
To connect to the audio portion of the conference, 
dial 1-605-475-6150, then enter conference code 5915426# at the prompt. 
Please mute your phone. 

ELECTRONIC RECORDS 
SURVEYING & SCHEDULING 
Reports from Minnesota, Wyoming, and Kansas 



ACKNOWLEDGEMENTS 
This webinar is made possible by a grant from the National 
Historical Publications and Records Commission (NHPRC) 

SERI Educational Webinar - Feb. 11, 2014 2 



COST SHARE FORM 
This webinar would not be possible without the support of 
NHPRC. Part of the NHPRC grant cost share is time spent 
viewing webinars. Your completion of the cost share form is 
vital to the successful completion of the grant. 
 
A cost share form will be emailed to you after the webinar. 
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WEBINAR EVALUATION 
 Approximately 45 minutes after the webinar you will receive 

a follow-up email from Rebecca Julson. 
 

 The follow-up email contains a link to a webinar evaluation 
survey. 
 

 Please take 5 minutes of your time to complete this short 
survey. 
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INVENTORYING DIGITAL 
RECORDS AT THE MINNESOTA 
STATE ARCHIVES 
Carol Kussmann 
Digital Preservation Analyst 
University of MN Libraries 

On behalf of the Minnesota State Archives 

kussmann@umn.edu 

Images in this section were provided by the Minnesota State Archives.  
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MN RECORDS SCHEDULING 
• Records Management Act: Minnesota Statute 138.17 

 Records with historical value may be transferred to the State 
Archives or retained by requesting agency 

 No legislative mandate or other requirement to preserve 
specific records 
 

• Records Disposition Panel 
 Determines which records have continuing value 
 Approve retention schedules submitted by state and local 

government agencies 
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RECORD EXAMPLES 
*Records from all branches of government 
*Records from both state and local organizations 
 
• Including: 

 Territorial and state governor records 
 Legislative committee records 
 Supreme Court and District Court case files 
 Selected records of state departments, 

commissions, and boards 
 Selected records of local government 
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DIGITAL RECORDS 
What do we have and what are we going to do about it? 

 Digital records were being taken in 
 Critical mass (or soon to be) 
 Need to better understand the situation 
 Develop procedures on how to move forward with 

additional digital materials 
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INVENTORY 
• Set inventory scope 

 State Archives and Manuscripts collections first 
 

• Determine what you need to know about your digital records 
 Collection name, file format, total size, related records 

 
• Conduct inventory 

 Record results, make edits to process as needed 
 

• Use results to move forward 
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RESULTS OF INVENTORY 
• Documented what was currently in-house 

 How much content (~20TB) 
 What file formats (various) 
 What types of collections they represented (various) 

 
• Assisted with developing a preservation plan for long-term 

management of digital materials 
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PRESERVATION PLAN FIELDS 
 Accession number 
 Location of files 
 Description of files/metadata 
 Access/use conditions 
 File naming scheme 
 File formats 
 Quantity of files 
 Level of service 
 Backup date/location 
 Date for annual plan review 
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DEVELOPING A PRESERVATION PLAN 
 Determine fields for preservation plan 

 
 Worked through backlogs one collection at a time; making 

changes as needed 
 

 Documented workflow form content appraisal to 
preservation 
 

 Created plans for 47 collections; ~40TB 
 

 Immediate benefits 
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MOVING FORWARD 
 Understand your environment 

• Organizational 
• Procedural 
• Technical 
• Legal 

 
 Learn what digital records you have 

 
 Think about what you want to do with them 

 
 Take small steps and keep moving forward 

to reach your goals 
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SURVEYING & SCHEDULING 
ELECTRONIC RECORDS - 
WYOMING 
Mike Strom 
Wyoming State Archivist 

michael.strom@wyo.gov 
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INTRODUCTION 
 Little attention given to electronic records before 2011 

 
 Received funding from the legislature to help us address the 

issue 
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ELECTRONIC RECORDS SURVEY 
 Worked with Imerge Consulting 

 
 Met with representatives from all state agencies 

 
 Surveyed all records, not just electronic records 

SERI Educational Webinar - Feb. 11, 2014 16 



SURVEY QUESTIONS 
GENERAL 

 Describe the main functions and activities performed by the 
Agency 
 

 Identify specific legal requirement for creating or maintaining 
records 
 

 Describe access requirements and restrictions (security, 
privacy, intellectual property considerations, etc.) that impact 
your Agency records 
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SURVEY QUESTIONS 
ELECTRONIC RECORDS 

 Identify any database or digital information system that is 
unique to your Agency and provide a brief description of its 
purpose. 
 

 How does your Agency track active digital records? 
 

 How does your Agency track inactive digital records? 
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SCHEDULING ELECTRONIC RECORDS 
 Imerge helped us go from agency-based records schedules to 

function-based schedules 
 

 We decreased the number of schedules from over 8000 to 600 
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OLD RETENTION SCHEDULE 
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NEW RETENTION SCHEDULES 

SERI Educational Webinar - Feb. 11, 2014 21 



SCHEDULE APPROVAL PROCESS 
Difficulty getting agencies and State Records Committee to 
approve schedules 

 Schedules applied across agencies 
 

 Some retention periods changed 
 

 Different forms, different process 
 

 State Archives more involved in the process 
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AGENCY APPROVAL PACKET 
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STATE RECORDS COMMITTEE 
APPROVAL FORM 
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CONCLUSION 
 Expect to get the schedules approved this month 

 
 Revising all the schedules at once was the best option for us 

 
 Part of our larger digital archives project 
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ELECTRONIC RECORDS 
RETENTION SCHEDULING - 
KANSAS 
Marcella Wiget 
Government Records Archivist 
Kansas Historical Society 

mwiget@kshs.org 

785-272-8681 x288 

mailto:mwiget@kshs.org


RECORDS SCHEDULING IN KANSAS 
 State Records Board approves R&D schedules for 

executive-branch agencies and county offices 
 

 Electronic efforts began in mid-1990s 
 

 Began with general guidelines and white papers, rather than 
specific scheduling projects 
 

 Electronic Recordkeeping Plans 
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CITO-
Reportable IT 
Project Plan 

Reviews 

Normal records 
retention 

scheduling 

Electronic Recordkeeping Plans 
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CITO-reportable IT  
Project Plan Reviews 
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PROJECT PLAN REVIEW PROCESS 
 Review process triggered by state IT projects costing more than 

$250,000 
 

 ITEC policy 2400-A requires the State Archivist evaluate all such 
projects and their potential impact on government records with long-
term (10+ year) retention requirements 
 

 Agencies provide an Electronic Records Retention Statement (ERRS) 
and additional forms and documentation for context 
 

 State Archivist writes approval letter after reviewing project materials, 
relevant retention schedule entries (if existing), and discussions with 
agency staff 
 

 Approval letter is submitted to agency head and centralized IT office 
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ELECTRONIC RECORDS 
RETENTION STATEMENT 
9 questions, regarding: 

1. What paper records are being replaced; what will continue to 
exist in both paper and electronically? 
 

2. What new business functions will be implemented? 
 

3. What legal, regulatory, & operational reasons exist for those 
business functions? 
 

4. What legal, regulatory, & operational requirements exist for 
records retention requirements (including your agency’s 
retention and disposition schedule)? 
 

5. What data will be retained in another system, either within the 
agency or outside the agency? 
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ELECTRONIC RECORDS 
RETENTION STATEMENT 
9 questions continued: 

6. What legal, regulatory, & operational requirements exist for 
providing records access? 
 

7. What legal, regulatory, & operational requirements exist for 
ensuring confidentiality and controlling records access? 
 

8. What records have retention periods of ten years or more? 
 

9. Estimate of 3-year total cost for addressing those long-term 
records (included on DA519, item #8)? 
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PROJECT PLAN REVIEW PROCESS 
 Generally not the last steps—this is why records officers need 

to be involved 
 

 Most systems, and many of these IT projects, will include long-
term records 
 

 Language in approval letter may indicate agency’s pledge to 
continue working with the State Archives to ensure these 
records are properly maintained and preserved 
 

 Next steps may include creating an ERP, revising existing 
retention and disposition schedule entries and performing other 
records analysis tasks, and/or creating new schedule entries 
 

 Costs may include technical work to connect agency system to 
KEEP (Kansas Enterprise Electronic Preservation) system, the 
state’s trusted digital repository 
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Electronic Recordkeeping Plans 
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ELECTRONIC RECORDKEEPING PLANS 
 For systems containing records that need to be maintained for 

10 years or longer 
 

 Records Officers need to work with IT and program staff to 
complete 
 

 ERP is submitted to the Electronic Records Committee (ERC), 
sub-committee of the State Records Board 
 

 Once endorsed by the ERC, ERP goes with relevant retention 
schedule entry/entries to the State Records Board for final 
approval to keep records electronically 
 

 Form & other electronic recordkeeping information available at 
http://www.kshs.org/p/electronic-records/11334 
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ELECTRONIC RECORDKEEPING PLANS 
• Sections of ERP designed to help agency staff think 

through long term preservation of and access to electronic 
records 
 

• Sections include questions on:  
 File Formats: are they proprietary? Will you be able to 

export them to something else if they are? Are there 
associated images? 
 

 Data Integrity and Authenticity: Can you go back in the 
system and find logs of changes made to data?  Is there 
versioning control? How do you document changes to the 
actual system? 
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ELECTRONIC RECORDKEEPING PLANS 
• ERP sections continued: 

 Data Security, Confidentiality, and Access:  How is 
confidential data protected?  What audit trails are in place 
again to log changes to data and ensure no unauthorized 
changes are made?  How are open records requests 
handled?  
 

 System Backup and Recovery: How is data backed up? Has 
the recovery process been tested?  Do you have a disaster 
plan? 
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ELECTRONIC RECORDKEEPING PLANS 
• ERP sections continued: 

 Electronic Records Preservation: How does your agency 
currently store archived data? What steps do you have in 
place to refresh storage media and to monitor media 
obsolescence?  What will you do about converting or 
migrating data when new storage media is available and 
your agency upgrades the current system? 
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FINAL THOUGHTS 
 ERP continues to be backbone to electronic records 

retention scheduling in Kansas 
 

 Ideal versus reality: staff time and resources commitment 
 

 Keep working with agencies to ensure electronic records are 
appropriately scheduled and managed 
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UPCOMING SERI WEBINARS 
• March 11, 2014; 2:00 pm ET 

 Hiring & Training Electronic Records Staff 
 

• March 27, 2014; 3:00 pm ET 
 Advocacy & Awareness for Electronic Records 
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COST SHARE & EVALUATION 
• Don’t forget to complete a cost share form and return it to 

Becky Julson (rjulson@statearchivists.org). 
 
• We really do appreciate your feedback, please complete the 

webinar evaluation survey by clicking the link in the follow-
up email which you’ll receive shortly. 
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