
DEVELOPING A RECORDS 
MANAGEMENT PROGRAM 
DEVELOPING A RECORDS 
MANAGEMENT PROGRAM 

March 5, 2025Jessie Graham and Anita VannucciJessie Graham and Anita Vannucci



AGENDA

– Framework

– Communication

– Services

– Training

– The Future



Program Framework



– Current state

– Organizational culture

– Pain points and barriers

– Compliance needs

WHERE TO START



UVA PROCESS 
SIMPLIFICATION

‐ Completed in 2008

‐ Interviews and a survey a

‐ Review of regulations

‐ Proposed new reporting structure



SEEK SUPPORT AND KEEP DEVELOPING

– Develop elevator speech

– Get a seat at the table

– Speak at leadership meetings

– Create an advisory council

– Develop a records coordinators program



TAKE ACTION

– Improve communication 

– Offer services 

– Solicit support 

– Identify special issues

– Focus on people looking for help first



CENTRALIZED COMMUNICATIONS

Website or intranet site

Central mailbox with identifiable name

Periodic mass emails to employees



CUSTOMIZED RETENTION SCHEDULES

– Use the LVA schedules as templates

– Add local terms and familiar language

– Limit which series are viewable

– Create a way to disseminate the schedules 



Services and Training



CONSULTATIONS



STORAGE ‐ PAPER

– Store on‐site or off‐site

– Off‐site requires use of URMA

– On‐site locations should meet Physical 
Records Storage Standards

– Offer on‐site storage location assessments



STORAGE ‐ ELECTRONIC



CHANGING APPROACH



THREE‐PHOTO SLIDE TITLE – HIDDEN



GOING VIRTUAL

– Live, one hour training

– On‐demand general course (30 
minutes)

– Six specific topic courses (5‐7 
minutes each)



ATTENDANCE
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On-
Demand 

Resources

Tip sheets

Instructional 
videos

Staff meeting 
presentations
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The Future



UVA WINS



– Select based upon:

– Biggest need

– Biggest win

– Visibility

– Listen to the pod: 
https://financematters.podbean.com/

DON’T TRY TO DO IT 
ALL AT ONCE



THANK YOU
records@virginia.edu
recordsmanagement.virginia.edu


