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PREFACE

RECORDS MANAGEMENT, Fourth Edition, continues the strong
tradition of serving as a basic introduction to the increasingly compre-
hensive field of records management. As such, the Fourth Edition em-
phasizes principles and practices of effective records management for all
types of records systems. This approach offers practical information to
students as well as to professionals at managerial, supervisory, and op-
erative levels.

The experiences and basic philosophies of the authors are clearly
presented in this latest revision. Emphasis is given to the need to un-
derstand the cycle within which information functions in the office as
well as the systems that are developed for managing and using infor-
mation. Even though increasing attention is also given to automation in
today’s offices, the authors stress the overall importance of understand-
ing how paper records systems function before undertaking the more
complex task of studying automated records systems.

As a text for students in postsecondary institutions, RECORDS
MANAGEMENT, Fourth Edition, may be used for: (1) short courses or
seminars emphasizing either broad views of records management or fil-
ing systems, or (2) longer courses, such as quarter or semester plans.
Basic information systems concepts and new storage methods are offered
within a management context built upon a framework of planning, or-
ganizing, leading, and controlling records systems, both manual and au-
tomated.

As a reference book, this latest edition of RECORDS MANAGE-
MENT serves several purposes. It presents sound principles of records
management that include the entire range of records—paper, microrec-
ords, and magnetic media used in automated systems. It also includes
expanded coverage of management principles and practices and of job
opportunities and career paths in records management. Professionals who
direct the operation of records systems will find the Fourth Edition to
be especially valuable since it includes new simplified filing rules plus
a discussion of the latest information technology and its impact on rec-
ords systems.

The text consists of five parts and 15 chapters. Part I is an intro-
duction to the field of records management and to the broad manage-
ment programs available for solving records problems. The information
cycle and the systems that are created to process information are high-
lighted here. Part 2 centers on alphabetic storage and retrieval systems
using filing rules that are in compliance with the filing rules of the As-
sociation for Records Managers and Administrators, Inc. Part 3 presents
a detailed description of adaptations of the alphabetic storage and re-



trieval method; namely, subject, numeric, and geographic storage meth-
ods.

Part 4 covers special records storage and retrieval and includes up-
dated material on card records systems. It also presents a thorough up-
date of microrecords systems and the emerging technology that inte-
grates micrographics and the computer. Chapter 14 is a completely new
chapter explaining the principles of mechanized and automated records
systems with emphasis on computer and word processing systems. This
chapter also stresses the continuing need to understand basic records
management principles before delving into the complexities of auto-
mated systems. To complete the textbook from a systems perspective,
Part 5 offers a comprehensive view of the role of control in records sys-
tems. In addition, it reviews many practical procedures for controlling
paperwork problems in both large and small offices.

Learning objectives are included at the beginning of each chapter in
the new Fourth Edition. Important terms are printed in bold type
throughout each chapter and are listed at the end of each chapter for
easy review. New questions for review and discussion are provided.
Decision-Making Opportunities (DMO), new tools for developing man-
agement thinking, are provided at the end of each chapter. Two new
Comprehensive Cases, each of which provides broad coverage of major
sections of the textbook, are included in this Fourth Edition.

The filing practice set that accompanies RECORDS MANAGE-
MENT, entitled RECORDS MANAGEMENT PROJECTS, Fourth Edi-
tion, is completely new. This set of practical learning materials consists
of 13 manual filing jobs. Students will practice card filing and corre-
spondence filing in alphabetic, subject, consecutive numeric, terminal
digit numeric, and geographic filing systems. In addition, students will
practice requisition/charge-out and transfer procedures. The learning
materials in the text and the set of projects used together give practice
in storage and retrieval problem solving under conditions similar to those
in the office.

The testing package that accompanies RECORDS MANAGEMENT,
Fourth Edition, includes a Placement Test, four Achievement Tests, and
a Final Examination.

The Instructor’s Manual that accompanies RECORDS MANAGE-
MENT, Fourth Edition, provides instructors with suggested methods of
instruction, teaching aids, suggested readings, a listing of professional
associations, and time schedules that apply to different teaching situa-
tions. Teaching suggestions are also provided for each chapter as well as
the answers to the review and discussion questions, solutions to the
DMOs, the Comprehensive Cases, and the Checking Your Knowledge
of the Rules activities that appear in Chapters 5 and 6. Detailed solu-
tions for all of the practice set jobs are also included in the Instructor’s
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Manual, in addition to finding tests to be used with the practice set.
Answers to the Placement, Achievement, and Final tests are provided.
An important new feature in the Manual for this Fourth Edition is the
inclusion of 15 transparency masters. These transparency masters will
provide additional teaching tools for classroom use.

The authors are grateful to many firms and individuals who assisted
in completing this extensive revision of RECORDS MANAGEMENT.
We appreciate the filing equipment and supply manufacturers and ven-
dors who gave time and information to the authors in their efforts to
update this edition effectively. Special thanks are given to Lois M. Gar-
rett, Southwest Missouri State University; Carolyn E. Karnes, Macomb
Community College; Lillian Lenhoff, Hillsborough Community Col-
lege; Jack L. Nelson, Ferris State College; and Rita Jane Van Pevenage,
Everett Community College, whose critical reviews provided helpful
guidance to the authors. In addition, special appreciation is extended to
our families, friends, and each other, as well as to the editorial staff of
the publisher, whose encouragement and direction have been invaluable
in completing this revision. The result, we believe, is an easily readable,
instructive, up-to-date, and comprehensive introduction to the field of
records management.

Mina M. Johnson

Norman F. Kallaus

Preface v



ACKNOWLEDGEMENTS (Chapter 4):

Color Ilustration A

Color Ilustration B

Color Ilustration C

Color Illustration D

Jeter Systems Corporation

Photos courtesy of The Smead Manufacturing
Company

Photos courtesy of KARDEX Systems, Inc.
The Shaw-Walker Company



CONTENTS

PART ONE: THE NATURE OF RECORDS MANAGEMENT

Chapter 1: An Overview of Records Management 2

The role of information, 2 ® The nature and purpose
of records, 4 e The development of records
management programs, 10 e Career opportunities

in records management, 15

Chapter 2: Establishing a Records Management
Program 23

Paperwork: The root of records problems, 24

* Basic principles of managing records, 28

* Developing an effective records management
program, 36 ® Managing records

in the small office, 49 e Comprehensive case.l, 54

PART TWO: ALPHABETIC STORAGE AND RETRIEVAL

Chapter 3: Records Storage Equipment, Supplies,
and Methods 56

Basic terminology of records storage, 57 * Basic
storage equipment and supplies, 58 ¢ Basic methods
of records storage, 67

Chapter 4: Alphabetic Records Storage 75

Alphabetic storage arrangement, 76 e Illustrative
alphabetic records storage systems, 90 e Advantages
and disadvantages of Alphabetic Records Storage, 93
* Selection and design of alphabetic records storage
systems, 94 e Procedures for storing records
alphabetically, 95

Chapter 5: Alphabetic Rules for Indexing
Personal and Business Names 108

Rules for names of persons, 110 ¢ Checking
knowledge of the rules, 114 e Rules for business
names, 116 ¢ Checking knowledge of the

rules, 121 e Alphabetic card filing, 123

e Jobs 1 and 2



Chapter 6: Alphabetic Rules for Indexing Other
Names 134

Rules for other names, 135 ¢ Subjects within
alphabetic arrangement, 144 e Cross-referencing of
other names, 145 ¢ Checking knowledge of the
rules, 147 e Jobs 3, 4, and 5

Chapter 7. Manual Records Retrieval and
Transfer 154

Records retrieval, 155 e Records transfer, 166
* Jobs 6, 7, 8, and 9

PART THREE: ADAPTATIONS OF ALPHABETIC STORAGE AND
RETRIEVAL

Chapter 8: Subject Records Storage 176

Overview of subject records storage method, 176

e Arrangement of records stored by subject, 179

* Supplies for subject records storage, 181 e Storing
and retrieving procedures for the subject method, 187
* Advantages and disadvantages of the subject storage
method, 190 e Job 10

Chapter 9: Numeric Records Storage 194

Consecutive numbering method, 197

e Nonconsecutive numbering storage methods, 212
¢ Combinations of numeric and subject storage
methods, 225 e Jobs 11 and 12

Chapter 10: Geographic Records Storage 235

Arrangement of records stored by the geographic
method, 236 e Supplies for the geographic
method, 248 e Storage and retrieval procedures for
the geographic method, 250 ® Advantages and
disadvantages of the geographic method, 257

* Combinations of the geographic method and other
storage methods, 258 ¢ Comprehensive

case 2, 264 e Job 13

PART FOUR: SPECIAL RECORDS STORAGE AND RETRIEVAL
Chapter 11: Card Records Systems 268

viii Contents



The nature of card records systems, 268 ¢ Equipment
and supplies for card record systems, 272

Chapter 12: Special Records 287

Methods of storing special records, 287 e Procedures
for storing and retrieving special records, 295

Chapter 13: Microrecords 300

Microfilming, 301 e Microforms, 303 ¢ Procedures
and equipment for microrecords systems 308 e
Management considerations, 320 ¢ Microrecord
applications, 323

Chapter 14: Mechanized and Automated Records
Systems 328

Technology and records systems, 329 e Mechanized
records systems, 330 ¢ Automated records

systems, 333 e Applications of records

automation, 348

PART FIVE: RECORDS CONTROL SYSTEMS

Chapter 15: Controlling the Records
Management Program 356

The control process in records systems, 357

* Standards in the control process, 360 ¢ Methods of
controlling paperwork, 368 e Controlling records in
the small office, 379

GLOSSARY 384
INDEX 394

Contents ix



1 - The Nature of Records Management

1 - An Overview of Records Management
2 - Establishing a Records Management
Program

Part 1 introduces you to the field of records management
and the growing career opportunities available. In this first
Part, the nature and purpose of records are explored, and the
development of management programs to solve records
problems is discussed. A highlight of the Part is the presen-
tation of a set of principles for managing records at all stages
in the life cycle of a record.



AN OVERVIEW
OF RECORDS
MANAGEMENT

After you have completed this chapter, you will be able to:

Describe the role of information in the modern organization.

List the steps in the information cycle.

Define the terms record and records management.

Classify records found in an office.

List the steps in the record cycle.

Identify problems involved in the use of records.

Summarize the main features of early and modern records manage-
ment programs.

Discuss systems concepts used in managing a records program.
Describe various levels of records management positions and quali-
fications needed to attain a position at each level.

10. Understand the continuing role of paper records in organizations with
computer facilities and equipment.

o 4 o ol A

© @

The present time is often called the Age of Information. The manage-
ment of all types and sizes of organizationsyincluding those of business,
government, education, and health care, have come to realize that thelr
success depends totally upon having the nght 1nf0rmat10n to make the
decisions needed to manage their firms.

Generally, information is placed on records of various types; and, in
turn, records are organized into complex systems. This chapter intro-
duces important concepts of information and records management and

discusses the growing opportunities for careers in this important field.

THE ROLE OF INFORMATION

The office is an information-production factory. From the earliest

days to the present time, offices have taken raw material{data}and changed

-



Chapter I — An Overview of Records Management 3

or processed it into information. In the earlier offices, all of this work
was done by hand. Today, by contrast, an increasing amount of office
work is done by machine, especially the computer. In either case, how-
ever, information is the office product that is stored on records, as dis-
cussed in this chapter.

The Information Cycle

The lives of people as well as organizations follow a set of steps that
are repeated on a regular basis. When combined into a sequence, these
steps are called a cycle. Examples are the economic cycle, the human
life cycle, the production cycle in an automotive firm, or the registra-
tion-through-graduation cycle in your school. In a similar way, there is

such a cycle for processing information in the office.
An information cycle consists of the following general steps:

. Collecting the information needed for management decision making.

2. Retaining the information needed for future use. All other collected
information is discarded.

3. Storing the information for Igter use.

4. Retrieving the information from storage when such information is

needed.

5. Transporting the retrieved information to the requesting person for
use.

. Using the information.

. E'@Luzmng.the 1nformat1op to.gtorage.ﬁ(ln automated systems, this step
is not required, as explained in Chapter 14.)

8. Destroying the information when it is no longer of any value.

»

—

~N 3

Managing Information

Because information has value, it must be managed. To handle this
important responsibility, a growing number of information specialists
are needed. In large firms, data and word processing departments require
managers to supervise computer and computer-related systems; tele-
communication departments need managers to supervise the linkage of
the computer and the telephone; and controlling the firm’s records re-
quires a records management specialist. In small offices, the managing
of information may be centered in the office manager, the owner, or the
senior person in charge.
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All such managers, to be effective, must be skilled problem solvers
and must be able to make decisions about business operations based on

a clear understandin the costs but the benefits to be realized
from such decisions. In turn, such decisions must be based on reliable

information.

THE NATURE AND PURPOSE OF RECORDS

As you begin a study of records management, several basic concepts
need to be understood. These include definitions of key terms, classifi-
cations of records, the record cycle, and an understanding of important
records problems.

The Nature of Records

A record is written or oral evidence of information that has been
collected for use by people or machines. The most common records, such
as correspondence, forms, and books, are written and appear on paper.
Oral records capture the human voice and appear on cassettes and other
magnetic media. Less obvious to the human eye are records that appear
on film, such as movies, photographs, and microfilm. Even less obvious
are the records produced by the computer, which are discussed in Chap-
ter 14.

All resources used by the firm must be managed; and records as

information resources are no exception. Thus, the term ({gco;%-
agement refers to the process of planning, organizing, staffing, directing,
a[g_g ggntro!!igg all the steps involved in he

me-a record is created until its final destruction or permanent storage.

“To manage records effectively, a clear understanding of the com-
position of the record is necessary. Prior to the time of computers, office
managers thought of records as paper documents on which information
was placed with little or no thought given to the organization of the
information on the records. However, since computer systems require a
far deeper study of records as they are processed and used throughout
an entire firm, computer specialists studied the basic nature of all rec-
ords, looking for features common to all of them. From their studies, a
set of basic characteristics found in all records has been identified.

All records are composed of fundamental units that are organized
1nt0 a structure called a hierarchy. Figure 1-1 (beginning at the bottom
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and continuing to the top) shows the place of a record in the information
hierarchy. The most basic unit is the the betic, numeric,
and related symbols ($, %, and #, for example) used in business com-

munications. The combination of characters into words-or numbers re-
sults in a higher level of the hierarchy called the field. In the human

resource department, for example, the name of an employee would be
entered into a name field on the form, a field that is made up of many
characters.

A groulg %f rglét%g fields constitutes a record. (Note that this defi-
nition 1n the hierarchy does not contradict the more general definition
given earlier in this section but rather describes an additional charac-
teristic of a record—its place in the total organization or structure of
information.) Thus, the name field, the address field, the sex of employee
field, and ‘the date of employment field on one form are defined as a
record. And a collection of related records, in turn, is called a file. All
of the human resource employment forms relating to one employee could
be grouped together in one folder and the contents of that folder would
represent the file. A collection of files—the highest level in the hier-
archy—is known as the library (or database in automated systems, or
in everyday language in the office, the files). This last category is usually

Level in

Hierarchy Definition Example of Contents of Each Level

5. Library A collection All files related to the human resource

(database) of related files department, the sales department, and so on.

4. File A collection of All completed applications for the position of

related records records clerk.
Record

3. Record A collection of Name Field Address Field Soc Sec Field
related fields DayJ D 12 A St City 484-14-4563

2. Field A collection of Field | Field 2
related characters Day J D 12 A St City

1. Character One alphabetic, Character | Character 2 Character 3
numeric, or D A Y

equivalent symbol

FIGURE 1-1 — The Role of a Record in the Information Hierarchy
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what is found in the contents of file cabinets or in an equivalent form
in automated systems.

Purposes of Records

Records serve as the ”memory” of a business. They ‘‘remember’’ the
month, and year to year. For example, policies are developed and re-
corded in order to furnish broad guidelines for operation. Each depart-
ment (finance, marketing, accounting, and human resources) bases its
entire mode of operations upon records. In addition, records have wide-
spread legal value and must be retained as specified by law. Tax records
are a prominent example of this type of record. Many records, too, have
historical value which increases with the passage of time. Ongmal cop-
ies of the Declaration of Independence and the Gettysburg Address are
well-known examples, as is the original drawing of Ford’s first Model T
automobile.

Classification of Records

Records can be classified in two basic ways: (1) according to their
use; and (2) according to the prlncmm‘mm“These

two classifications are discussed in this section.

:

Classification by Use. This classification includes transaction docu-
ments and reference documents. Transaction documents are paper rec-
ords of day-to-day operations of an organization. These documents, the
most common and largest category of records maintained in an offlce
consist primarily of business forms. Examples are invoices, requisitions,
purchase and sales orders, bank checks, statements, contracts, shipping
documents, and personnel records such as employment applications and
attendance reports. Reference documents, on the other hand, contain in-
formation needed to carry on the operations of the firm over extended
periods of time. Such records are referenced for information about
previous decisions, quotations on items to purchase, statements of ad-
ministrative policy, and plans for running the organization. Typical
reference documents are business letters, reports, and interoffice memo-
randums. Other examples are catalogs, price lists, brochures, and pam-
phlets.
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Classification by Destination. This classification is divided into ex-
ternal and internal records. An external record is created for use outside
the firm. Examples of such records are letters sent to a customer or client,
to an organization’s suppliers, or to the various branches of the govern-
ment. The largest group of ds classified by their destination is that
of internal records. An internal record contains information needed to

operate the organizatioﬁ—aﬁi may be created inside or outside _t‘h_e;‘&-v

ganization. Examples are communications between the organization and
its employees (payroll records, bulletins, and government regulations) and
communications among an organization’s departments (inventory con-
trol records, interoffice memorandums, purchase requisitions, and re-
ports). Critically important internal records are maintained by the ac-
counting department regarding the presence and use of assets and debts
owed and local, state, and federal taxing information.

The Record Cycle

The life span of a record from creation to final disposition (or from
“birth” to ““death”) is called the record cycle, as shown in Figure 1-2.

All types of records follow these steps.
A brief explanation of the terms used in Figure 1-2 should be of help
at this point in understanding the record cycle. Whenever a letter is typed,

1] creaTiON| 2 | DisTRIBUTION | 3] USE 4| STORAGE
(to point of use and (by decision active or
~ returned for I makers) L inactive files;
storage) temporary or
permanent files

| 5|RETRIEVAL _d MAINTENANCE | [ 7| TRANSFER| |8 DISPOSITION

(locating classification destruction;
document or retention archival
information and|”] operating procedures [*] N storage
taking from protection

storage) preservation

FIGURE 1-2 — The Record Cycle 2~



