Records Management for
Electronic Records
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Electronic Record

Key Components of Electronic Records
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Electronic Records Issues
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Electronic Records Issues
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How much is a lot of information?
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Solutions
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Statewide Classification System
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The ND Subject Classification System can be found at
http://www.nd.gov/itd/records/docs/classification.pdf

Organizing Electronic Records
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Electronic Records Retention
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* Apply retention equally to paper and electronic
records.

» Dispose of electronic records during annual
records disposal process.
Virtual Desktop:
Delete cookies, temp files, cache, & history files
Empty Recycle Bin and Deleted Items (Outlook)
» Backups may contain records that should be
disposed.
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Storage Considerations
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Life Expectancy
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Control the Environment
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E-Mail Records
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» Treat like correspondence and file by subject

» Storage options:
Print and file
Archive in e-mail folders, or
Move to separate file location

» Assign retention based on the content of the
message, i.e. personnel, financial, etc.

» Refer to specific records retention schedule for the
office.

» Refer to ND General Records Retention Schedule.
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Questions
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