
 

 

 
 
 
 
 

Records Management 
 

 

4th Edition 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Steven M. Bragg 
 
 



 

Table of Contents 
Chapter 1 – Records Management Overview ....................................................................................... 1 

Learning Objectives ............................................................................................................................. 1 
Introduction .......................................................................................................................................... 1 
The Need for Records .......................................................................................................................... 1 
Problems Related to Records ............................................................................................................... 2 
Types of Records ................................................................................................................................. 2 
Record Retention Criteria ..................................................................................................................... 3 
The Record Life Cycle .......................................................................................................................... 3 
Record Formats ................................................................................................................................... 4 
Information Governance ....................................................................................................................... 4 
The Records Management System ...................................................................................................... 5 
The Records Manager.......................................................................................................................... 5 
Chapter Summary ................................................................................................................................ 5 
Review Questions ................................................................................................................................ 6 
Review Answers .................................................................................................................................. 7 

Chapter 2 – Record Storage Systems................................................................................................... 9 
Learning Objectives ............................................................................................................................. 9 
Introduction .......................................................................................................................................... 9 
Alphabetic Storage ............................................................................................................................... 9 

Personal Name Cross-Referencing ................................................................................................. 11 
Business Name Cross-Referencing ................................................................................................ 12 
Personal Name Sorting ................................................................................................................... 13 
Business Name Sorting .................................................................................................................. 14 

Additional Alphabetic Storage Rules – Personal Names ..................................................................... 14 
Additional Alphabetic Storage Rules – Business Names ..................................................................... 15 
Miscellaneous Alphabetic Storage Rules ............................................................................................ 16 

Identical Names .............................................................................................................................. 16 
Government Names ....................................................................................................................... 17 

Problems with Alphabetic Storage ...................................................................................................... 18 
Subject Storage ................................................................................................................................. 18 
Numeric Storage ................................................................................................................................ 21 
Alphanumeric Storage ........................................................................................................................ 22 
Geographic Storage ........................................................................................................................... 23 
Chapter Summary .............................................................................................................................. 24 
Review Questions .............................................................................................................................. 25 
Review Answers ................................................................................................................................ 26 

Chapter 3 – Elements of a Records Management System ................................................................. 27 
Learning Objectives ........................................................................................................................... 27 
Introduction ........................................................................................................................................ 27 
Record Storage Equipment ................................................................................................................ 27 
Record Storage Supplies ................................................................................................................... 28 

Guides and Special Guides ............................................................................................................ 28 
Tabs ............................................................................................................................................... 28 
Folders ........................................................................................................................................... 28 
Additional Supplies ......................................................................................................................... 29 

Record Preparation and Filing ............................................................................................................ 30 
Physical Record Requisition and Return ............................................................................................. 30 
Record Transfers ............................................................................................................................... 31 
The Records Retention Schedule ....................................................................................................... 31 

Human Resources Records Retention Schedule ............................................................................. 33 
IRS-Mandated Records Retention .................................................................................................. 34 

Record Protection Measures .............................................................................................................. 34 
Record Destruction ............................................................................................................................ 35 



Table of Contents 
 

ii 

Records Management Best Practices ................................................................................................. 35 
Report Purge .................................................................................................................................. 36 
Copy Elimination ............................................................................................................................ 36 
Individual Folder Creation Policy ..................................................................................................... 36 
Record Pre-Sorting ......................................................................................................................... 36 
Filing Cabinet Locations ................................................................................................................. 36 
Filing Carts ..................................................................................................................................... 37 
Longer Storage Intervals................................................................................................................. 37 
Storage Improvements ................................................................................................................... 37 
Document Imaging ......................................................................................................................... 38 
Document Consolidation and Clarification ....................................................................................... 38 
The Tickler File ............................................................................................................................... 39 
Misfiling Solutions ........................................................................................................................... 39 
Practices to Avoid ........................................................................................................................... 39 
Analysis of Records Management Best Practices ........................................................................... 40 

Chapter Summary .............................................................................................................................. 40 
Review Questions .............................................................................................................................. 41 
Review Answers ................................................................................................................................ 42 

Chapter 4 – Electronic Records Management .................................................................................... 43 
Learning Objectives ........................................................................................................................... 43 
Introduction ........................................................................................................................................ 43 
Electronic Records Management ........................................................................................................ 43 

Directories ...................................................................................................................................... 43 
Metadata ........................................................................................................................................ 44 
Databases ...................................................................................................................................... 44 

Electronic Media ................................................................................................................................ 45 
Electronic Records ............................................................................................................................. 45 
Electronic Records Safety .................................................................................................................. 46 
Electronic Records Retention and Destruction .................................................................................... 46 
Catastrophic Damage Risk ................................................................................................................. 47 
Chapter Summary .............................................................................................................................. 48 
Review Questions .............................................................................................................................. 49 
Review Answers ................................................................................................................................ 50 

Glossary ............................................................................................................................................... 51 

Index .................................................................................................................................................... 53 
 
 
 




