
 
 

 
 

 
 
  

Basic Records Management 

Notes: 
Welcome to the training module Ɵtled, “Basic Records Management.” This training is offered by 
the State of Michigan, Records Management Services. This training covers the fundamental 
informaƟon that all government employees need to know about their responsibiliƟes to 
manage records. 



 
 

 
  

Notes: 
This training provides an overview of the basic informaƟon 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 RetenƟon and 
Disposal Schedules, preservaƟon of historical records, and addiƟonal resources that are 
available about records management topics. 



 
 

 
  

Notes: 
What words do you think of when you hear the phrase "records management"? Do you think 
about filing? Email? Boxes? Digital Images? Clean up? DestrucƟon? Records management is 
all of these things and more. 



 
 

  

 

 

Notes: 
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 to 1950, and the State of Michigan created what was called the 
“LiƩle Hoover Commission,” to invesƟgate ways to improve the efficiency of Michigan 
government. The NaƟonal Records Management Council completed a study of the State of 
Michigan’s records storage pracƟces before the fire. In April 1951 they published their report, 
Target: Red Tape, and submiƩed it to the “LiƩle Hoover Commission.” In response, in 1952 the 
Michigan Legislature passed the first records management legislaƟon. In 1954 the State 
Records Center opened for storing inacƟve records. The Archives of Michigan moved to its 
current locaƟon in 1989, and the Records Center moved to its current locaƟon in 2008. 

Currently, the Archives of Michigan and Records Management Services are both agencies within 
the Department of Technology, Management and Budget. 



 
 

  

 
  

 

Notes: 
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 draŌed to 
serve in the Korean War. He thought that if he commiƩed a misdemeanor crime he could avoid 
the draŌ. So, he lit a fire in his wastebasket and went to lunch. It was a freezing cold February 
and the fire burned uncontrolled for 2 days, and was not fully exƟnguished for 7 days. 
Firefighters from 5 communiƟes came to Lansing to help fight the fire, but water froze before it 
got into the building. 

16 firefighters were injured fighƟng the fire, and more than 25 million pieces of paper were 
destroyed. The damages topped $7 million. The individual who set the fire was caught and was 
sent to state prison. However, he was married, and had an infant child.  These factors would 
have allowed him to avoid the draŌ. Meanwhile state government was having serious 
problems, because its primary office building and records were destroyed. 

The State Office Building is sƟll in use today. It is now named the EllioƩ-Larsen Building. 
However, it is one floor shorter than it was prior to the fire. 



 
 

 
  

Notes: 
Records Management Services (RMS) is responsible for the development, review and approval 
of records RetenƟon and Disposal Schedules. RMS also provides recordkeeping training - like 
this class, file analyƟcs, physical records storage, electronic document management, document 
scanning, eSignature, and confidenƟal records destrucƟon services. Our customers include the 
ExecuƟve, LegislaƟve, and Judicial branches of government, and all local governments in 
Michigan. 



 
 

 
  

Notes: 
Each department has a Records Management Officer (RMO) who is appointed by the 
department’s director. RMOs are responsible for coordinaƟng records management acƟviƟes 
for their department, and they are the first person who should be contacted when an agency 
has a quesƟon or needs assistance. A list of the RMOs is available online at 
inside.michigan.gov/recordsmanagement. 

https://inside.michigan.gov/recordsmanagement


 
 

 
  

Notes: 
There are certain principles that records managers follow.  First, if informaƟon is recorded on 
any medium, it is a record. Next, public records are evidence of the acƟviƟes of government. 
Next, destrucƟon of records must be authorized by an approved records RetenƟon and Disposal 
Schedule. Next, records need to remain accessible and usable for their enƟre retenƟon period. 
Storing records on a floppy disk that no longer works with your computer is not fulfilling your 
requirements for record retenƟon. Next, retenƟon periods apply regardless of where records 
are stored. However, finding and retrieving records, as well as apply retenƟon, are easier if all 
records that document an acƟvity are stored together. Finally, every employee who creates, 
receives, or maintains records has a responsibility for records retenƟon. 



 
 

 

 

 

 

 

 

 

Notes: 
There are several Michigan laws that address records management.   

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

Next is the Management and Budget Act, which prescribed the responsibiliƟes of the Records 
Management Services, as well as the responsibiliƟes 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 authorizaƟon of an approved RetenƟon and Disposal Schedule.   

The Michigan Penal Code establishes misdemeanor penalƟes, including fines and jail Ɵme, for 
destroying a public record without the authorizaƟon of an approved schedule.   

Finally, the Records ReproducƟon Act regulates the reproducƟon of records into different 
formats. 

The Michigan Compiled Laws (MCL) are available from the Michigan Legislature’s website, 
www.legislature.mi.gov. 

www.legislature.mi.gov


 
 

 
  

Notes: 
Let’s start by defining what is a record. 



 
 

 

 

 
 

Notes: 
According to the State of Michigan’s Administra ve Guide Procedure 0910.01, the word 
“Record” means recorded informaƟon 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 organizaƟon, funcƟons, policies, decisions, 
procedures, operaƟons, or other acƟviƟes. 

Michigan’s Freedom of InformaƟon Act (FOIA) defines a Public Record as “A wriƟng prepared, 
owned, used, in the possession of, or retained by a public body in the performance of an official 
funcƟon, from the Ɵme it is created.” 

Basically, if the informaƟon is recorded on any medium, and if it documents the work that you 
do as a government employee it is a record. 



 
 

 
 
  

Notes: 
Not all records are equal.  There are some records we need to keep, such as records that 
document official funcƟons. 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. 



 
 

 
  

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



 
 

 
  

Notes: 
RetenƟon of official records is governed by RetenƟon and Disposal Schedules, both general and 
agency-specific. Official records document the acƟviƟes of the agency, and how employees 
perform their jobs. Supervisors should decide where official records are stored, and should 
promote consistent recordkeeping pracƟces, so everyone in the office can access the records 
they need to do their jobs. 



 
 

 
  

Notes: 
Examples of official records include direcƟons to change the language of a contract, answers to 
quesƟons, decisions about personnel issues, and noƟces of appointments to a commiƩee, 
including a list of responsibiliƟes. 



 
 

 
  

Notes: 
If you conduct government business using personal resources, the records that are created may 
be government records. If so, they are subject to RetenƟon and Disposal Schedules, as well as 
FOIA and liƟgaƟon. Personal resources include personal email accounts, social media tools 
(such as Facebook or Instagram), personal cell phones, home computers, etc. The State of 
Michigan’s Acceptable Use of InformaƟon Technology Standard (1340.00.130.02) prohibits the 
use of unapproved technology for the conduct of state business. 

https://1340.00.130.02


 
 

 
  

Notes: 
Transitory records document work acƟviƟes, but they have liƩle value once the acƟvity is 
completed and should be destroyed.  For state employees, their retenƟon is governed by the 
General Schedule for AdministraƟve Records item #0111. 



 
 

 
  

Notes: 
Transitory records can be disposed of when the acƟvity is completed. Transitory records 
include requests or reminders to do a rouƟne task, simple inquiries about policies, office 
locaƟon and hours, informaƟon 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 acƟvity. 



 
 

 
  

Notes: 
Examples of transitory records include noƟces about meeƟngs (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. 



 
 

 
  

Notes: 
Non-record materials are recorded informaƟon in the possession of an agency that is not 
needed to document the performance of an official funcƟon. For state employees, their 
retenƟon is governed by the General Schedule for AdministraƟve Records item #106. For local 
government employees, their retenƟon is governed by General Schedule #1 for non-records. 



 
 

 
  

Notes: 
Per the General Schedule, non-records can be disposed of when they are no longer needed for 
reference purposes.  Non-record materials include brochures, newsleƩers and publicaƟons 
received from outside sources, mass mailings received for informaƟonal purposes, 
adverƟsements, spam and junk mail, draŌs that are replaced by newer or final versions, and 
duplicates. If records exist in mulƟple 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 mulƟple 
offices possess the same record, they should communicate with each other about who is 
responsible for record retenƟon, so they don’t keep duplicates. Duplicates should not be kept 
longer than the official record. 



 
 

 
 
  

Notes: 
Examples of non-records include blood drive noƟces, communicaƟons from professional 
associaƟons, informaƟonal correspondence, etc. 



 
 

 
  

Notes: 
Personal records document non-government acƟviƟes. The acceptable use of informaƟon 
technology resources for non-government purposes is addressed in standard 1340.00.130.02. 

https://1340.00.130.02


 
 

 
  

Notes: 
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. The State of Michigan’s Acceptable Use of 
InformaƟon Technology Standard (1340.00.130.02) says “IT Resources shall not be used for 
purposes unrelated to the SOM’s mission and objecƟves.” 

https://1340.00.130.02


 
 

 
  

Notes: 
Examples of personal records that might be created at work include parking informaƟon, office 
party noƟces, congratulaƟons, etc. 



 
 

 
  

Notes: 
In summary, records are not equal.  Now that we know what records we need to file, we will 
look at how long we need to keep them. 



 
 

 

 
  

Notes: 
Schedules are the foundaƟon of records management, because all other decisions about how 
to manage records depend in part upon how long the records are kept. 



 
 

 

 

Notes: 
Schedules list the records series that are created and maintained by a government agency. They 
define the retenƟon periods for the records. RetenƟon periods are absolute minimums and 
maximums, so agencies need to review their records at least annually to ensure they are 
disposing of records consistently at the correct Ɵme. Schedules authorize the destrucƟon of 
records - internal policies cannot legally authorize the destrucƟon of records - only an approved 
schedule can. Records that are not listed on a schedule are by default permanent, because 
there is no authorizaƟon to destroy them.   

Schedules need to reflect current organizaƟon 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. RMS works 
with agencies to review schedules every 3 years. However, revision requests can be submiƩed 
to the RMO at any Ɵme. 



 
Notes:  
There are a wide variety of government records. The retenƟon period for all records is 
governed by schedules - it does not maƩer which: 

  Tool is used to create the records (MicrosoŌ 365 products (Word, Excel, Access, Outlook, 
Chat), pen and paper, social media plaƞorm, 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.)  

  Loca on 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.)  

 



 
 

 
 

Notes: 
Do you know how to read a RetenƟon and Disposal Schedule? An excerpt of the schedule for 
DTMB Records Management Services is displayed on the screen as an example of what 
schedules look like. The far-leŌ column contains the unique item number assigned to each 
record series listed on the schedule. The next two columns contain the record series Ɵtle and 
descripƟon. The terminology used to describe the records is usually format neutral, so it applies 
to both paper and electronic records that document the business process. The next column 
contains the retenƟon period, which defines how long the records are kept, and whether the 
records should be destroyed or transferred to the Archives of Michigan for permanent 
preservaƟon at the end of the retenƟon period. Finally, the far-right column idenƟfies the date 
each item listed on the schedule was approved. 



 
 

 
  

Notes: 
All schedules are reviewed and approved by an agency representaƟve (who is usually the 
division director), by Records Management Services, the Archives of Michigan, AƩorney 
General (for state government only), Auditor General (also state government only) and the 
State AdministraƟve Board. The State AdministraƟve Board is the final approving enƟty on the 
document, so their approval date is the effecƟve legal date of the document. 



 
 

 

 

 

 

 

Notes: 
How does the State of Michigan determine what is the appropriate retenƟon period for a 
record? 

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

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

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 aŌer they are created. However, laws need to be consulted to determine if they 
define a retenƟon 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 retenƟon period for when all of these values 
cease to exist. 

Note: Data classificaƟon for security does not influence the retenƟon period, but it does 
influence how records are stored and accessed.  For example, if a record contains social security 
numbers it should have appropriate security to ensure only authorized people can access it. 
However, all of the different types of records that contain social security numbers and that are 
maintained by different agencies are not kept for the same amount of Ɵme. They are kept as 
long as they are needed to support the business process of each agency that maintains the 
records. 



 

 
 

 
  

Notes: 
All State of Michigan agencies use two types of retenƟon schedules: General and Agency-
Specific. These two types of schedules work together, and all agencies need to use both to 
ensure they are managing all records. If an office only looks at one type of schedule, they will 
have an incomplete picture of their record retenƟon requirements. 



 
 

 

Notes: 
General schedules cover records that are common to a parƟcular funcƟon or type of agency. 

  They reduce duplicaƟon 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 retenƟon pracƟces. So for example, everyone who has FOIA 
requests keeps them for the same 1 year retenƟon period. 

  General schedules do not mandate that records be created; they simply establish a retenƟon 
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 online at inside.michigan.gov/recordsmanagement. 

https://inside.michigan.gov/recordsmanagement


 
 

 
  

Notes: 
This is a list of the general schedules that are approved for use by state government. They cover 
administraƟve records, communicaƟons records, financial records, human resources records, 
informaƟon technology records, legal records, meeƟng records, procurement records, safety 
and security records, and training records. 



 
 

 

 

 
  

Notes: 
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 funcƟons of that agency.  
Specific schedules always override general schedules when a record is listed on both, because 
the agency needs a different retenƟon period than is listed on the general schedule.  Specific 
schedules may idenƟfy the format of a record.  

Specific schedules may idenƟfy the format of a record. 

Specific schedules are published online at inside.michigan.gov/recordsmanagement. 

https://inside.michigan.gov/recordsmanagement


 
 

 

 
 
  

Notes: 
Currently, there are over 660 specific schedules for the ExecuƟve Branch, covering over 8,800 
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 iniƟate the project. Revisions are oŌen fast and easy to do, so don’t 
hesitate to request assistance. 



 
 

 

 

 

Notes: 
RetenƟon and Disposal Schedules can help and protect agencies, but are only useful if the 
agency uses them to apply retenƟon. Agencies need to ensure that their line of business (LOB) 
computer applicaƟons, like specialized databases, are capable of idenƟfying when data can be 
purged, and adopt policies for rouƟne disposiƟon of data. It is also important to understand 
that MicrosoŌ 365 (M365) lifecycle management policies are not record retenƟon periods, so 
agencies need to store their electronic records in locaƟons that can support compliance with 
the retenƟon period. Some M365 tools may not be able to meet the agency’s needs because of 
these policies. 

Agencies need to review all records (paper and electronic) regularly - monthly or annually, for 
example- to idenƟfy which to keep and which to destroy. Office directors should designate a 
records management liaison (RML) to coordinate clean up acƟviƟes. Applying retenƟon saves 
space (physical and electronic), saves money, and improves retrieval of informaƟon. 

RMS does not audit agencies to confirm compliance with RetenƟon and Disposal Schedules – it 
is the agency’s responsibility. 



 
 

 
 

 

 

Notes: 
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 sƟll the property of the agency and must 
be listed on the agency’s RetenƟon 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 
retenƟon period from the schedule (note that this can affect storage costs), defines the 
frequency of the record disposiƟon process (destrucƟon or transfer to the Archives of 
Michigan), establishes a process for suspending destrucƟon for legal holds, and ensures that 
the destroyed records cannot be recovered, reconstructed or released. The State of Michigan’s 
RFP Template now requires agencies to idenƟfy the retenƟon requirements for records created 
and maintained by SOM vendors. This will help the agency comply with AdministraƟve Guide 
Procedure 910.05. 



 
 

 
 

 

 

 

Notes: 
Government agencies oŌen receive requests to access their records.  These requests may be 
the result of Freedom of InformaƟon Act (FOIA) inquiries, liƟgaƟon, audits or invesƟgaƟons. 

Authorized coordinators are responsible for collecƟng the requested records and releasing the 
applicable records. Other employees should not respond to these requests.  The process of 
collecƟng and reviewing records can be very Ɵme 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 destrucƟon of relevant records when a request is received. A 
legal hold should be placed on all requested records, and the retenƟon schedule should be 
suspended unƟl the hold is liŌed. Failure to stop destrucƟon can result in significant penalƟes. 

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. 



 
Notes:  
LiƟgaƟon holds suspend schedules. However, when should agencies stop destroying records?  
The duty to preserve evidence begins when a noƟce is received, or when a trigger event 
happens. Some examples include:   

  LiƟgaƟon is threatened  

  Plans are made to begin liƟgaƟon against another party 

  Complaints or accusaƟons are received 

  CommunicaƟon from aƩorney is received staƟng that a party intends to commence liƟgaƟon 
and demands the preservaƟon of relevant informaƟon 

 
Always consult Department of AƩorney General or other legal counsel to confirm. 
 



 
 

 

 

 

 

Notes: 
BoƩom line, why is it important to follow a retenƟon 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 liƟgaƟon requests.  

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

It is really important that agencies avoid random purging of records by establishing a rouƟne 
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 Ɵme of year, if such a thing 
actually exists.  Schedules cannot protect agencies from risks if they are never reviewed and 
implemented. 



 
 

 
  

Notes: 
There are a lot of RetenƟon 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 retenƟon periods for the records that support your 
job duƟes. 



 
 

 
  

Notes: 
The Archives was established in 1913 and conƟnues to serve as the state’s official repository for 
Michigan’s historical state and local government records. The Archives is responsible for the 
idenƟficaƟon and permanent preservaƟon of public records that document significant 
government and cultural acƟviƟes. 



 
 

 
  

Notes: 
What does “Transfer to the Archives of Michigan” mean when it appears on a retenƟon 
schedule? Schedules idenƟfy which records must be transferred to the Archives of Michigan 
when the agency no longer needs the records to support its business processes. Transferring 
the records is a legal obligaƟon - these records cannot be destroyed. The State Archivist decides 
which records have permanent historical value and will be transferred. All agencies have the 
potenƟal to produce archival records. 



 
 

 

 

Notes: 
Why does the Archives of Michigan want certain records? The Archives is responsible for the 
idenƟficaƟon and permanent preservaƟon of public and private records that document 
significant government acƟviƟes and historic eras or events. Historically significant public 
records document how government operates, protect the rights of ciƟzens, support 
government transparency, and document society or important events. 

The Archives provides access to the State’s public records six days a week via email, phone, and 
in-person research. Records in the Archives are in all formats, including paper, electronic, 
audio, photos, maps, microfilm, etc.  Examples include meeƟng records of public bodies, 
elecƟon results, transportaƟon maps, vital records, photos, and more. 



 
 

 
  

Notes: 
This is a picture of a map from 1839 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 Ɵme, and they had not documented what the true coastline looks like. 



 
 

 

 
  

Notes: 
What does the Archives do with the records in their possession? The records in the Archives are 
kept forever, they are never destroyed. If the Archives determines that the records they 
received in the past are not archival, the RetenƟon and Disposal Schedule is changed to 
authorize destrucƟon and the agency is noƟfied. 

The Archives keeps records in a safe and secure environment that includes state-of-the-art 
storage space that is designed for preservaƟon. The Archives also employs security controls and 
procedures. The Archives will inventory and catalog the records to help with future retrieval of 
informaƟon. 



 
 

 
  

Notes: 
Who can access records at the Archives? The records in the Archives are accessible to the public 
via on-site visits and online tools at www.michiganology.org. Archivists answer queries six days 
a week, Monday-Saturday, by phone, email, and in-person research. Special procedures are 
used to protect confidenƟal records in the Archives. Archivists can also cerƟfy public records as 
authenƟc when needed by government officials or ciƟzens. (Examples of this include cerƟfying 
the state consƟtuƟon to levy taxes or naturalizaƟon applicaƟons based on an ancestor's 
country of origin.) 

www.michiganology.org


 
 

 
  

Notes: 
The Archives is located on the second floor of the Michigan Library and Historical Center 
building at 702 W. Kalamazoo St in Lansing.  Agencies can call the Archives at 517-335-2576 or 
email them at govarchives@michigan.gov. Their website is www.michigan.gov/archivesofmi. 

www.michigan.gov/archivesofmi
mailto:govarchives@michigan.gov


 
 

 
 
  

Notes: 
There are addiƟonal educaƟon resources and services that are available from Records 
Management Services. 



 
 

 
  

Notes: 
RMS offers free records management training to government employees about a wide variety 
of recordkeeping topics, such as organizing files, naming files, cleaning-up files, scanning, email 
management, and more. RMS offers live virtual training of the core curriculum classes on a 
quarterly basis. In addiƟon, over 20 online classes are available via the SOM Learning Center on 
demand at any Ɵme. Each class takes between 7 to 50 minutes to complete. There are also over 
50 guidance documents are available online. The online guides are available at 
inside.michigan.gov/recordsmanagement. 

https://inside.michigan.gov/recordsmanagement


 
 

 

 
  

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

All records remain the property of the creaƟng 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 theŌ protecƟon. 



 
 

 
 
  

Notes: 
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 retenƟon schedules are applied. RMS provides 
a needs assessment and price quote upon request for agencies interested in using the 
enterprise-available EDM soluƟons. 



 
 

 
  

Notes: 
The newest service offering from RMS is the eSignature soluƟon. This tool helps agencies get 
electronic documents signed electronically. The soluƟon is legal and safe.  Benefits of 
eSignature include: documents cannot be altered once the signing process starts, so everyone 
signs the same exact document; enƟre process can be executed electronically, without 
tradiƟonal mailing, prinƟng, and scanning; documents won’t be lost in the mail or on 
someone’s desk; documents are more likely to be returned in a Ɵmely manner; signing status 
and progress can be monitored; documents can be routed to mulƟple people or agencies; 
signers can be SOM employees and non-SOM employees; signing process is secure; and an 
audit trail is available to prove who signed the document, if it is contested. 



 
 

 
  

Notes: 
Do you have electronic records storage locaƟons that are a mess and need some help with 
clean up? RMS offers a file analyƟcs service. The service uses OpenAxes Radar (OAR) soŌware 
to scan storage locaƟons to look for redundant, obsolete, and trivial (ROT) records. Storage 
locaƟons and search criteria are selected by the record owner. OAR facilitates deleƟon or 
movement of the records. The record owners decide which acƟon to take. Currently, the 
service is FREE! Learn more online at hƩps://stateofmichigan.sharepoint.com/sites/SOM-SPC-
Records-Management/SitePages/FileAnalyƟcs.aspx.  

https://h�ps://stateofmichigan.sharepoint.com/sites/SOM-SPC


 
 

 
  

Notes: 
It’s Ɵme to take a quiz! Are the statements on the following slides true or false?   



 
 

 
  

Notes: 
Is this statement true or false?  I can throw away or delete records whenever I want. 



 
  

The correct answer is False. RetenƟon and Disposal Schedules define how long records must be 
kept. 



 
 

 

 
  

Notes: 
Is this statement true or false?  Schedules only cover paper records that are sent to the Records 
Center for storage. 



 
 
  

The correct answer is False. Schedules provide the legal authorizaƟon to destroy records.  So 
they cover all records, in all formats, regardless of where they are stored. 



 
 

 
  

Notes: 
Is this statement true or false?  I made a copy of a PowerPoint presentaƟon to take with me to 
a meeƟng. I can delete it aŌer the event, since it is a duplicate. 



 
  

The correct answer is True. Duplicates are non-records that can be destroyed when their 
reference value ends. 



 
 

 
  

Notes: 
Is this statement true or false?  It’s ok to use my personal email account to communicate with a 
licensee about an upcoming site inspecƟon. 



 
  

The correct answer is False. ExecuƟve DirecƟve 2019-05 prohibits the use of private email for 
the conduct of state business. 



 
 

 
  

Notes: 
Is this statement true or false?  Records management is overwhelming, and no one can assist 
me. It’s beƩer to keep everything unƟl I leave this job. 



 
  

The correct answer is False. Records Management Services and your department’s RMO are 
available to assist you if you have quesƟons about how long to keep certain records.  There are 
risks associated with keeping records too long, so it is best to destroy eligible records on a 
regular basis. 



 
 

 

 

 

Notes: 
Please contact Records Management Services if you need assistance with records retenƟon, 
recordkeeping systems, and other records management issues. The phone number is 517-335-
9132, the email address is recordscenter@michigan.gov. 

State government agencies can visit our website, inside.michigan.gov/recordsmanagement, and 
local government agencies can visit our website, www.michigan.gov/recordsmanagement for 
addiƟonal informaƟon. 

Thank you for taking this online class. We hope you will visit our website and take more 
records management classes. 

www.michigan.gov/recordsmanagement
https://inside.michigan.gov/recordsmanagement
mailto:recordscenter@michigan.gov
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	Notes: 
	Notes: 
	Welcome to the training module tled, “Basic Records Management.” This training is oﬀered by the State of Michigan, Records Management Services. This training covers the fundamental informaon that all government employees need to know about their responsibilies to manage records. 
	Figure
	Notes: 
	This training provides an overview of the basic informaon 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 Retenon and Disposal Schedules, preservaon of historical records, and addional resources that are available about records management topics. 
	Figure
	Notes: 
	What words do you think of when you hear the phrase "records management"? Do you think about ﬁling? Email? Boxes? Digital Images? Clean up? Destrucon? Records management is all of these things and more. 
	Figure
	Notes: 
	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 to 1950, and the State of Michigan created what was called the “Lile Hoover Commission,” to invesgate ways to improve the eﬃciency of Michigan government. The Naonal Records Management Council completed a study of the State of Michigan’s records storage pracces before the ﬁre. In April 1951 they published their report, Target: Red Tape, and submied it to the “Lile Hoover Commission.” In response, in 1952 the Michigan Legislature passed the ﬁrst records management legislaon. In 195
	Currently, the Archives of Michigan and Records Management Services are both agencies within the Department of Technology, Management and Budget. 
	Figure
	Notes: 
	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 draed to serve in the Korean War. He thought that if he commied a misdemeanor crime he could avoid the dra. So, he lit a ﬁre in his wastebasket and went to lunch. It was a freezing cold February and the ﬁre burned uncontrolled for 2 days, and was not fully exnguished for 7 days. Fireﬁghters from 5 communies came to Lansing to help ﬁght the ﬁr
	16 ﬁreﬁghters were injured ﬁghng the ﬁre, and more than 25 million pieces of paper were destroyed. The damages topped $7 million. The individual who set the ﬁre was caught and was sent to state prison. However, he was married, and had an infant child.  These factors would have allowed him to avoid the dra. Meanwhile state government was having serious problems, because its primary oﬃce building and records were destroyed. 
	The State Oﬃce Building is sll in use today. It is now named the Ellio-Larsen Building. However, it is one ﬂoor shorter than it was prior to the ﬁre. 
	Figure
	Notes: 
	Records Management Services (RMS) is responsible for the development, review and approval of records Retenon and Disposal Schedules. RMS also provides recordkeeping training - like this class, ﬁle analycs, physical records storage, electronic document management, document scanning, eSignature, and conﬁdenal records destrucon services. Our customers include the Execuve, Legislave, and Judicial branches of government, and all local governments in Michigan. 
	Figure
	Notes: 
	Each department has a Records Management Oﬃcer (RMO) who is appointed by the department’s director. RMOs are responsible for coordinang records management acvies for their department, and they are the ﬁrst person who should be contacted when an agency has a queson or needs assistance. A list of the RMOs is available online at . 
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	Figure
	Notes: 
	There are certain principles that records managers follow.  First, if informaon is recorded on any medium, it is a record. Next, public records are evidence of the acvies of government. Next, destrucon of records must be authorized by an approved records Retenon and Disposal Schedule. Next, records need to remain accessible and usable for their enre retenon period. Storing records on a ﬂoppy disk that no longer works with your computer is not fulﬁlling your requirements for record retenon. Next, retenon per
	Figure
	Notes: 
	There are several Michigan laws that address records management.   
	The ﬁrst is the Freedom of Informaon Act (or FOIA), which contains a deﬁnion of public records. There are actually mulple deﬁnions of “public records” in Michigan law. They are all complimentary and don’t contradict each other, but the FOIA deﬁnion is the one that is cited most frequently. We will look at this deﬁnion in a few minutes.   
	Next is the Management and Budget Act, which prescribed the responsibilies of the Records Management Services, as well as the responsibilies 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 authorizaon of an approved Retenon and Disposal Schedule.   
	The Michigan Penal Code establishes misdemeanor penales, including ﬁnes and jail me, for destroying a public record without the authorizaon of an approved schedule.   
	Finally, the Records Reproducon Act regulates the reproducon of records into diﬀerent formats. 
	The Michigan Compiled Laws (MCL) are available from the Michigan Legislature’s website, . 
	www.legislature.mi.gov
	www.legislature.mi.gov


	Figure
	Notes: 
	Let’s start by deﬁning what is a record. 
	Figure
	Notes: 
	According to the State of Michigan’s Administrave Guide Procedure 0910.01, the word “Record” means recorded informaon 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 organizaon, funcons, policies, decisions, procedures, operaons, or other acvies. 
	Michigan’s Freedom of Informaon Act (FOIA) deﬁnes a Public Record as “A wring prepared, owned, used, in the possession of, or retained by a public body in the performance of an oﬃcial funcon, from the me it is created.” 
	Basically, if the informaon is recorded on any medium, and if it documents the work that you do as a government employee it is a record. 
	Figure
	Notes: 
	Not all records are equal.  There are some records we need to keep, such as records that document oﬃcial funcons. 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. 
	Figure
	Notes: 
	The ﬁrst category we will discuss is Oﬃcial Records.  Michigan’s Freedom of Informaon Act (FOIA) deﬁnes an oﬃcial records as recorded informaon that is “prepared, owned, used, in the possession of, or retained by a public body in the performance of an oﬃcial funcon.” 
	Figure
	Notes: 
	Retenon of oﬃcial records is governed by Retenon and Disposal Schedules, both general and agency-speciﬁc. Oﬃcial records document the acvies of the agency, and how employees perform their jobs. Supervisors should decide where oﬃcial records are stored, and should promote consistent recordkeeping pracces, so everyone in the oﬃce can access the records they need to do their jobs. 
	Figure
	Notes: 
	Examples of oﬃcial records include direcons to change the language of a contract, answers to quesons, decisions about personnel issues, and noces of appointments to a commiee, including a list of responsibilies. 
	Figure
	Notes: 
	If you conduct government business using personal resources, the records that are created may be government records. If so, they are subject to Retenon and Disposal Schedules, as well as FOIA and ligaon. Personal resources include personal email accounts, social media tools (such as Facebook or Instagram), personal cell phones, home computers, etc. The State of Michigan’s () prohibits the use of unapproved technology for the conduct of state business. 
	Acceptable Use of Informaon Technology Standard 
	1340.00.130.02

	Figure
	Notes: 
	Transitory records document work acvies, but they have lile value once the acvity is completed and should be destroyed.  For state employees, their retenon is governed by the General Schedule for Administrave Records item #0111. 
	Figure
	Notes: 
	Transitory records can be disposed of when the acvity is completed. Transitory records include requests or reminders to do a roune task, simple inquiries about policies, oﬃce locaon and hours, informaon 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 acvity. 
	Figure
	Notes: 
	Examples of transitory records include noces about meengs (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. 
	Figure
	Notes: 
	Non-record materials are recorded informaon in the possession of an agency that is not needed to document the performance of an oﬃcial funcon. For state employees, their retenon is governed by the General Schedule for Administrave Records item #106. For local government employees, their retenon is governed by General Schedule #1 for non-records. 
	Figure
	Notes: 
	Per the General Schedule, non-records can be disposed of when they are no longer needed for reference purposes.  Non-record materials include brochures, newsleers and publicaons received from outside sources, mass mailings received for informaonal purposes, adversements, spam and junk mail, dras that are replaced by newer or ﬁnal versions, and duplicates. If records exist in mulple formats (such as paper and electronic), agencies can decide which format to use for retaining their records, they don’t have to
	Figure
	Notes: 
	Examples of non-records include blood drive noces, communicaons from professional associaons, informaonal correspondence, etc. 
	Figure
	Notes: 
	Personal records document non-government acvies. The acceptable use of informaon technology resources for non-government purposes is addressed in standard . 
	1340.00.130.02

	Figure
	Notes: 
	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. The State of Michigan’s purposes unrelated to the SOM’s mission and objecves.” 
	Acceptable Use of Informaon Technology Standard
	 (1340.00.130.02) says “IT Resources shall not be used for 

	Figure
	Notes: 
	Examples of personal records that might be created at work include parking informaon, oﬃce party noces, congratulaons, etc. 
	Figure
	Notes: 
	In summary, records are not equal.  Now that we know what records we need to ﬁle, we will look at how long we need to keep them. 
	Figure
	Notes: 
	Schedules are the foundaon of records management, because all other decisions about how to manage records depend in part upon how long the records are kept. 
	Figure
	Notes: 
	Schedules list the records series that are created and maintained by a government agency. They deﬁne the retenon periods for the records. Retenon periods are absolute minimums and maximums, so agencies need to review their records at least annually to ensure they are disposing of records consistently at the correct me. Schedules authorize the destrucon of records - internal policies cannot legally authorize the destrucon of records - only an approved schedule can. Records that are not listed on a schedule a
	Schedules need to reﬂect current organizaon 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. RMS works with agencies to review schedules every 3 years. However, revision requests can be submied to the RMO at any me. 
	Figure
	Notes: 
	There are a wide variety of government records. The retenon period for  records is governed by schedules - it does not maer which: 
	all

	 
	 
	 
	Tool is used to create the records (Microso 365 products (Word, Excel, Access, Outlook, Chat), pen and paper, social media plaorm, 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.) 

	 
	 
	Locaon 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.) 
	Figure
	Notes: 
	Do you know how to read a Retenon and Disposal Schedule? An excerpt of the schedule for DTMB Records Management Services is displayed on the screen as an example of what schedules look like. The far-le column contains the unique item number assigned to each record series listed on the schedule. The next two columns contain the record series tle and descripon. The terminology used to describe the records is usually format neutral, so it applies to both paper and electronic records that document the business 
	Figure
	Notes: 
	All schedules are reviewed and approved by an agency representave (who is usually the division director), by Records Management Services, the Archives of Michigan, Aorney General (for state government only), Auditor General (also state government only) and the State Administrave Board. The State Administrave Board is the ﬁnal approving enty on the document, so their approval date is the eﬀecve legal date of the document. 
	Figure
	Notes: 
	How does the State of Michigan determine what is the appropriate retenon period for a record? 
	First, we look at the record’s administrave value to determine how long the agency needs the record to support its daily work acvies. 
	Next, we look at the record’s ﬁscal value to determine how long it is needed to close ﬁnancial accounts and support auding. 
	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 aer they are created. However, laws need to be consulted to determine if they deﬁne a retenon 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 retenon period for when all of these values cease to exist. 
	Note: Data classiﬁcaon for security does not inﬂuence the retenon period, but it does inﬂuence how records are stored and accessed.  For example, if a record contains social security numbers it should have appropriate security to ensure only authorized people can access it. However, all of the diﬀerent types of records that contain social security numbers and that are maintained by diﬀerent agencies are not kept for the same amount of me. They are kept as long as they are needed to support the business proc
	Figure

	Notes: 
	Notes: 
	All State of Michigan agencies use two types of retenon schedules: General and Agency-Speciﬁc. These two types of schedules work together, and all agencies need to use both to ensure they are managing all records. If an oﬃce only looks at one type of schedule, they will have an incomplete picture of their record retenon requirements. 
	Figure
	Notes: 
	General schedules cover records that are common to a parcular funcon or type of agency. 
	 
	 
	 
	They reduce duplicaon 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 retenon pracces. So for example, everyone who has FOIA requests keeps them for the same 1 year retenon period. 

	 
	 
	General schedules do not mandate that records be created; they simply establish a retenon 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 online at i
	nside.michigan.gov/recordsmanagement




	Figure
	Notes: 
	This is a list of the general schedules that are approved for use by state government. They cover administrave records, communicaons records, ﬁnancial records, human resources records, informaon technology records, legal records, meeng records, procurement records, safety and security records, and training records. 
	Figure
	Notes: 
	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 funcons of that agency.  Speciﬁc schedules always override general schedules when a record is listed on both, because the agency needs a diﬀerent retenon period than is listed on the general schedule.  Speciﬁc schedules may idenfy the format of a record.  
	Speciﬁc schedules may idenfy the format of a record. 
	Speciﬁc schedules are published online at . 
	i
	nside.michigan.gov/recordsmanagement


	Figure
	Notes: 
	Currently, there are over 660 speciﬁc schedules for the Execuve Branch, covering over 8,800 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 iniate the project. Revisions are oen fast and easy to do, so don’t hesitate to request assistance. 
	Figure
	Notes: 
	Retenon and Disposal Schedules can help and protect agencies, but are only useful if the agency uses them to apply retenon. Agencies need to ensure that their line of business (LOB) computer applicaons, like specialized databases, are capable of idenfying when data can be purged, and adopt policies for roune disposion of data. It is also important to understand that Microso 365 (M365) lifecycle management policies are not record retenon periods, so agencies need to store their electronic records in locaons 
	Agencies need to review all records (paper and electronic) regularly - monthly or annually, for example- to idenfy which to keep and which to destroy. Oﬃce directors should designate a records management liaison (RML) to coordinate clean up acvies. Applying retenon saves space (physical and electronic), saves money, and improves retrieval of informaon. 
	RMS does not audit agencies to conﬁrm compliance with Retenon and Disposal Schedules – it is the agency’s responsibility. 
	Figure
	Notes: 
	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 sll the property of the agency and must be listed on the agency’s Retenon 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 retenon period from the schedule (note that this can aﬀect storage costs), deﬁnes the frequency of the record disposion process (destrucon or transfer to the Archives of Michigan), establishes a process for suspending destrucon for legal holds, and ensures that the destroyed records cannot be recovered, reconstructed or released. The State of Michigan’s RFP Template now requires agencies to idenfy the retenon require
	Figure
	Notes: 
	Government agencies oen receive requests to access their records.  These requests may be the result of Freedom of Informaon Act (FOIA) inquiries, ligaon, audits or invesgaons. 
	Authorized coordinators are responsible for collecng the requested records and releasing the applicable records. Other employees should not respond to these requests.  The process of collecng and reviewing records can be very me 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 destrucon of relevant records when a request is received. A legal hold should be placed on all requested records, and the retenon schedule should be suspended unl the hold is lied. Failure to stop destrucon can result in signiﬁcant penales. 
	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. 
	Figure
	Notes: 
	Ligaon holds suspend schedules. However, when should agencies stop destroying records?  The duty to preserve evidence begins when a noce is received, or when a trigger event happens. Some examples include:   
	 
	 
	 
	Ligaon is threatened 

	 
	 
	Plans are made to begin ligaon against another party 

	 
	 
	Complaints or accusaons are received 

	 
	 
	Communicaon from aorney is received stang that a party intends to commence ligaon and demands the preservaon of relevant informaon 


	Always consult Department of Aorney General or other legal counsel to conﬁrm. 
	Figure
	Notes: 
	Boom line, why is it important to follow a retenon 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 ligaon requests.  
	There are also risks associated with destroying records too soon: it is a violaon of Michigan law, and it exposes the agency to liability if the records are requested via FOIA or ligaon and they cannot be produced. 
	It is really important that agencies avoid random purging of records by establishing a roune 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 me of year, if such a thing actually exists.  Schedules cannot protect agencies from risks if they are never reviewed and implemented. 
	Figure
	Notes: 
	There are a lot of Retenon 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 retenon periods for the records that support your job dues. 
	Figure
	Notes: 
	The Archives was established in 1913 and connues to serve as the state’s oﬃcial repository for Michigan’s historical state and local government records. The Archives is responsible for the idenﬁcaon and permanent preservaon of public records that document signiﬁcant government and cultural acvies. 
	Figure
	Notes: 
	What does “Transfer to the Archives of Michigan” mean when it appears on a retenon schedule? Schedules idenfy which records must be transferred to the Archives of Michigan when the agency no longer needs the records to support its business processes. Transferring the records is a legal obligaon - these records cannot be destroyed. The State Archivist decides which records have permanent historical value and will be transferred. All agencies have the potenal to produce archival records. 
	Figure
	Notes: 
	Why does the Archives of Michigan want certain records? The Archives is responsible for the idenﬁcaon and permanent preservaon of public and private records that document signiﬁcant government acvies and historic eras or events. Historically signiﬁcant public records document how government operates, protect the rights of cizens, support government transparency, and document society or important events. 
	The Archives provides access to the State’s public records six days a week via email, phone, and in-person research. Records in the Archives are in all formats, including paper, electronic, audio, photos, maps, microﬁlm, etc.  Examples include meeng records of public bodies, elecon results, transportaon maps, vital records, photos, and more. 
	Figure
	Notes: 
	This is a picture of a map from 1839 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 me, and they had not documented what the true coastline looks like. 
	Figure
	Notes: 
	What does the Archives do with the records in their possession? The records in the Archives are kept forever, they are never destroyed. If the Archives determines that the records they received in the past are not archival, the Retenon and Disposal Schedule is changed to authorize destrucon and the agency is noﬁed. 
	The Archives keeps records in a safe and secure environment that includes state-of-the-art storage space that is designed for preservaon. The Archives also employs security controls and procedures. The Archives will inventory and catalog the records to help with future retrieval of informaon. 
	Figure
	Notes: 
	Who can access records at the Archives? The records in the Archives are accessible to the public via on-site visits and online tools at . Archivists answer queries six days a week, Monday-Saturday, by phone, email, and in-person research. Special procedures are used to protect conﬁdenal records in the Archives. Archivists can also cerfy public records as authenc when needed by government oﬃcials or cizens. (Examples of this include cerfying the state constuon to levy taxes or naturalizaon applicaons based o
	www.michiganology.org

	Figure
	Notes: 
	The Archives is located on the second ﬂoor of the Michigan Library and Historical Center building at 702 W. Kalamazoo St in Lansing.  Agencies can call the Archives at 517-335-2576 or email them at . Their website is 
	govarchives@michigan.gov
	govarchives@michigan.gov

	. 
	www.michigan.gov/archivesofmi


	Figure
	Notes: 
	There are addional educaon resources and services that are available from Records Management Services. 
	Figure
	Notes: 
	RMS oﬀers free records management training to government employees about a wide variety of recordkeeping topics, such as organizing ﬁles, naming ﬁles, cleaning-up ﬁles, scanning, email management, and more. RMS oﬀers live virtual training of the core curriculum classes on a quarterly basis. In addion, over 20 online classes are available via the SOM Learning Center on demand at any me. Each class takes between 7 to 50 minutes to complete. There are also over 50 guidance documents are available online. The o
	inside.michigan.gov/recordsmanagement

	Figure
	Notes: 
	The State Records Center that is operated by RMS provides for the temporary storage of inacve physical records in boxes for state agencies. The State Records Center recently added a fee-based service called “Open Shelf” for unboxed storage of acve paper records. 
	All records remain the property of the creang 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 the protecon. 
	Figure
	Notes: 
	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 checkout/check-in, version control of documents, and retenon schedules are applied. RMS provides a needs assessment and price quote upon request for agencies interested in using the enterprise-available EDM soluons. 
	-

	Figure
	Notes: 
	The newest service oﬀering from RMS is the eSignature soluon. This tool helps agencies get electronic documents signed electronically. The soluon is legal and safe.  Beneﬁts of eSignature include: documents cannot be altered once the signing process starts, so everyone signs the same exact document; enre process can be executed electronically, without tradional mailing, prinng, and scanning; documents won’t be lost in the mail or on someone’s desk; documents are more likely to be returned in a mely manner; 
	Figure
	Notes: 
	Do you have electronic records storage locaons that are a mess and need some help with clean up? RMS oﬀers a ﬁle analycs service. The service uses OpenAxes Radar (OAR) soware to scan storage locaons to look for redundant, obsolete, and trivial (ROT) records. Storage locaons and search criteria are selected by the record owner. OAR facilitates deleon or movement of the records. The record owners decide which acon to take. Currently, the service is FREE! Learn more online at Records-Management/SitePages/FileA
	hps://stateofmichigan.sharepoint.com/sites/SOM-SPC
	-

	Figure
	Notes: 
	It’s me to take a quiz! Are the statements on the following slides true or false?   
	Figure
	Notes: 
	Is this statement true or false?  I can throw away or delete records whenever I want. 
	The correct answer is False. Retenon and Disposal Schedules deﬁne how long records must be kept. 
	Figure
	Notes: 
	Is this statement true or false?  Schedules only cover paper records that are sent to the Records Center for storage. 
	The correct answer is False. Schedules provide the legal authorizaon to destroy records.  So they cover all records, in all formats, regardless of where they are stored. 
	Figure
	Notes: 
	Is this statement true or false?  I made a copy of a PowerPoint presentaon to take with me to a meeng. I can delete it aer the event, since it is a duplicate. 
	The correct answer is True. Duplicates are non-records that can be destroyed when their reference value ends. 
	Figure
	Notes: 
	Is this statement true or false?  It’s ok to use my personal email account to communicate with a licensee about an upcoming site inspecon. 
	The correct answer is False. Execuve Direcve 2019-05 prohibits the use of private email for the conduct of state business. 
	Figure
	Notes: 
	Is this statement true or false?  Records management is overwhelming, and no one can assist me. It’s beer to keep everything unl I leave this job. 
	The correct answer is False. Records Management Services and your department’s RMO are available to assist you if you have quesons about how long to keep certain records.  There are risks associated with keeping records too long, so it is best to destroy eligible records on a regular basis. 
	Figure
	Notes: 
	Please contact Records Management Services if you need assistance with records retenon, recordkeeping systems, and other records management issues. The phone number is 517-335
	-
	9132, the email address is recordscenter@michigan.gov. 

	local government agencies can visit our website,  for addional informaon. 
	State government agencies can visit our website, inside.michigan.gov/recordsmanagement, and 
	www.michigan.gov/recordsmanagement

	Thank you for taking this online class. We hope you will visit our website and take more records management classes. 





