: Joe

FROM: Jim

SUBJECT: Contract

Please change the fourth
paragraph in contract #10775 to
read, “payment muist be received
within 30 days”, removing the
phrase “60 days.”

TO: Bob

FROM: Carol, Personnel Director
SUBJECT: Reallocation

After further review, it is our
decision that there is not sufficient
justification to approve the
reallocation for Susan’s position,
based upon the fact that . . .

TQ: Vendor

FROM: Lisa

SUBJECT: Contract

Thank you for your question. The
intent is to guarantee unit prices
to all state agencies and to
provide a mechanism to easily
obtain imaging services.

TO: Mark

FROM: John

SUBJECT: Appointment

This is your official notification of
your appointment to the Taxation
Committee. Your responsibilities
include . . .

Examples of official records include directions to change the language of a contract,
answers to questions, decisions about personnel issues, and notices of appointments to a
committee, including a list of responsibilities.
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Creating Work Records with Personal Resources

* Government business conducted using personal resources creates public
records
* Personal email account
* Social media tools (such as Facebook or Twitter)
* Personal cell phones
* Home computer
* Subject to Retention and Disposal Schedules, as well as FOIA or litigation
* Executive Directive 2019-05 prohibits the use of private email for the
conduct of state business
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If you conduct government business using personal resources, the records that are
created may be government records. If so, they are subject to Retention and Disposal
Schedules, as well as FOIA and litigation. Personal resources include personal email
accounts, social media tools (such as Facebook or Twitter), personal cell phones, home
computers, etc. Executive Directive 2019-05 prohibits the use of private email for the
conduct of state business.
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Transitory Records

Records relating to agency activities
that have temporary value and do not
need to be retained once their
intended purpose has been fulfilled.

Source: General Schedule 5.00
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Transitory records document work activities, but they have little value once the activity is
completed and should be destroyed. For state employees, their retention is governed by
General Schedule #5.00.
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Transitory Records

* Can be disposed of when activity is completed (GS #5.00)
* Examples:
* Requests or reminders to do a routine task
* Simple inquiries about policies, office location and hours, etc.
* Information that is published somewhere, like the internet or a procedure manual

* Temporary documents that are replaced by other records that serve as evidence of
the activity
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Transitory records can be disposed of when the activity is completed. Transitory records
include requests or reminders to do a routine task, simple inquiries about policies, office
location and hours, information that is published somewhere, like the internet or a
procedure manual, and temporary documents that are replaced by other records that
serve as evidence of the activity.
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Examples of Transitory Records

TO: Staff

FROM: Janet

SUBJECT: staff meetings

The staff meetings will be held on
Tuesday mornings from now on
instead of Thursday afternocns.

TQ: Doug

FROM: Becky

SUBJECT: Retention Schedule
Would you please e-maii me a
copy of the schedule for
Administrative Services?

TQ: Marilyn

FROM: Doug

SUBJECT: supplies

I noticed that there are no more
blue ink pens in the suppiy
cabinet. Can you please order
morz? Thanks.

TO: Debbie

FROM: Jim

SUBJECT: training

You have my approval te attend
the semirar “Buying cver the
Internet.” Please complete your
registration form within the next
two weeks.

BTViB
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Examples of transitory records include notices about meetings (remember, calendars are
records), requests for supplies (note that a purchase order will be created as evidence of
the purchase), requests for copies of documents, etc.
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Non-records

e
/

N

Recorded information in the
possession of an agency that is not
needed to document the performance
of an official function.

BTViB

Source: General Schedule #1

HELP. CONNECT. SOLVE.

Non-record materials are recorded information in the possession of an agency that is not
needed to document the performance of an official function. They are defined by
General Schedule #1.
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Non-records

* Can be disposed of when they are no longer needed for reference
purposes (GS #1)

* Examples:
* Publications received from outside sources
* Mass mailings, notices, flyers, advertisements, spam, junk mail
* Drafts that are replaced by new or final versions
* Duplicates

* Agencies can decide which format to use for retaining their records, if records exist in
multiple formats

* If multiple offices possess the same record, they should communicate with each other
about who is responsible for record retention
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Per General Schedule #1, non-records can be disposed of when they are no longer needed
for reference purposes. Non-record materials include brochures, newsletters and
publications received from outside sources, mass mailings received for informational
purposes, advertisements, spam and junk mail, drafts that are replaced by newer or final
versions, and duplicates. If records exist in multiple formats (such as paper and
electronic), agencies can decide which format to use for retaining their records, they
don’t have to keep both. If multiple offices possess the same record, they should
communicate with each other about who is responsible for record retention, so they
don’t keep duplicates.
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Examples of Non-records

TQ: Jim TQ: Debbie

FROM: Marilyn FROM: ARMA

CC: Brice SUBJECT: Books

SUBJECT: Contract The Association of Records

For your information, the contract Managers and Administrators has
has been mailed to Purchasing. four new books for sale regarding

e-discovery. They are . . .

TO: DTMB TQ: Dave

FROM: Susan FROM: Karen

SUBJECT: Give Blood! SUBJECT: brochure

The American Red Cress Blood The attached Word document is a
Drive will be heid in Constitution draft for your review. Please let
Hall on November 20. me know if you have any

commients. Thanks.

FI.TNHB HELP. CONNECT. SOLVE.

Examples of non-records include blood drive notices, communications from professional
associations, informational correspondence, etc.
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Personal Records

Records that document non-
government business or activities.
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Personal records document non-government activities.
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Personal Records

* Document your personal life
* Employee benefits
* Personal financial accounts
* Social events with co-workers and friends, etc.
* Personal purchases and shopping
* Store personal records so they are physically separated from government
records

* Personal records should not be created and stored using government

resources
* Executive Directive 2019-05 directs that “state email must not be used for non-state
activity”
ﬁTln'AIB HELP. CONNECT. SOLVE.

Personal records document your personal life, including employee benefits, personal
financial accounts, health, family, social events with co-workers and friends, personal
purchases and shopping, photos, videos, music, etc. They should be stored separately
from government records, using non-government resources. Executive Directive 2019-05
directs that “state email must not be used for non-state activity.”
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Examples of Personal Records
TO: Sandy TQ: SOM Employees
FRCM: Debbie FROM: Civil Service Commission
SUBJECT: Good luck! SUBJECT: Open Enrollment
Congratulztions on your new job! Don't forget to sign up for benefits
It has been great working with you during the open enrollment period.
these past three years. Keep in The deadline is soon.
touch! [Note: This is an official record ror

c5C)

TO: All Division Employees TO: Fairlane Building Employees
FROM: Bob Jones, Director FRGM: Phyllis
SUBJECT: holiday SUBJECT: car
This year’s annual holiday buffet FYI. I noticad that a blue
will be heid on Deceinber 22 at Oldsmobile in the parking ot with
noon in the conference room. the license plate XYZ 123 has its
Please remember to sign-up to lights on.
bring a dish to pass.

aD
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Examples of personal records that might be created at work include parking information,
office party notices, congratulations, etc.
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File It or Delete It?

Non-record I“.
Materials )

Official
Records
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In summary, records are not equal. Now that we know what records we need to file, we
will look at long we need to keep them.
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Retention and
Disposal

Schedules

Foundation of Records Management
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Schedules are the foundation of records management, because all other decisions about
how to manage records depend in part upon how long the records are kept.
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Retention and Disposal Schedules

* List official records created and maintained by an agency
* Define the retention periods for records

* Provide the only legal authorization for destruction
* Internal policies cannot legally authorize destruction of records

* Should reflect current organization structure and business processes
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Schedules list the records series that are created and maintained by an agency. They
define the retention periods for records, and they authorize the destruction of records.
Internal policies cannot legally authorize the destruction of records, only an approved
schedule can. Records not listed on a schedule are by default permanent, because there
is no authorization to destroy them.

Schedules need to reflect current organization structures and business processes of each

agency, so the schedule is accurate and useful. Government agencies are frequently re-
named, split and merged, so it is important to revise schedules to reflect these changes.
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Wide Variety of Government Records

It does not matter which: 2\%/@

* Tool is used to create the records (Office365 products (Word, Excel,
Access, Outlook, Teams), pen and paper, social media platform,
camera, scanner, etc.)

* Format the records are in (paper, microfilm, electronic documents,
databases, photographs, digital images, voice mail, audio and video
recordings, instant messages, email messages, etc.)

e

* Location where the records are stored (office cubicles, file cabinets,
off-site storage, C: drives, H: drives, S: drives, OneDrive, SharePoint,
CD/DVDs, electronic document management systems, cloud, external
drives, websites, etc.) !

@1
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The retention period for all records is governed by schedules

There are a wide variety of government records. It does not matter which:

* Tool is used to create the records (Office365 products (Word, Excel, Access, Outlook,
Teams), pen and paper, social media platform, camera, scanner, etc.)

* Format the records are in (paper, microfilm, electronic documents, databases,
photographs, digital images, voice mail, audio and video recordings, instant messages,
e-mail messages, etc.)

* Location where the records are stored (office cubicles, file cabinets, off-site storage, C:
drives, H: drives, S: drives, OneDrive, SharePoint, CD/DVDs, electronic document
management systems, cloud, external drives, websites, etc.)

The retention period for all records is governed by schedules
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Schedule Approval Process

* Approved schedules are legal documents
* Schedules are approved by:

* Agency representative

* Records Management Services
* Archives of Michigan

* Attorney General

* Auditor General

e State Administrative Board
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All schedules are reviewed and approved by an agency representative (who is usually the
division director), by Records Management Services, the Archives of Michigan, Attorney
General (for state government only), Auditor General (also state government only) and
the State Administrative Board. The State Administrative Board is the final approving
entity on the document, so their approval date is the effective legal date of the document.
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Determining Retention Periods

* Keep records as long as they have:

Operational/Administrative Value

Fiscal Value

Legal Value

Historical/Archival Value

* Destroy records when their value ceases to exist

‘T
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How does the State of Michigan determine what is the appropriate retention period for a
record?

First, we look at the record’s administrative value to determine how long the agency needs
the record to support its daily work activities.

Next, we look at the record’s fiscal value to determine how long it is needed to close financial
accounts and support auditing.

Next, we look at the record’s legal value to ensure that records are kept as long as they are
needed as evidence to document compliance with legal requirements. There are a lot of
state and federal laws that tell us we have to create records. Rarely, do they tell us how long
to keep the records after they are created. However, laws need to be consulted to determine
if they define a retention period for various records.

Finally, we look at whether the record should be preserved permanently to document the

history of the State of Michigan. Then we set a retention period for when all of these values
cease to exist.
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17/RMsS

38555 Records Center
- Disposal and
Archives Transfer
Files (supersedes
item #24474)

28558 Disposition Hold
- Records

STATE OF MICHIGAN

OS5 - Record:s Management Services

Series Description retention J——
Period Date

These records decument the
approval from the owning agency
of the destruction of records they
have stored at the Records Center
or in electronic repositories
administered by Records
Management Services, as well as
the transfer of records from the
Records Center [or electronic
repositories administered by
Records Management Services) to
the Archives of Michigan. They
may include, but may not be
limited fo. spreadsheets that track
steps in the process.
correspondence, source document
job orders that are received from
record reproduction vendors who
are returning records that are
eligible for destruction, disposal
pick-up receipts received from the
confidential records destruction
vendor, and disposition hold
processing.

These records document
orders/requests fo hold records in
storage and prevent their
disposition. These holds may be
placed on records that are needed
for FOIA requests, litigation, audits,
investigations, retention schedule
changes. etc. The records may
include, but may not be limited to,
comrespondence, and data.

General schedules are available online

RECORDS RETENTION AND DISPOSAL SCHEDULE
Department of Technelogy, Management and Budget

RETAIN UNTIL:
Disposal or
transfer cycle is
completed
PLUS: 10 years
THEM: Destroy

2/19/2013

Retention Period
RETAIN UNTIL: a
defined trigger

PLUS: additional time
THEN: Destroy or
Transfer to the Archives

RETAIN UMNTIL:
Hold is liffed

PLUS: 5 years
THEM: Destroy

2/19/2013

This agency-specific scheduls supplements the approved general schedules.

hitps-//statecfmichigan sharepoint.com/teams/finsidemi/recordsmanagement/Pages/schedules aspx

Reading Schedules

In 2017 RMS re-formatted the Retention and Disposal Schedules to make them easier to
read and follow. The retention period contains narrative language that defines how long
the record is kept, and whether it should be destroyed or transferred to the Archives of
Michigan for permanent preservation.

An excerpt of the Retention and Disposal Schedule for Records Management Services is
displayed on the screen.
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Types of Schedules

Specific Schedule
Specific Schedule Agency 2
Agency 1

General Schedules

(all agencies)
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There are two types of schedules that are used in Michigan: general schedules and
agency-specific schedules. All offices need to use both types of schedules, because they
supplement each other.
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General Schedules

* Used by all agencies

* Cover records common to a function or type of agency

* Reduce duplication of effort

* Promote consistent retention

* Do not mandate that records be created

* Retention period applies to all formats (paper, microfilm, electronic, etc.)
* General Schedules are available online
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General schedules are used by all agencies, and cover records that are common to a

particular function or type of agency.

* They reduce duplication of effort. By covering a record series once on a general
schedule, we don’t have to list it on each agency’s specific schedule. Public records not
listed on a general schedule must be listed on an agency-specific schedule.

* They promote consistent retention practices. So for example, everyone who has FOIA
requests keeps them for the same 1 year retention period.

* General schedules do not mandate that records be created; they simply establish a
retention period, in case the records are created.

* General schedules do not specify the format of the record. Some offices could keep
the records in paper, and others could use digital imaging, and this is acceptable.

* General schedules are published on inside.michigan.gov/recordsmanagement.
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General Schedules

* General Schedule 1 - Non-Records

* General Schedule 5 - Administrative Records

* General Schedule 6 - Accounting And Purchasing

* General Schedule 7 - Human Resources
* General Schedule 8 - Metadata
e General Schedule 9 - Technology Systems Records

* General Schedule 10 - Procurement Records
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E:ﬂ‘l‘ iD HELP. CONNECT. SOLVE.

This is a list of the general schedules that are approved for use by the Executive Branch.
General Schedule 1 - Non-Records

General Schedule 5 - Administrative Records

General Schedule 6 - Accounting And Purchasing

General Schedule 7 - Human Resources

General Schedule 8 - Metadata

General Schedule 9 - Technology Systems Records

General Schedule 10 - Procurement Records
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Agency-Specific Schedules

* Used only by the named agency
* Cover records that are unique to the agency
* Cover records not listed on general schedules

* Specific schedules override general schedules when records are listed on
both

* May identify the format of a record
e Agency-Specific Schedules are available online
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Agency-specific schedules are used only be the named agency, and cover records that are
not listed on general schedules, because the records document the unique functions of
that agency. Specific schedules always override general schedules when a record is listed
on both, because the agency needs a different retention period than is listed on the
general schedule.

Specific schedules may identify the format of a record.

Specific schedules are published on inside.michigan.gov/recordsmanagement.
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Agency-Specific Schedules

* More than 670 specific schedules, cover more than 9,200 record series
* RMS works with agencies to develop and revise schedules
* RMS routes schedules for approval

* Contact RMO to create or revise a schedule
* RMO will contact RMS to initiate the project
* Revisions are often fast and easy
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Currently, there are over 670 specific schedules for the Executive Branch, covering over
9,200 record series.

RMS works with agencies to develop and revise schedules, and then RMS routes the
schedules for approval. If you need to create or revise a schedule, contact your
department’s RMO, and they will contact RMS to initiate the project. Revisions are often
fast and easy to do, so don’t hesitate to request assistance.
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Retention Schedule Compliance

* Records need to be reviewed regularly (at least annually)
* Identify which records met their retention period

* Records Management Liaison (RML) should coordinate clean-up activities

* RMS does not audit agencies to confirm compliance with schedules —it is
the agency’s responsibility

* Benefits: saves space (physical and electronic), saves money, improves
retrieval of information

==

X
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Retention and Disposal Schedules can help and protect agencies, but they are only useful
if the agency follows them to apply retention.

Agencies need to review all records (paper and electronic) regularly, such as monthly or
annually, to identify which met their retention period. The first clean up event may be
complicated, but if it is repeated regularly, it will get easier. Office directors should
designate a records management liaison (RML) to coordinate clean up activities.

RMS does not audit agencies to confirm compliance with Retention and Disposal

Schedules — it is the agency’s responsibility. Applying retention saves space (physical and
electronic), saves money, and improves retrieval of information.
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Records Maintained by Service Providers

* Agency records may be maintained by a service provider

* Records Center, DTMB-IT, cloud service provider, contracted vendor, etc.
* Records are still the property of the agency

* Records must be listed on the agency’s schedule

* Agency is responsible for retention compliance
* Contract or service agreement should:

* Reference the retention period from the schedule

* Define frequency of record disposition process

* Establish a process for suspending destruction for legal holds

* Ensure destroyed records cannot be recovered/reconstructed/released

Administrative Guide Procedure 910.05

"TRAD
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Agencies do not always have possession of all of their records. Some records may be
maintained by a service provider instead, such as the Records Center, DTMB-IT, cloud
service providers, contracted vendors, etc. These records are still the property of the
agency and must be listed on the agency’s Retention and Disposal Schedule. The agency
is responsible for ensuring these records are retained in compliance with the schedule.

Agencies should review their contract or service agreement to ensure that it references
the retention period from the schedule (note that this can affect storage costs), defines
the frequency of the record disposition process (destruction or transfer to the Archives of
Michigan), establishes a process for suspending destruction for legal holds, and ensures
that the destroyed records cannot be recovered, reconstructed or released. — per
Administrative Guide Procedure 910.05.
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Records Requests

* Freedom of Information Act (FOIA), Litigation, Audits and Investigations
* Allow people/entities to request copies of records

* Authorized coordinators will collect and release applicable records
* Process can be time consuming and expensive

* If agencies regularly follow their schedules, fewer records will need to be
reviewed and released

* Avoid penalties: stop destruction of relevant records when request is
received
* Legal holds suspend schedules
* Confirm whether there are holds before records are destroyed

F‘Tln'nla HELP. CONNECT. SOLVE.

Government agencies often receive requests to access their records. These requests may
be the result of Freedom of Information Act (FOIA) inquiries, litigation, audits or
investigations.

Authorized coordinators are responsible for collecting the requested records and
releasing the applicable records. Other employees should not respond to these requests.
The process of collecting and reviewing records can be very time consuming and
expensive. However, if agencies regularly follow their schedules, fewer records will need
to be reviewed and released.

It is also very important to stop destruction of relevant records when a request is
received. A legal hold should be placed on all requested records, and the retention
schedule should be suspended until the hold is lifted. Failure to stop destruction can
result in significant penalties.

It is important to confirm whether the agency is subject to any legal holds before records

are destroyed. Supervisors should be able to confirm if there are any legal holds that
affect the office.
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Litigation Holds

* Litigation holds suspend schedules
* Duty to preserve evidence begins:
* Notice is received
* Trigger event (examples)
* Litigation is threatened
* Plans are made to begin litigation against another party
* Complaints or accusations are received

* Communication from attorney is received stating that a party intends to commence
litigation and demands the preservation of relevant information

* Always consult Department of Attorney General about litigation

"TRAD
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Litigation holds suspend schedules. However, when should agencies stop destroying

records? The duty to preserve evidence begins when a notice is received, or when a

trigger event happens. Some examples include:

* Litigation is threatened

* Plans are made to begin litigation against another party

* Complaints or accusations are received

* Communication from attorney is received stating that a party intends to commence
litigation and demands the preservation of relevant information

Always consult Department of Attorney General or other legal counsel to confirm.
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Why Follow a Retention Schedule?

* Risks associated with keeping records too long
* Wastes space
* Harder to find records you need
* Records must be reviewed for FOIA and litigation
* Risks associated with destroying records too soon
* Violation of Michigan law
* Exposes agency to liability if the records are requested via FOIA or litigation
* Avoid random record purging by establishing a routine within the normal
course of business for destroying records

"TRAD
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Bottom line, why is it important to follow a retention schedule?

There are risks associated with keeping records too long: they waste space, they make it
harder to find records you need, and the records must be reviewed for FOIA and litigation
requests.

There are also risks associated with destroying records too soon: it is a violation of
Michigan law, and it exposes the agency to liability if the records are requested via FOIA
or litigation and they cannot be produced.

It is really important that agencies avoid random purging of records by establishing a
routine within the normal course of business. Records clean up can take place at the end
of the month, the end of the year, the end of the fiscal year, or at some slow time of year,
if such a thing actually exists. Schedules cannot protect agencies from risks if they are
never reviewed and implemented.
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Tip: Know Your Records

* There are many Retention and Disposal Schedules
* You don’t have to memorize all of them!

* Most employees work with only a few records series on a regular basis
* Know the retention periods for the records supporting your job duties

"TRAD
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There are a lot of Retention and Disposal Schedules and some of them list a lot of records.
You don’t have to memorize them all. Most employees work with only a few records
series on a regular basis. You only need to know the retention periods for the records
that support your job duties.
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HELP. CONNECT. SOLVE.

Approximately 5% of state government records are approved for transfer to the Archives
of Michigan on Retention and Disposal Schedules. Every state agency has the potential to
create records that will be transferred to the Archives.
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What does “Transfer to the Archives of Michigan” mean?

* After the agency’s need to use the record ends only two actions are
possible:
* Destruction
* Transfer to the Archives of Michigan
* Requirement to transfer the records is documented on the Retention and
Disposal Schedule
* Legal obligation, records cannot be destroyed
* Less than 5% of all government records are archival
* All agencies have potential to produce archival records

"TRAD
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After the agency’s need to use its records ends, only two actions are possible:
destruction or transfer to the Archives of Michigan. The requirement to transfer records
to the Archives is documented on the schedule. This requirement is a legal obligation,
which means the records cannot be destroyed. Less than 5% of all government records
are archival, but all agencies have the potential to produce archival records.
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Why does the Archives want certain records?

* Preserve Michigan history
* Document how government operates
* Protect the rights of citizens
* Document society or important events
* Make Michigan history available to the public
* All formats: paper, electronic, audio, photographs, video, maps, microfilm, etc.
* Examples:
* Meeting materials of public bodies (minutes, agendas)
* Election results and precinct maps
* Transportation maps and engineering drawings
* Vital records (birth, death, marriage, divorce)
* Photos and videos of important people, events, places, etc.
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The Archives of Michigan is responsible for the identification and permanent preservation
of public and private records that document significant government activities and historic
eras or events. Historically significant public records document how government
operates, protect the rights of citizens, and document society or important events.

The Archives makes Michigan history available to the public. Records in the Archives are
in all formats, including paper, electronic, audio, photos, maps, microfilm, etc. Examples
include meeting records of public bodies, election results, transportation maps, vital
records, photos, and more.
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This is a picture of a map from the 1830s that is in the Archives. It is clear that the map
makers did not understand the West side of the state very well. Very few people had

explored this side of the state at that point in time, and they had not documented what
the true coastline looks like.
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What does the Archives do with the records?

* Records are kept forever
* Never destroyed

* |f Archives determines later on that the records are not archival, the Retention and
Disposal Schedule is changed to authorize destruction (agency is notified)

* Records are kept in a safe and secure environment
* State-of-the-art storage space designed for preservation
* Security controls and procedures

* Records are accessible to the public on-site and online
* Special procedures are used to protect confidential records

"TRAD
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The records in the Archives are kept forever, they are never destroyed. If the Archives
determines later on that the records are not archival, the Retention and Disposal
Schedule is changed to authorize destruction and the agency is notified.

The Archives keeps records in a safe and secure environment that includes state-of-the-
art storage space that is designed for preservation. The Archives also employs security

controls and procedures.

The records in the Archives are accessible to the public via on-site visit and online tools.
Special procedures are used to protect confidential records in the Archives.
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Archives of Michigan

702 West Kalamazoo Street
Lansing, Michigan 48913
517-335-2576
archives@michigan.gov

http://www.michigan.gov/archivesofmi/

HELP. CONNECT. SOLVE.

BTViB

The Archives is located in the Michigan Library and Historical Center building at 702 W.
Kalamazoo St in Lansing. You can call the Archives at 517-335-2576 or email them at
archives@Michigan.gov. Their website is www.Michigan.gov/archivesofmi.
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Additional

Education 5
Resources and

Services

HELP. CONNECT. SOLVE.

There are additional education resources and services that are available from Records
Management Services.
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Records Management Training

* Live Classes (register via the SOM Learning
Center)
* Basic Records Management
* How to Manage Records
* Imaging and Document Management
* Content Manager (CM9)
* Online Training
* SOM Learning Center
* Online Guidance
* inside.michigan.gov/recordsmanagement
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RMS offers free records management training to government employees. Live training is
offered quarterly to state employees in Lansing. Employees can register for live classes
via the SOM Learning Center.
https://stateofmichiganlearningcenter.csod.com/client/stateofmichiganlearningcenter/de

fault.aspx

In addition, all classes and additional guidance documents are available online. Topics
include Records Center user instructions, email management, confidential records
destruction, and more. The online training is available via the SOM Learning Center, and
online guides are available at inside.michigan.gov/recordsmanagement.
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State Records Center

* Services

* Temporary storage for inactive physical
records in boxes

* Open shelf (unboxed) storage for
active paper records

* Security

* Records are accessible to authorized
individuals

* Fire and theft protection

ﬁ. !‘V’HB HELP. CONNECT. SOLVE.

The State Records Center that is operated by RMS provides for the temporary storage of
inactive physical records in boxes for state agencies. The State Records Center recently
added a fee-based service called “Open Shelf” for unboxed storage of active paper
records.

All records remain the property of the creating agency, and can only be accessed by
authorized individuals. Agencies can pick up records at the Records Center for urgent
retrievals. Normal retrieval is 1-3 business days. The building also has fire and theft
protection.
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Electronic Document Management (EDM)

* Storage and maintenance of electronic records in all formats

* EDM benefits
* Strong security
* Robust searching tools
* Document check-out/check-in
* Version control of documents
* Retention schedules are applied

* Enterprise-available solution
* RMS provides a needs assessment and price quote upon request

"TRAD
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Records Management Services offers various electronic document management (EDM)
services to state agencies. EDM systems provide storage and maintenance of electronic
records in all formats. Benefits of EDM include: strong security, robust searching tools,
document check-out/check-in, version control of documents, and retention schedules are
applied. RMS provides a needs assessment and price quote upon request for agencies
interested in using the enterprise-available EDM solutions.

54



What did you

learn today?

HELP. CONNECT. SOLVE.

Discuss questions that were not addressed during the training.
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Class Evaluation

* Thank you for attending

* You will receive an email in 1-2 days inviting you to fill out an evaluation
* Login to the State of Michigan Learning Center

* Go to the Learning menu
* Select View Your Transcript
* Find this class in the list, and select the Evaluate button

* Evaluation is open for 10 days
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ﬁT!‘I‘ iD HELP. CONNECT. SOLVE.

Thank you for attending. You will receive an email in 1-2 days inviting you to fill out an
evaluation of this class.

Login to the State of Michigan Learning Center. Go to the Learning menu. Select View Your
Transcript. Find this class in the list, and select the Evaluate button.

Evaluation is open for 10 days

56



Records Management Services
3400 N. Grand River Ave.

Lansing, Michigan 48909
517-335-9132

recordscenter@michigan.gov

Records
Management

Services

State Government Services
https://inside.michigan.gov/recordsmanagement

Local Government Services
https://www.michigan.gov/recordsmanagement/

TAAD
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Please contact Records Management Services if you need assistance with records
retention, recordkeeping systems, and other records management issues. The phone
number is 517-335-9132.

Thank you for taking this online class. We hope you will visit our website and take more
records management classes.
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	Structure Bookmarks
	Basic Records ManagementRecords Management Services State of Michigan 
	HELP. CONNECT. SOLVE. What do you want to learn today? 
	Please write on a piece of paper or index card why you came to today’s class and then pass it up to the front. We’ll go through these at the end of the class and make sure we addressed everything. 
	Overview 
	• 
	• 
	• 
	Records Management Introduction 

	• 
	• 
	Defining Records 

	• 
	• 
	Retention and Disposal Schedules 

	• 
	• 
	Preservation of Historical Records 

	• 
	• 
	Additional Resources and Services 


	Figure
	HELP. CONNECT. SOLVE. 
	This training provides an overview of the basic information that every Michigan government employee needs to know about records management. Topics to be discussed include Michigan laws related to records management, the different types of records, records Retention and Disposal Schedules, preservation of historical records, and additional resources that are available about records management topics. 
	Poll 
	What words do you think of when you hear the phrase "records management"? 
	What words do you think of when you hear the phrase "records management"? 
	HELP. CONNECT. SOLVE. 
	Poll: What words do you think of when you hear the phrase "records management"? 
	Timeline 
	1913: Michigan Historical Commission 1950: Little Hoover Commission 1951: State Office Building Fire 1952: Records Management Legislation 1954: State Records Center Opens Current:  Archives of Michigan, DNR 
	Records Management Services, DTMB 
	Figure
	HELP. CONNECT. SOLVE. 
	Michigan’s archives and records management programs were originally established in 1913 with the passage of the Historical Commission Act. This act created the Archives of Michigan, and established it as the official repository for preserving historically valuable Michigan government records. It also established that public records were the property of the people of Michigan. 
	Fast forward several years, and the State of Michigan created what was called the “Little Hoover Commission,” to investigate ways to improve the efficiency of Michigan government. A task force of the commission was assigned the responsibility of determining whether the State should establish a records management program. The task force was about to issue its recommendations to create a records management program when in 1951 there was a state office building fire. 
	In 1952 the Michigan Legislature passed the first records management legislation. In 1954 the State Records Center opened for storing inactive records.  The Records Center moved to its current location in 2008. 
	The Archives of Michigan is now an agency within the Department of Natural Resources, and the Records Management Services is an agency within the Department of Technology, Management and Budget. 
	Disaster! 
	• February 1951 
	• 
	• 
	• 
	State Office Building burns for 3 days 

	• 
	• 
	15 firefighters injured 

	• 
	• 
	Over 8000 cubic feet of records and books destroyed 

	• 
	• 
	$3 million damage 

	• 
	• 
	Top floor destroyed 


	Figure
	HELP. CONNECT. SOLVE. 
	In 1951 there was one state office building that all state employees in Lansing worked in. An employee of the Department of Highways (now MDOT feared he was going to be drafted to serve in the Korean War. He thought that if he committed a misdemeanor crime he could avoid the draft. So, he dumped the ashes from his pipe into his wastebasket and went to lunch. It was a freezing cold February and the fire burned for 3 days. Firefighters from surrounding communities came to Lansing to help fight the fire, but w
	15 firefighters were injured fighting the fire, and more than 8000 cubic feet of records and books were destroyed. The damages cost $3 million. The individual who set the fire was caught and was sent to Jackson Prison. However, it was determined that he was married, and his wife was pregnant at the time‐‐factors that would have allowed him to avoid the draft. Meanwhile state government was having serious problems, because its primary office building and records were destroyed. 
	The State Office Building is still in use today. It is now named the Lewis Cass Building. However, it is one floor shorter than it was prior to the fire. The Michigan Legislature responded quickly to the disaster and the task force report. 
	Records Retention and Records Management Training Physical Records Storage Electronic Document Management Scanning Services eSig Confidential Records Destruction Records Management Services 
	HELP. CONNECT. SOLVE. 
	RMS is responsible for the development, review and approval of records Retention and Disposal Schedules. RMS also provides records management training—like this class, physical records storage services, electronic document management services, scanning services, eSignature solutions, and confidential records destruction services. 
	Records Management Officers (RMO) 
	Figure
	• 
	• 
	• 
	Each department has an RMO 

	• 
	• 
	RMOs are appointed by the department director 

	• 
	• 
	Coordinate records management activities of department 

	• 
	• 
	Agency’s contact person for questions and assistance 

	• 
	• 
	Liaison with RMS 

	• 
	• 
	List of RMOs is available online 


	Figure
	HELP. CONNECT. SOLVE. 
	Each department has a Records Management Officer (RMO) who is appointed by the department’s director. RMOs are responsible for coordinating records management activities for their department, and they are the first person who should be contacted when an agency has a question or needs assistance.  A list of the RMOs is available online on (see the end of this training for instructions to access the website). 
	InsideMichigan 

	Records Management Principles 
	• 
	• 
	• 
	If the information is recorded it is a record 

	• 
	• 
	Public records are evidence of government activities 

	• 
	• 
	Destruction must be authorized by an approved Retention and Disposal Schedule 

	• 
	• 
	Records must remain accessible and usable for the entire retention period 

	• 
	• 
	All records that document an activity should be stored together 

	• 
	• 
	Every employee who creates, receives or maintains records is responsible for records retention 


	HELP. CONNECT. SOLVE. 
	There are certain principles that records managers follow.  First, if information is recorded on any medium, it is a record.  
	Public records are evidence of the activities of government.  
	Destruction of records must be authorized by an approved records Retention and Disposal Schedule.  
	Records need to remain accessible and usable for their entire retention period.  Storing records on a floppy disk that no longer works with your computer is not fulfilling your requirements for record retention. 
	All records that document an activity should be stored together, so you only have to look one place to find the document you need or the answer to your question. 
	Finally, every employee who creates, receives, or maintains records has a responsibility for records retention. 
	Laws 
	• 
	• 
	• 
	Freedom of Information Act, Definitions • M.C.L. 15.231‐15.232 

	• 
	• 
	Management and Budget Act, Records Management • M.C.L. 18.1284‐1292 

	• 
	• 
	Michigan History Center Act • M.C.L. 399.809‐812 

	• 
	• 
	Penal Code, Public Records • M.C.L. 750.491 

	• 
	• 
	Records Reproduction Act 


	Figure
	• Michigan’s RM laws are available online 
	M.C.L. 24.401‐24.406 

	Figure
	Figure
	HELP. CONNECT. SOLVE. 
	There are several Michigan laws that address records management. 
	The first is the Freedom of Information Act (or FOIA), which contains a definition of public records.  There are actually multiple definitions of “public records” in Michigan law.  They are all complimentary and don’t contradict each other, but the FOIA definition is the one that is cited most frequently.  We will look at this definition in a few minutes.  
	Next is the Management and Budget Act, which prescribed the responsibilities of the Records Management Services, as well as the responsibilities of all state employees to manage records. 
	Next is the Michigan History Center Act, which states that public records can only be destroyed with the authorization of an approved Retention and Disposal Schedule.  
	The Michigan Penal Code establishes misdemeanor penalties, including fines and jail time, for destroying a public record without the authorization of an approved schedule.  
	Finally, the Records Reproduction Act regulates the reproduction of records into different formats. 
	All of these laws are available from the Michigan Legislature’s website, . 
	www.legislature.mi.gov
	www.legislature.mi.gov


	What is a Record? 
	HELP. CONNECT. SOLVE. 
	Let’s start by defining what is a record. 
	Records 
	Record 
	Record 
	Means recorded information in physical or electronic formats, made or received by a Michigan government agency or employee. Records document the performance of government business, and serve as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities. 
	‐‐Administrative Guide Procedure 0910.01 

	Public Record 
	Public Record 
	A writing prepared, owned, used, in the possession of, or retained by a public body in the performance of an official function, from the time it is created. 
	‐‐Michigan’s Freedom of Information Act (FOIA) 
	HELP. CONNECT. SOLVE. 
	According to the State of Michigan’s Administrative Guide Procedure 0910.01, the word “Record” means recorded information in physical or electronic formats, made or received by a Michigan government agency or employee.  Records document the performance of government business, and serve as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities. 
	Michigan’s Freedom of Information Act (FOIA) defines a Public Record as “A writing prepared, owned, used, in the possession of, or retained by a public body in the performance of an official function, from the time it is created.” 
	Basically, if the information is recorded on any medium, and if it documents the work that you do as a government employee it is a record. 
	Not All Records Are Equal… Keep• Official Records Don’t Keep• Transitory Records • Non‐record Materials • Personal Records 
	HELP. CONNECT. SOLVE. 
	There are some records we need to keep, such as records that document official functions. And there are some records we don’t need to keep, such as transitory records, non‐record materials and personal records.  We will discuss each of these types separately. 
	Recorded information that is “prepared, owned, used, in the possession of, or retained by an agency in the performance of an official function.” Official Records 
	Source:  Michigan’s Freedom of Information Act (FOIA) 
	HELP. CONNECT. SOLVE. 
	The first category we will discuss is Official Records.  Michigan’s Freedom of Information Act (FOIA) defines a official records as recorded information that is “prepared, owned, used, in the possession of, or retained by a public body in the performance of an official function.” 
	Official Records 
	• 
	• 
	• 
	Retention is governed by Retention and Disposal Schedules 

	• 
	• 
	Document activities of the agency 

	• 
	• 
	Document how employees perform their job duties 

	• 
	• 
	Supervisor should decide where they are stored 

	• 
	• 
	Supervisor should promote consistent recordkeeping 


	HELP. CONNECT. SOLVE. 
	Retention of official records is governed by Retention and Disposal Schedules, both general and agency‐specific. 
	Official records document the activities of the agency, and how employees perform their jobs.  Supervisors should decide where official records are stored, and should promote consistent recordkeeping practices, so everyone in the office can access the records they need to do their jobs. 
	Examples of Official Records 
	Contract Please change the fourth paragraph in contract #10775 to read, “payment must be received within 30 days”, removing the phrase “60 days.” 
	Joe Jim 
	SUBJECT: FROM: TO: 
	Figure

	decision that there is not sufficient 
	justification to approve the 
	based upon the fact that . . . 
	reallocation for Susan’s position, 
	After further review, it is our 
	TO: Bob SUBJECT: FROM: Carol, Personnel Director 
	TO: Bob SUBJECT: FROM: Carol, Personnel Director 
	Figure

	Reallocation 
	Contract Thank you for your question. The intent is to guarantee unit prices to all state agencies and to provide a mechanism to easily obtain imaging services. 
	FROM: Lisa 
	Vendor 
	SUBJECT: TO: 
	Figure

	Appointment This is your official notification of your appointment to the Taxation Committee. Your responsibilities include . . . 
	Mark John 
	SUBJECT: FROM: TO: 
	Figure

	HELP. CONNECT. SOLVE. 
	Examples of official records include directions to change the language of a contract, answers to questions, decisions about personnel issues, and notices of appointments to a committee, including a list of responsibilities. 
	16 
	Creating Work Records with Personal Resources 
	• 
	• 
	• 
	• 
	Government business conducted using personal resources creates public records 

	• 
	• 
	• 
	Personal email account 

	• 
	• 
	Social media tools (such as Facebook or Twitter) 

	• 
	• 
	Personal cell phones 

	• 
	• 
	Home computer 



	• 
	• 
	Subject to Retention and Disposal Schedules, as well as FOIA or litigation 

	• 
	• 
	Executive Directive 2019‐05 prohibits the use of private email for the conduct of state business 


	HELP. CONNECT. SOLVE. 
	If you conduct government business using personal resources, the records that are created may be government records.  If so, they are subject to Retention and Disposal Schedules, as well as FOIA and litigation. Personal resources include personal email accounts, social media tools (such as Facebook or Twitter), personal cell phones, home computers, etc. Executive Directive 2019‐05 prohibits the use of private email for the conduct of state business. 
	Records relating to agency activities that have temporary value and do not need to be retained once their intended purpose has been fulfilled. Transitory Records 
	Source:  General Schedule 5.00 
	HELP. CONNECT. SOLVE. 
	Transitory records document work activities, but they have little value once the activity is completed and should be destroyed. For state employees, their retention is governed by General Schedule #5.00. 
	Transitory Records 
	• 
	• 
	• 
	Can be disposed of when activity is completed (GS #5.00) 

	• 
	• 
	• 
	Examples: 

	• 
	• 
	• 
	Requests or reminders to do a routine task 

	• 
	• 
	Simple inquiries about policies, office location and hours, etc. 

	• 
	• 
	Information that is published somewhere, like the internet or a procedure manual 

	• 
	• 
	Temporary documents that are replaced by other records that serve as evidence of the activity 




	HELP. CONNECT. SOLVE. 
	Transitory records can be disposed of when the activity is completed.  Transitory records include requests or reminders to do a routine task, simple inquiries about policies, office location and hours, information that is published somewhere, like the internet or a procedure manual, and temporary documents that are replaced by other records that serve as evidence of the activity. 
	Examples of Transitory Records 
	TO: Staff FROM: Janet SUBJECT: staff meetings The staff meetings will be held on Tuesday mornings from now on instead of Thursday afternoons. 
	HELP. CONNECT. SOLVE. 
	Examples of transitory records include notices about meetings (remember, calendars are records), requests for supplies (note that a purchase order will be created as evidence of the purchase), requests for copies of documents, etc. 
	supplies I noticed that there are no more blue ink pens in the supply cabinet. Can you please order more?  Thanks. 
	Marilyn Doug 
	SUBJECT: FROM: TO: 
	Figure

	Retention Schedule Would you please e-mail me a copy of the schedule for Administrative Services? 
	FROM: Becky 
	Doug
	SUBJECT: TO: 
	Figure
	Figure

	training You have my approval to attend the seminar “Buying over the Internet.” Please complete your registration form within the next two weeks. 
	Debbie 
	FROM: Jim SUBJECT: TO: 
	Figure

	20 
	Recorded information in the possession of an agency that is not needed to document the performance of an official function. Non‐records 
	Source:  General Schedule #1 
	HELP. CONNECT. SOLVE. 
	Non‐record materials are recorded information in the possession of an agency that is not needed to document the performance of an official function.  They are defined by General Schedule #1.  
	Non‐records 
	• 
	• 
	• 
	Can be disposed of when they are no longer needed for reference purposes (GS #1) 

	• 
	• 
	• 
	Examples: 

	• 
	• 
	• 
	Publications received from outside sources 

	• 
	• 
	Mass mailings, notices, flyers, advertisements, spam, junk mail 

	• 
	• 
	Drafts that are replaced by new or final versions 

	• 
	• 
	• 
	Duplicates 

	• 
	• 
	• 
	Agencies can decide which format to use for retaining their records, if records exist in multiple formats 

	• 
	• 
	If multiple offices possess the same record, they should communicate with each other about who is responsible for record retention 






	HELP. CONNECT. SOLVE. 
	Per General Schedule #1, non‐records can be disposed of when they are no longer needed for reference purposes.  Non‐record materials include brochures, newsletters and publications received from outside sources, mass mailings received for informational purposes, advertisements, spam and junk mail, drafts that are replaced by newer or final versions, and duplicates.  If records exist in multiple formats (such as paper and electronic), agencies can decide which format to use for retaining their records, they 
	Examples of Non‐records 
	 mailed to Purchasing. 
	TO: Jim FROM: Marilyn CC: Brice SUBJECT: Contract For your information, the contract 
	has been
	Figure

	Books The Association of Records Managers and Administrators has four new books for sale regarding e-discovery. They are . . . 
	Debbie ARMA 
	SUBJECT: FROM: TO: 
	Figure

	Give Blood! The American Red Cross Blood Drive will beHall on November 20. 
	 held in Constitution 
	Figure

	DTMB Susan 
	SUBJECT: FROM: TO: 

	brochure The attached Word document is a 
	Please let me know if you have any comments. Thanks. 
	Karen 
	TO: Dave SUBJECT: draft for your review. FROM: 
	Figure

	HELP. CONNECT. SOLVE. 
	Examples of non‐records include blood drive notices, communications from professional associations, informational correspondence, etc. 
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	Records that document non‐government business or activities.  Personal Records 
	HELP. CONNECT. SOLVE. 
	Personal records document non‐government activities. 
	Personal Records 
	• 
	• 
	• 
	• 
	Document your personal life 

	• 
	• 
	• 
	Employee benefits 

	• 
	• 
	Personal financial accounts 

	• 
	• 
	Social events with co‐workers and friends, etc. 

	• 
	• 
	Personal purchases and shopping 



	• 
	• 
	Store personal records so they are physically separated from government records 

	• 
	• 
	Personal records should not be created and stored using government resources 


	• Executive Directive 2019‐05 directs that “state email must not be used for non‐state activity” 
	HELP. CONNECT. SOLVE. 
	Personal records document your personal life, including employee benefits, personal financial accounts, health, family, social events with co‐workers and friends, personal purchases and shopping, photos, videos, music, etc. They should be stored separately from government records, using non‐government resources. Executive Directive 2019‐05 directs that “state email must not be used for non‐state activity.” 
	Examples of Personal Records 
	It has been great working with you 
	Congratulations on your new job! 
	these past three years. Keep in 
	these past three years. Keep in 
	Sandy Debbie 
	SUBJECT: touch! FROM: TO: 
	Figure


	Good luck! 
	TO: SOM Employees 
	an official record for 
	FROM: Civil Service Commission SUBJECT: Open Enrollment Don’t forget to sign up for benefits during the open enrollment period. soon. 
	CSC.] [Note: This is The deadline is 
	Figure

	This year’s annual holiday buffet 
	will be held on December 22 at 
	bring a dish to pass. 
	Please remember to sign-up to 
	noon in the conference room. 
	FROM: Bob Jones, Director 
	All Division Employees 
	SUBJECT: TO: 
	Figure

	holiday 
	car FYI. I noticed that a blue Oldsmobile in the parking lot with the license plate XYZ 123 has its lights on. 
	Phyllis 
	SUBJECT: FROM: TO: Fairlane Building Employees 
	Figure

	HELP. CONNECT. SOLVE. 
	Examples of personal records that might be created at work include parking information, office party notices, congratulations, etc. 
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	HELP. CONNECT. SOLVE. File It or Delete It? 
	In summary, records are not equal. Now that we know what records we need to file, we will look at long we need to keep them. 
	Retention and Disposal Schedules 
	Foundation of Records Management 
	HELP. CONNECT. SOLVE. 
	Schedules are the foundation of records management, because all other decisions about how to manage records depend in part upon how long the records are kept. 
	Retention and Disposal Schedules 
	• 
	• 
	• 
	List official records created and maintained by an agency 

	• 
	• 
	Define the retention periods for records 

	• 
	• 
	• 
	Provide the only legal authorization for destruction 

	• Internal policies cannot legally authorize destruction of records 

	• 
	• 
	Should reflect current organization structure and business processes 


	Figure
	HELP. CONNECT. SOLVE. 
	Schedules list the records series that are created and maintained by an agency. They define the retention periods for records, and they authorize the destruction of records.  Internal policies cannot legally authorize the destruction of records, only an approved schedule can.  Records not listed on a schedule are by default permanent, because there is no authorization to destroy them.  
	Schedules need to reflect current organization structures and business processes of each agency, so the schedule is accurate and useful.  Government agencies are frequently renamed, split and merged, so it is important to revise schedules to reflect these changes. 
	‐

	HELP. CONNECT. SOLVE. Wide Variety of Government Records It does not matter which: • Tool is used to create the records (Office365 products (Word, Excel, Access, Outlook, Teams), pen and paper, social media platform, camera, scanner, etc.) • Format the records are in (paper, microfilm, electronic documents, databases, photographs, digital images, voice mail, audio and video recordings, instant messages, email messages, etc.) • Location where the records are stored (office cubicles, file cabinets, off‐site s
	There are a wide variety of government records. It does not matter which: 
	• 
	• 
	• 
	Tool is used to create the records (Office365 products (Word, Excel, Access, Outlook, Teams), pen and paper, social media platform, camera, scanner, etc.) 

	• 
	• 
	Format the records are in (paper, microfilm, electronic documents, databases, photographs, digital images, voice mail, audio and video recordings, instant messages, e‐mail messages, etc.) 

	• 
	• 
	Location where the records are stored (office cubicles, file cabinets, off‐site storage, C: drives, H: drives, S: drives, OneDrive, SharePoint, CD/DVDs, electronic document management systems, cloud, external drives, websites, etc.) 


	The retention period for all records is governed by schedules 
	30 
	Schedule Approval Process 
	• 
	• 
	• 
	Approved schedules are legal documents 

	• 
	• 
	• 
	Schedules are approved by: 

	• 
	• 
	• 
	Agency representative 

	• 
	• 
	Records Management Services 

	• 
	• 
	Archives of Michigan 

	• 
	• 
	Attorney General 

	• 
	• 
	Auditor General 

	• 
	• 
	State Administrative Board 




	Figure
	HELP. CONNECT. SOLVE. 
	All schedules are reviewed and approved by an agency representative (who is usually the division director), by Records Management Services, the Archives of Michigan, Attorney General (for state government only), Auditor General (also state government only) and the State Administrative Board. The State Administrative Board is the final approving entity on the document, so their approval date is the effective legal date of the document. 
	Determining Retention Periods 
	• 
	• 
	• 
	• 
	Keep records as long as they have: 

	• 
	• 
	• 
	Operational/Administrative Value 

	• 
	• 
	Fiscal Value 

	• 
	• 
	Legal Value 

	• 
	• 
	Historical/Archival Value 



	• 
	• 
	Destroy records when their value ceases to exist 


	Figure
	HELP. CONNECT. SOLVE. 
	How does the State of Michigan determine what is the appropriate retention period for a record? 
	First, we look at the record’s administrative value to determine how long the agency needs the record to support its daily work activities.  
	Next, we look at the record’s fiscal value to determine how long it is needed to close financial accounts and support auditing.  
	Next, we look at the record’s legal value to ensure that records are kept as long as they are needed as evidence to document compliance with legal requirements.  There are a lot of state and federal laws that tell us we have to create records.  Rarely, do they tell us how long to keep the records after they are created.  However, laws need to be consulted to determine if they define a retention period for various records.  
	Finally, we look at whether the record should be preserved permanently to document the history of the State of Michigan.  Then we set a retention period for when all of these values cease to exist. 
	Table
	TR
	TH
	Figure

	Retention Period RETAIN UNTIL: a defined trigger PLUS: additional time THEN: Destroy or Transfer to the Archives 



	Reading Schedules 
	Reading Schedules 
	In 2017 RMS re‐formatted the Retention and Disposal Schedules to make them easier to read and follow.  The retention period contains narrative language that defines how long the record is kept, and whether it should be destroyed or transferred to the Archives of Michigan for permanent preservation.  
	An excerpt of the Retention and Disposal Schedule for Records Management Services is displayed on the screen. 
	Types of Schedules General Schedules (all agencies) Specific Schedule Agency 1 Specific Schedule Agency 2 
	HELP. CONNECT. SOLVE. 
	There are two types of schedules that are used in Michigan: general schedules and agency‐specific schedules.  All offices need to use both types of schedules, because they supplement each other. 
	General Schedules 
	Figure
	• 
	• 
	• 
	Used by all agencies 

	• 
	• 
	Cover records common to a function or type of agency 

	• 
	• 
	Reduce duplication of effort 

	• 
	• 
	Promote consistent retention 

	• 
	• 
	Do not mandate that records be created 

	• 
	• 
	Retention period applies to all formats (paper, microfilm, electronic, etc.) 

	• 
	• 
	General Schedules are available online 


	HELP. CONNECT. SOLVE. 
	General schedules are used by all agencies, and cover records that are common to a particular function or type of agency. 
	• 
	• 
	• 
	They reduce duplication of effort.  By covering a record series once on a general schedule, we don’t have to list it on each agency’s specific schedule.  Public records not listed on a general schedule must be listed on an agency‐specific schedule. 

	• 
	• 
	They promote consistent retention practices.  So for example, everyone who has FOIA requests keeps them for the same 1 year retention period. 

	• 
	• 
	General schedules do not mandate that records be created; they simply establish a retention period, in case the records are created. 

	• 
	• 
	General schedules do not specify the format of the record.  Some offices could keep the records in paper, and others could use digital imaging, and this is acceptable. 

	• 
	• 
	General schedules are published on . 
	inside.michigan.gov/recordsmanagement
	inside.michigan.gov/recordsmanagement




	General Schedules 
	Figure
	• 
	• 
	• 
	General Schedule 1 ‐Non‐Records 

	• 
	• 
	General Schedule 5 ‐Administrative Records 

	• 
	• 
	General Schedule 6 ‐Accounting And Purchasing 

	• 
	• 
	General Schedule 7 ‐Human Resources 

	• 
	• 
	General Schedule 8 ‐Metadata 

	• 
	• 
	General Schedule 9 ‐Technology Systems Records 

	• 
	• 
	General Schedule 10 ‐Procurement Records 


	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	HELP. CONNECT. SOLVE. 
	This is a list of the general schedules that are approved for use by the Executive Branch. 
	General Schedule 1 ‐Non‐Records General Schedule 5 ‐Administrative Records General Schedule 6 ‐Accounting And Purchasing General Schedule 7 ‐Human Resources General Schedule 8 ‐Metadata General Schedule 9 ‐Technology Systems Records General Schedule 10 ‐Procurement Records 

	Agency‐Specific Schedules 
	Figure
	• 
	• 
	• 
	Used only by the named agency 

	• 
	• 
	Cover records that are unique to the agency 

	• 
	• 
	Cover records not listed on general schedules 

	• 
	• 
	Specific schedules override general schedules when records are listed on both 

	• 
	• 
	May identify the format of a record 

	• 
	• 
	Agency‐Specific Schedules are available online 


	HELP. CONNECT. SOLVE. 
	Agency‐specific schedules are used only be the named agency, and cover records that are not listed on general schedules, because the records document the unique functions of that agency.  Specific schedules always override general schedules when a record is listed on both, because the agency needs a different retention period than is listed on the general schedule.  
	Specific schedules may identify the format of a record. 
	Specific schedules are published on . 
	inside.michigan.gov/recordsmanagement
	inside.michigan.gov/recordsmanagement


	Agency‐Specific Schedules 
	Figure
	• 
	• 
	• 
	More than 670 specific schedules, cover more than 9,200 record series 

	• 
	• 
	RMS works with agencies to develop and revise schedules 

	• 
	• 
	RMS routes schedules for approval 

	• 
	• 
	• 
	Contact RMO to create or revise a schedule 

	• 
	• 
	• 
	RMO will contact RMS to initiate the project 

	• 
	• 
	Revisions are often fast and easy 




	HELP. CONNECT. SOLVE. 
	Currently, there are over 670 specific schedules for the Executive Branch, covering over 9,200 record series. 
	RMS works with agencies to develop and revise schedules, and then RMS routes the schedules for approval.  If you need to create or revise a schedule, contact your department’s RMO, and they will contact RMS to initiate the project.  Revisions are often fast and easy to do, so don’t hesitate to request assistance. 
	Retention Schedule Compliance 
	• 
	• 
	• 
	• 
	Records need to be reviewed regularly (at least annually) 

	• Identify which records met their retention period 

	• 
	• 
	Records Management Liaison (RML) should coordinate clean‐up activities 

	• 
	• 
	RMS does not audit agencies to confirm compliance with schedules – it is the agency’s responsibility 

	• 
	• 
	Benefits:  saves space (physical and electronic), saves money, improves retrieval of information 


	Figure
	HELP. CONNECT. SOLVE. 
	Retention and Disposal Schedules can help and protect agencies, but they are only useful if the agency follows them to apply retention. 
	Agencies need to review all records (paper and electronic) regularly, such as monthly or annually, to identify which met their retention period. The first clean up event may be complicated, but if it is repeated regularly, it will get easier. Office directors should designate a records management liaison (RML) to coordinate clean up activities.  
	RMS does not audit agencies to confirm compliance with Retention and Disposal Schedules – it is the agency’s responsibility. Applying retention saves space (physical and electronic), saves money, and improves retrieval of information. 
	Records Maintained by Service Providers 
	Figure
	• 
	• 
	• 
	• 
	Agency records may be maintained by a service provider 

	• Records Center, DTMB‐IT, cloud service provider, contracted vendor, etc. 

	• 
	• 
	• 
	Records are still the property of the agency 

	• 
	• 
	• 
	Records must be listed on the agency’s schedule 

	• 
	• 
	Agency is responsible for retention compliance 



	• 
	• 
	• 
	Contract or service agreement should: 

	• 
	• 
	• 
	Reference the retention period from the schedule 

	• 
	• 
	Define frequency of record disposition process 

	• 
	• 
	Establish a process for suspending destruction for legal holds 

	• 
	• 
	Ensure destroyed records cannot be recovered/reconstructed/released 




	Administrative Guide Procedure 910.05 
	HELP. CONNECT. SOLVE. 
	Agencies do not always have possession of all of their records.  Some records may be maintained by a service provider instead, such as the Records Center, DTMB‐IT, cloud service providers, contracted vendors, etc. These records are still the property of the agency and must be listed on the agency’s Retention and Disposal Schedule.  The agency is responsible for ensuring these records are retained in compliance with the schedule. 
	Agencies should review their contract or service agreement to ensure that it references the retention period from the schedule (note that this can affect storage costs), defines the frequency of the record disposition process (destruction or transfer to the Archives of Michigan), establishes a process for suspending destruction for legal holds, and ensures that the destroyed records cannot be recovered, reconstructed or released. – per Administrative Guide Procedure 910.05. 
	Records Requests 
	• 
	• 
	• 
	• 
	Freedom of Information Act (FOIA), Litigation, Audits and Investigations 

	• Allow people/entities to request copies of records 

	• 
	• 
	• 
	Authorized coordinators will collect and release applicable records 

	• Process can be time consuming and expensive 

	• 
	• 
	If agencies regularly follow their schedules, fewer records will need to be reviewed and released 

	• 
	• 
	• 
	Avoid penalties:  stop destruction of relevant records when request is received 

	• 
	• 
	• 
	Legal holds suspend schedules 

	• 
	• 
	Confirm whether there are holds before records are destroyed 




	HELP. CONNECT. SOLVE. 
	Government agencies often receive requests to access their records.  These requests may be the result of Freedom of Information Act (FOIA) inquiries, litigation, audits or investigations. 
	Authorized coordinators are responsible for collecting the requested records and releasing the applicable records.  Other employees should not respond to these requests.  The process of collecting and reviewing records can be very time consuming and expensive.  However, if agencies regularly follow their schedules, fewer records will need to be reviewed and released. 
	It is also very important to stop destruction of relevant records when a request is received.  A legal hold should be placed on all requested records, and the retention schedule should be suspended until the hold is lifted. Failure to stop destruction can result in significant penalties. 
	It is important to confirm whether the agency is subject to any legal holds before records are destroyed.  Supervisors should be able to confirm if there are any legal holds that affect the office. 
	Litigation Holds 
	• 
	• 
	• 
	Litigation holds suspend schedules 

	• 
	• 
	• 
	Duty to preserve evidence begins: 

	• 
	• 
	• 
	Notice is received 

	• 
	• 
	• 
	Trigger event (examples) 

	• 
	• 
	• 
	Litigation is threatened 

	• 
	• 
	Plans are made to begin litigation against another party 

	• 
	• 
	Complaints or accusations are received 

	• 
	• 
	Communication from attorney is received stating that a party intends to commence litigation and demands the preservation of relevant information 



	• 
	• 
	Always consult Department of Attorney General about litigation 




	HELP. CONNECT. SOLVE. 
	Litigation holds suspend schedules. However, when should agencies stop destroying records?  The duty to preserve evidence begins when a notice is received, or when a trigger event happens. Some examples include:  
	• 
	• 
	• 
	Litigation is threatened 

	• 
	• 
	Plans are made to begin litigation against another party 

	• 
	• 
	Complaints or accusations are received 

	• 
	• 
	Communication from attorney is received stating that a party intends to commence litigation and demands the preservation of relevant information 


	Always consult Department of Attorney General or other legal counsel to confirm. 
	Why Follow a Retention Schedule? 
	• 
	• 
	• 
	• 
	Risks associated with keeping records too long 

	• 
	• 
	• 
	Wastes space 

	• 
	• 
	Harder to find records you need 

	• 
	• 
	Records must be reviewed for FOIA and litigation 



	• 
	• 
	• 
	Risks associated with destroying records too soon 

	• 
	• 
	• 
	Violation of Michigan law 

	• 
	• 
	Exposes agency to liability if the records are requested via FOIA or litigation 



	• 
	• 
	Avoid random record purging by establishing a routine within the normal course of business for destroying records 


	HELP. CONNECT. SOLVE. 
	Bottom line, why is it important to follow a retention schedule?  
	There are risks associated with keeping records too long:  they waste space, they make it harder to find records you need, and the records must be reviewed for FOIA and litigation requests.  
	There are also risks associated with destroying records too soon: it is a violation of Michigan law, and it exposes the agency to liability if the records are requested via FOIA or litigation and they cannot be produced.  
	It is really important that agencies avoid random purging of records by establishing a routine within the normal course of business.  Records clean up can take place at the end of the month, the end of the year, the end of the fiscal year, or at some slow time of year, if such a thing actually exists. Schedules cannot protect agencies from risks if they are never reviewed and implemented. 
	Tip:  Know Your Records 
	• 
	• 
	• 
	• 
	There are many Retention and Disposal Schedules 

	• You don’t have to memorize all of them! 

	• 
	• 
	Most employees work with only a few records series on a regular basis 

	• 
	• 
	Know the retention periods for the records supporting your job duties 


	HELP. CONNECT. SOLVE. 
	There are a lot of Retention and Disposal Schedules and some of them list a lot of records.  You don’t have to memorize them all. Most employees work with only a few records series on a regular basis.  You only need to know the retention periods for the records that support your job duties. 
	Archives of Michigan Department of Natural Resources 
	Figure
	Michigan’s first constitution, 1835 
	HELP. CONNECT. SOLVE. 
	Approximately 5% of state government records are approved for transfer to the Archives of Michigan on Retention and Disposal Schedules.  Every state agency has the potential to create records that will be transferred to the Archives. 
	What does “Transfer to the Archives of Michigan” mean? 
	• 
	• 
	• 
	• 
	After the agency’s need to use the record ends only two actions are possible: 

	• 
	• 
	• 
	Destruction 

	• 
	• 
	Transfer to the Archives of Michigan 



	• 
	• 
	• 
	Requirement to transfer the records is documented on the Retention and Disposal Schedule 

	• 
	• 
	• 
	Legal obligation, records cannot be destroyed 

	• 
	• 
	Less than 5% of all government records are archival 

	• 
	• 
	All agencies have potential to produce archival records 




	HELP. CONNECT. SOLVE. 
	After the agency’s need to use its records ends, only two actions are possible: destruction or transfer to the Archives of Michigan. The requirement to transfer records to the Archives is documented on the schedule.  This requirement is a legal obligation, which means the records cannot be destroyed. Less than 5% of all government records are archival, but all agencies have the potential to produce archival records. 
	Why does the Archives want certain records? 
	• 
	• 
	• 
	• 
	Preserve Michigan history 

	• 
	• 
	• 
	Document how government operates 

	• 
	• 
	Protect the rights of citizens 

	• 
	• 
	Document society or important events 



	• 
	• 
	• 
	Make Michigan history available to the public 

	• 
	• 
	• 
	All formats: paper, electronic, audio, photographs, video, maps, microfilm, etc. 

	• 
	• 
	• 
	Examples: 

	• 
	• 
	• 
	Meeting materials of public bodies (minutes, agendas) 

	• 
	• 
	Election results and precinct maps 

	• 
	• 
	Transportation maps and engineering drawings 

	• 
	• 
	Vital records (birth, death, marriage, divorce) 

	• 
	• 
	Photos and videos of important people, events, places, etc. 






	HELP. CONNECT. SOLVE. 
	The Archives of Michigan is responsible for the identification and permanent preservation of public and private records that document significant government activities and historic eras or events.  Historically significant public records document how government operates, protect the rights of citizens, and document society or important events. 
	The Archives makes Michigan history available to the public.  Records in the Archives are in all formats, including paper, electronic, audio, photos, maps, microfilm, etc.  Examples include meeting records of public bodies, election results, transportation maps, vital records, photos, and more. 
	HELP. CONNECT. SOLVE. 1830s Michigan Map 
	This is a picture of a map from the 1830s that is in the Archives.  It is clear that the map makers did not understand the West side of the state very well. Very few people had explored this side of the state at that point in time, and they had not documented what the true coastline looks like. 
	What does the Archives do with the records? 
	• 
	• 
	• 
	• 
	Records are kept forever 

	• 
	• 
	• 
	Never destroyed 

	• 
	• 
	If Archives determines later on that the records are not archival, the Retention and Disposal Schedule is changed to authorize destruction (agency is notified) 



	• 
	• 
	• 
	Records are kept in a safe and secure environment 

	• 
	• 
	• 
	State‐of‐the‐art storage space designed for preservation 

	• 
	• 
	Security controls and procedures 



	• 
	• 
	Records are accessible to the public on‐site and online 


	• Special procedures are used to protect confidential records 
	Figure
	HELP. CONNECT. SOLVE. 
	The records in the Archives are kept forever, they are never destroyed. If the Archives determines later on that the records are not archival, the Retention and Disposal Schedule is changed to authorize destruction and the agency is notified. 
	The Archives keeps records in a safe and secure environment that includes state‐of‐theart storage space that is designed for preservation.  The Archives also employs security controls and procedures. 
	‐

	The records in the Archives are accessible to the public via on‐site visit and online tools. Special procedures are used to protect confidential records in the Archives. 
	Archives of Michigan 
	Figure
	702 West Kalamazoo Street Lansing, Michigan 48913 517‐335‐2576 
	/ 
	archives@michigan.gov 
	http://www.michigan.gov/archivesofmi

	Figure
	HELP. CONNECT. SOLVE. 
	The Archives is located in the Michigan Library and Historical Center building at 702 W. Kalamazoo St in Lansing.  You can call the Archives at 517‐335‐2576 or email them at . Their website is . 
	archives@Michigan.gov
	archives@Michigan.gov

	www.Michigan.gov/archivesofmi
	www.Michigan.gov/archivesofmi


	Additional Education Resources and Services 
	HELP. CONNECT. SOLVE. 
	There are additional education resources and services that are available from Records Management Services. 
	Records Management Training 
	Figure
	Figure
	• 
	• 
	• 
	• 
	Live Classes (register via the SOM Learning Center) 

	• 
	• 
	• 
	Basic Records Management 

	• 
	• 
	How to Manage Records 

	• 
	• 
	Imaging and Document Management 

	• 
	• 
	Content Manager (CM9) 



	• 
	• 
	• 
	Online Training 

	• SOM Learning Center 

	• 
	• 
	Online Guidance 


	• 
	inside.michigan.gov/recordsmanagement 

	HELP. CONNECT. SOLVE. 
	RMS offers free records management training to government employees.  Live training is offered quarterly to state employees in Lansing.  Employees can register for live classes via the SOM Learning Center. 
	fault.aspx 
	https://stateofmichiganlearningcenter.csod.com/client/stateofmichiganlearningcenter/de 


	In addition, all classes and additional guidance documents are available online.  Topics include Records Center user instructions, email management, confidential records destruction, and more.  The online training is available via the SOM Learning Center, and online guides are available at . 
	inside.michigan.gov/recordsmanagement
	inside.michigan.gov/recordsmanagement


	State Records Center 
	Figure
	• 
	• 
	• 
	• 
	Services 

	• 
	• 
	• 
	Temporary storage for inactive physical records in boxes 

	• 
	• 
	Open shelf (unboxed) storage for active paper records 



	• 
	• 
	• 
	Security 

	• 
	• 
	• 
	Records are accessible to authorized individuals 

	• 
	• 
	Fire and theft protection 




	Figure
	Figure
	HELP. CONNECT. SOLVE. 
	The State Records Center that is operated by RMS provides for the temporary storage of physical records in boxes for state agencies. The State Records Center recently added a fee‐based service called “Open Shelf” for unboxed storage of paper records. 
	inactive 
	active 

	All records remain the property of the creating agency, and can only be accessed by authorized individuals.  Agencies can pick up records at the Records Center for urgent retrievals.  Normal retrieval is 1‐3 business days. The building also has fire and theft protection. 
	Electronic Document Management (EDM) 
	• 
	• 
	• 
	Storage and maintenance of electronic records in all formats 

	• 
	• 
	• 
	EDM benefits 

	• 
	• 
	• 
	Strong security 

	• 
	• 
	Robust searching tools 

	• 
	• 
	Document check‐out/check‐in 

	• 
	• 
	Version control of documents 

	• 
	• 
	Retention schedules are applied 



	• 
	• 
	Enterprise‐available solution 


	• RMS provides a needs assessment and price quote upon request 
	Figure
	HELP. CONNECT. SOLVE. 
	Records Management Services offers various electronic document management (EDM) services to state agencies. EDM systems provide storage and maintenance of electronic records in all formats. Benefits of EDM include: strong security, robust searching tools, document check‐out/check‐in, version control of documents, and retention schedules are applied. RMS provides a needs assessment and price quote upon request for agencies interested in using the enterprise‐available EDM solutions. 
	HELP. CONNECT. SOLVE. What did you learn today? 
	Discuss questions that were not addressed during the training. 
	Class Evaluation 
	Figure
	• 
	• 
	• 
	Thank you for attending 

	• 
	• 
	• 
	You will receive an email in 1‐2 days inviting you to fill out an evaluation 

	• 
	• 
	• 
	Login to the State of Michigan Learning Center 

	• 
	• 
	Go to the Learning menu 

	• 
	• 
	Select View Your Transcript 

	• 
	• 
	Find this class in the list, and select the Evaluate button 



	• 
	• 
	Evaluation is open for 10 days 


	HELP. CONNECT. SOLVE. 
	Thank you for attending.  You will receive an email in 1‐2 days inviting you to fill out an evaluation of this class. 
	Login to the . Go to the Learning menu. Select View Your Transcript. Find this class in the list, and select the Evaluate button. 
	State of Michigan Learning Center

	Evaluation is open for 10 days 

	Records Management Services 
	Records Management Services 
	3400 N. Grand River Ave. Lansing, Michigan 48909 517‐335‐9132 
	recordscenter@michigan.gov 
	recordscenter@michigan.gov 
	recordscenter@michigan.gov 


	State Government Services 
	/ 
	/ 
	https://inside.michigan.gov/recordsmanagement


	Figure
	Local Government Services 
	/ 
	/ 
	https://www.michigan.gov/recordsmanagement


	HELP. CONNECT. SOLVE. 
	Please contact Records Management Services if you need assistance with records retention, recordkeeping systems, and other records management issues. The phone number is 517‐335‐9132. 
	Thank you for taking this online class. We hope you will visit our website and take more records management classes. 






