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Why are records needed?
Enable business to be conducted efficiently

Provide continuity by providing a memory of 
events

Document the University’s activitiesDocument the University s activities

Provide evidence of how decisions are made

Protect rights of individuals and the University
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Managing Records

Everyone creates records

Since we need records, they must be managed

WHY?
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Records seem to outgrow their space overnight

It costs money to maintain records

Out-of-date records jeopardize efficiency

Obsolete records can be a legal liability

Private information can accidentally be released
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Someone’s medical information
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Enough information for Identity 
Theft
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http://www.law.com/jsp/lawtechnologynews/PubArticleLTN.jsp?id=1202581938140
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Even if just 1,000 terabytes (a petabyte) could be disposed of, the unnecessary cost (or 
waste) is $ , it is important to consider what might have been sacrificed to 
maintain this unnecessary data. Many corporations have experienced staff reductions in the 
last few years. If an office worker costs a company an average of $120,000 per year 
($100,000 salary and $20,000 in overhead for benefits, computer, etc.), an unfortunate 
equation emerges. For every worker laid off, the hypothetical corporation chose to store 24 
terabytes of information with no value or obligation associated with it.
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Volume
 One printed word-processing document

 How many electronic documents?

131 h d d i + 12 thl b k

Proliferation

364 to 1444Email used to circulate drafts and final

1845 drafts reviewed by recipients

403 internal recipients

131 hard drive + 12 monthly backups

From Electronic Discovery, National Workshop for United States Magistrate Judges, June 12, 
2002, Kenneth J. Withers, FJC Research Division at http://www.fjc.gov/newweb/jnetweb.nsf/pages/196

Volume
 Hypothetical email system

 100 employees

 25 messages/employee/day

 250 full working days/year

Persistence and Proliferation

g y y

625,000 messages
 12 monthly backups

7,500,000 total messages

From Electronic Discovery, National Workshop for United States Magistrate Judges, June 12, 
2002, Kenneth J. Withers, FJC Research Division at http://www.fjc.gov/newweb/jnetweb.nsf/pages/196

My harvesting for  first 11 days = 69 hours:

ESI harvesting results Items Bytes Megabytes Gigabytes

E-mail messages 8 9933 335 965 696 3 181 3 107

Real life example
E-Discovery – Document Production

12

E-mail messages 8,9933,335,965,696 3,181 3.107
Other ESI 606 303,038,464 289 0.282
Totals 9,5993,639,004,160 3,470 3.389
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My harvesting for  first 11 days = 69 hours:

ESI harvesting results Items Bytes Megabytes Gigabytes
E-mail messages 8,993 3,335,965,696 3,181 3.107
Other ESI 606 303 038 464 289 0 282

Real life example
E-Discovery – Document Production

14

Other ESI 606 303,038,464 289 0.282
Totals 9,599 3,639,004,160 3,470 3.389

ESI harvesting results Items Bytes Megabytes Gigabytes

E-mail messages 34,695 12,292,428,800 11,723 11.448

Other ESI 66,906 104,919,430,296 100,059 97.714

Totals 101,601 117,211,859,096 111,782 109.162

Final numbers (hours not available):
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Zubulake v. UBS Warburg, LLC
Can you imagine:
Testifying in court through more than five 

years and seven lawsuits?
B i fi d $29 illi i d fBeing fined $29 million in damages for:
 Willfully deleting e-mails?
 Recycling and reusing backup tapes?
 Failing in your duty to locate, preserve, and 

produce relevant information in a timely fashion?
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Records Management
Records Management:  Ensures records can be easily 

retrieved when required and disposed of in accordance 
with policy, law, and contracts. (RMP 1 – University 
Records Management Program)

18
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Active/Inactive records

Reference
Activity

Time

Active Records - Records needed for current, day-
to-day activities.  Usually stored near users and 
accessed frequently.

Inactive Records - Records no longer needed for 
the day-to-day operations, but still required to be kept 
for operational, legal, fiscal, or historical reasons.  
Records could be stored further away from the users 
as they are not accessed frequently.

Permanent:

21

LIFE CYCLE

Creation/
Receipt

Active
Office use

Inactive use
Records

Storage Area

Permanent:
2 - 5%

Temporary:
95 - 98%
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Stages in Records Life Cycle

CREATION:
MAINTENANCE AND USE:Records are made 

or received by the 
University

Any action involving the storage, 
retrieval, and handling of records 
kept in offices by, or for, the 
University

22

DISPOSITION:

y

Action taken regarding records no longer needed for current 
business.  These actions include:
• transfer to storage facilities or a formal records center,
• transfer from one organization to another, 
• transfer of permanent records to an archives, and 
• disposal of temporary records

SecuritySecurity

Total Records Management

The “Life Cycle” Approach

Adapted from Ira A. Penn, CRM, FAI

Records Disposition – Records Retention
Most Records Management programs will 

have this component.

A major key to managing records is 
determining how long to keep them anddetermining how long to keep them and 
when they can be destroyed or transferred to 
a records center or an archives after their 
active usage has diminished.
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Records Appraisal
Determining the value of records

All records have value to the 
organization creating or 
receiving themreceiving them

Some records have permanent 
value and warrant preservation 
by an archives
Records appraisal is the process 

used to determine the value of a 
record series

Records Appraisal is NOT
• Flipping a coin

Records Appraisal is NOT

• Using an Ouija Board

• Flipping a coin
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Records Appraisal is NOT

• Holding a Séance

• Using an Ouija Board

• Flipping a coin

• Holding a Séance

Records Appraisal is NOT

• Holding a Séance

• Using an Ouija Board

• Flipping a coin

Deciding on some arbitrary amount of time, 
like 7 years

• Holding a Séance

Deuteronomy
Chapter 15:1

Records Appraisal is NOT

“At the end of every
seven years
you shall grant a release.”
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• Administrative value - how long does the office need 
the records for their day-to-day requirements?

• Fiscal value – are the records needed for any financial 
audits, what organization is doing the audit, and what 
is their audit cycle?

Records Appraisal:

• Legal value – what are the possible legal issues, and  
laws/regulations that govern these issues, such as 
"causes of actions" for "statutes of limitations“?

• Historical value - Archivists weigh the significance of 
records in terms of our mission; past, current, and 
future research interests; and other records found in 
the archives.

31

Records should be retained, regardless 
of media, for the retention period 
required by the Records Retention Records Retention 
ScheduleSchedule, or for as long as the records 

are “FrozenFrozen”****

CAUTION!

are FrozenFrozen

** Records that must be retained for audits, investigations and litigation purposes, regardless 
of the retention period

33
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Records Retention Schedule
Records Retention Schedule: A document that 

identifies records and establishes a timetable for their 
disposition.

UC Records Management Committee: Establishes 
the University records retention schedule, in 
consultation with functional managers, senior 
university management, and the Office of the General 
Counsel. 

Membership: Each campus has a representative on 
the RMC.

34

Records Retention Schedule
UC’s current schedule is outdated:
 Includes obsolete records and excludes current 

records
Does not address current technology or UC’s interest 

i it d iin security and privacy
Keeps some records too long and others not long 

enough

35

http://www ucop edu/information technology services/staff/records disposition schedules manual htmlhttp://www.ucop.edu/information-technology-services/staff/records-disposition-schedules-manual.html
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http://www.ucop.edu/information-technology-services/staff/records-disposition-schedules-manual.htmlhttp://www.ucop.edu/information technology services/staff/records disposition schedules manual.html
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Update Project
Updating the schedule is essential to reduce 

cost, risk, e-discovery burden; and to enhance 
administrative efficiency.

 ITS has hired me to lead the update project.ITS has hired me to lead the update project.

The RMC’s Executive Committee developed 
the position description and participated in the 
selection. 

 In May, I started a two-year contract position.

43

The Plan
We developed a plan and timeline for the first phase.

44

The Format
 In June the RMC determined the format for the 

new schedule, and selected broad buckets for 
records categories.

Th i i i d k i b h b dThey prioritized work in batches by record 
type.

Result: a user friendly schedule that will be 
easier to update over time

45
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• Scheduling at broader aggregates or functions.
• Fewer categories from which to choose.
• Functions rarely change.
• New records and systems will fit into a bucket.
• We will be in a better position to implement electronic recordkeeping in 

the future.

Buckets

46

47

48
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Batches

Records are grouped by function to help facilitate the 
scheduling process.

49

Retention Scheduling Process

Laurie writes a retention schedule (RRS) for those records

RMC tells Laurie

What records they want her to schedule What they want the schedules to look 
like

Laurie provides Core Group with a draft schedule

People in the Core Group have their 
SMEs review

People in the Core Group rely on other 
Core Group people’s SMEs review

Laurie writes a retention schedule (RRS) for those records

Subject matter experts (SMEs) 
consulted? SMEs not consulted?

10 
working 

days
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RRS Process continued

Laurie provides full RMC with a draft schedule

After Core Group review, provide comments for changes

Laurie reviews the comments and makes changes 
when appropriate

Laurie reviews the comments and seeks additional 
clarification, then makes changes when appropriate

10 
working 

days

10 
working 

days

No news after 10 work days means RRS is approved

Publish on web-site Announce new schedule

p

SMEs Archivists, Records Managers and other 
stakeholders identified by RMC

10 
working 

days

51
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Crosswalk
A table indicating the relationship between the new schedule and the 

old one.

Where we are in the project:
Batch 1 has been drafted, reviewed and revised. The 

final revision has been reviewed and is now final.

Batch 2 has been drafted, reviewed, revised, 
reviewed and is being revised.  Comments on the 
revised draft have been received The final revisionrevised draft have been received. The final revision 
went out for review February 8.

Batch 3 has been drafted, reviewed and is being 
revised once more information has been gathered.  
Meetings to gather that information has slipped the 
schedule for final review to the end of February.

53

Where we are in the project:
Batches 4/5 have been drafted.  More work will be 

done to finalize these batches by mid-March.

 Progress on drafting batches 6/7 has begun and due 
to their complexity the aggressive schedule is not 
being observed We hope to have a draft out forbeing observed.  We hope to have a draft out for 
review by late-February.

We have drafted a timeline for phase two batches in 
January.

 Planning on how to roll out the schedules and what 
they will look like in the final form also began in 
January.

54
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Drafted timeline for phase two batches for 2013.

Phase 1

55

Phase 2

56

Questions – on current retention?
First Name Last Name Location Phone Email

Catherine Montano ANR (510) 987-0103 catherine.montano@ucop.edu
John Stoner LBNL (510) 486-6399 JWStoner@lbl.gov
Liane Ko UCB (510) 664-4615 lianeko@berkeley.edu
Cindy Major UCB (510) 642-3115 cmajor@berkeley.edu
Lynette Temple UCD (530) 752-3949 lstemple@ucdavis eduLynette Temple UCD (530) 752 3949 lstemple@ucdavis.edu
Penny White UCI (949) 824-7500 plwhite@uci.edu
Aimee M. Felker UCLA (310) 794-2988 afelker@finance.ucla.edu
Sonia Johnston UCM (209) 228-4412 sjohnston@ucmerced.edu
Russell Lewis UCR (909) 787-3009 russell.lewis@ucr.edu
Meta Clow UCSB (805) 893-4212 meta.clow@vcadmin.ucsb.edu
Eloise Cameron UCSC (831) 459-2983 elcamron@ucsc.edu
Paula Johnson UCSD (858) 534-2552 pjjohnson@ucsd.edu
Brenda Gee DePeralta UCSF (415) 476-4317 bgee@chanoff.ucsf.edu
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Questions on this project?
Laurie Sletten, CRM, CA

Records Retention Schedules Project Lead
Laurie.Sletten@ucop.edu
Phone: (510) 987-9411
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