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An Introduction to 
Records Management 



Basics of Records Management 

• The application of management techniques to the creation, use, 
maintenance, retention, preservation, and destruction of 
state records for the purpose of improving the efficiency of 
recordkeeping, ensuring access to public information under Chapter 
552, and reducing costs. 

 
• The term includes:  

– The development of records retention schedules 
– The management of filing and information retrieval systems 
– The adequate protection of state records that are vital, archival, or confidential 
– The economical and space-effective storage of inactive records 
– Control over the creation and distribution of forms, reports, and correspondence 
– Maintenance of public information in a manner to facilitate access [by all 

stakeholders] 
 
Preservation and Management of State Records and Other Historical Resources 
Government Code, Chapter 441, Subchapter L 
Section 441.180. 

 



What exactly is a Record? 

• Any written, photographic, machine-readable, or other 
recorded information created or received by or on behalf 
of a state agency that documents activities in the 
conduct of state business or use of public resources.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Preservation and Management of State Records and Other Historical Resources 
Government Code, Chapter 441, Subchapter L 
Section 441.180. 

 



Characteristics of a Record 

• Authenticity 
– Record is what it says it is 

• Reliability 
– Record is a full and accurate representation of the business 

transaction 

• Integrity 
– Record is complete, unaltered, and protected from unauthorized 

access and alteration 

• Usability 
– Record can be located, retrieved, and used 
 



Life Cycle of a Record 



Records Management at A&M 



Records Management at A&M 

• Surveying records within a department 
• Provide secure records storage, destruction, and 

information retrieval 
• Authorize the destruction of eligible state records 
• Maintain Records Retention Schedule 
• Records Retention Research 
• Offer Instructional Classes 

 



Records Retention Schedule 



Storage & Destruction Forms 



http://library.tamu.edu/records 

http://library.tamu.edu/records


Records Storage 

• Determine what records 
you have 

• Pack in 1.2 cu. ft. boxes 
• Fill out the Records 

Storage Form 
• Call to make a pickup 

appointment 
• Label with a unique box 

number (e.g. ENG-2012-
01) 



Records Destruction 

• 3 varieties of destruction: 
– Records Center Destruction  

• Records 
• Convenience Copies 

 
– Departmental Destruction 

 
– Post-Retention Destruction Authorization 

 



Other Resources 

• Principles of Records Management (Quarterly, through 
EOD) 
 

• Fundamentals of Managing Departmental Records 
(TrainTraq #2111143) 
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