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AGENDA

— Framework

— Communication
— Services

— Training

— The Future




Program Framework




WHERE TO START

— Current state
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— Organizational culture
— Pain points and barriers

— Compliance needs




UVA PROCESS
SIMPLIFICATION

- Completed in 2008
- Interviews and a survey a
- Review of regulations

- Proposed new reporting structure

bl [UNIVERSITYof VIRGINIA

utive Summary for Process Simplification Steering Comn
Records Management Project
January 28, 2008

Records Management team was established to examine current pre
ction of records throughout the University and propose improvemg
rompliant and systematic records management. The team was chat
bns: 1) to improve academic and administrative units’ retention an
wareness of and compliance with Commonwealth and University
vhich technology can streamline and improve records managemen
create a sustainable approach in educating the University commuy
proving the efficiency and effectiveness of the University's records
ve for compliance with state law, and proper records retention and




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

— ldentify special issues

— Focus on people looking for help first




CENTRALIZED COMMUNICATIONS




CUSTOMIZED RETENTION SCHEDULES

HOME / RECORDS RETENTION & DISPOSITION / RETENTION SCHEDULE DATABASE

Using the retention schedule database:

— U Se t h e LVA SC h e d u | es a S te m p I a te S Watch this instructional video before using the retention schedule database search.

Using more than one search term in a field will return results that contain all terms, not necessarily in sequence. A
space between search terms in a field equals "and.”

— Ad d | Oca | te r m S a n d fa m i I ia r | a n g u a ge o Example: If student record is entered into the Record Series Name field, it will return results that contain

student and record in that field.

Wildcards are automatically added. This is helpful if you only remember a partial number or word.

— Li m it W h i C h S e ri e S a re Vi ewa b I e o Example: If you enter pay in the Record Series Description field, it will return results that contain pay but

also payroll, payment, and repayment

Use simple search terms. If you find you receive too many or too few results, try reducing the number of search
terms and search fields used.

— Create a way to disseminate the schedules

Record Series Name Record Series Number

Record Series Description Schedule Category

-Any - - APPLY




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

== Microsoft 365
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CHANGING APPROACH
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GOING VIRTUAL

— Live, one hour training

— On-demand general course (30
minutes)

— Six specific topic courses (5-7
minutes each)
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On-
Demand
Resources

Staff meeting Instructional
presentations videos




IRM-017 RECORDS
AND INFORMATION
MANAGEMENT

Approved November 26, 2012

Updated July 24, 2024

UNIVERSITYs VIRGINIA

UVA POLICY

HOME SEARCH POLICIES POLICY PROGRAM PROCESS TEMPLATE POLICY REVIEW COMMITTEE GLOSSARY

Home
@ %R]S&'MI:Y IRM-017: Records and Information Management

Date: 11/26,
Status: Fina
Last Revised: 07,/24,/2024
Policy Type: Unive
Contact Office: University Records & Information Management Office, Health Information Management, College at Wise Library
Oversight Executlve: Execu esident and Chief Operating Officer

Applies To: Academic Divis the Medical Center, the College at

y-Associated Organizations

Table of Contents:
Policy Statement
1. Agency Requirements
A. Records & Information Management
B. Special Records Requests
2. University-Associsted Organizstions
Responsibilities

4. Compliance with Policy
Procedures

Reason for Policy:

The Unive tted 10 adhere to best practices for the m

ent of all University records regardless of formst to:

« Comply ry requirement

ncluding the Vi

ginia Public Records Act.

« Reduce risks associated with unintended disclosure of sitive information

+ Respond efficiently to recor and preservation orders

« Protect vital and historical information abo

he University

Policy Summary:
T Jpports the consistent, efficient, and comprehensive management of Universi ty records and nformation. It establishes expectations for all Uni
4 s A

ia Public Recor standard designated records offic

and guidelines issued by agt

versity-Associated Orgar Virginia Public Records Act but are strongly




The Future




UVA WINS
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Drowning in Documents? Caroline Walters
Offers a Lifeline

By Charlotte Crystal, charlottec@virginia.edu « April 22, 2009

— Select based upon: 6 X m
— Biggest need
— Biggest win
— Visibility

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




THANK YOU

records@virginia.edu
recordsmanagement.virginia.edu
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