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Department Spotlight: Records Management 

Records Management, a System Administration office within Business 
Services, has the goal of ensuring that the University manages its rec
ords in a systematic manner. To meet that goal, Records Management 
determines how long University records need to be retained to meet the 
legal , fiscal, administrative and - in conjunction with University Ar
chives - historical needs of the University. 

The Records Management program was established in 1963 and became 
active March 9, 1964, with the opening of the Records Center. The 
University of Missouri has the second oldest program at an educational 
institution in the United States. Only the University of California 
System's program is older. 

The Records Management program has seven areas of responsibility: 
inventory and retention of records; micrographics; management of 
system forms; filing systems; staff training in records management; 
records center operations; and vital records. 

'ention schedules: 

Systemwide -- schedules cover records common to all depart
ments of the University System 
Like departments -- schedules cover records of like departments 
on each campus, such as purchasing, personnel, accounting, etc. 

Individual departments -- schedules cover records unique to a 
specific department 

The University Records and Archives Committee approves all retention 
schedules. Those schedules then become official policy of the Univer
sity and all University employees are bound by the schedules. 

Records Management is responsible for all micrographic activities of 
the University System. These responsibilities include operations of the 
microfilm facility. Microfilm operations does approximately 99 per
cent of all source document microfilming and all computer-output
microfilm (COM) production. Approximately 6 million source docu
ments, ranging in size from checks to engineering drawings, are micro
fllmed each year. In 1981, 1989 and 1990, the microfIlm operations 
staff provided micrographics training to employees of the Egyptian 
Ministry of Foreign Affairs in Cairo, Egypt . 

In the area of forms management, Records Management is responsible 
for the 256 systemwide forms and is in the preliminary stages of 
exploring the use of electronic forms. 

A considerable amount of staff time is devoted to filing systems, 
including filing problems. Approximately 40 percent of the requests 
for assistance are related to filing. Handouts are available to help 
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Records Management Department 
Selected as Test Site 

University's Records Management Department has been selected as a 
test site to test cost formula of records handling procedures being 
developed by the University of Tennessee for the Association of 
Records Managers and Administrators (ARMA). The University is one 
of 23 test sites being used throughout the United States and Canada. 
Such organizations as Martin Marietta Energy Systems, Lockheed Cor
poration, Jimmy Carter Library, Georgia Department of Archives and 
Bank of California are serving as test sites. 

News About Our Staff 

Wayne Duncan, Director of Records Management, has been appointed 
to the Cost Study Advisory Committee of the ARMA project (men
tioned in previous article). The advisory committee is composed of 
eight individuals from organizations such as: National Archives of 
Canada, Oak Ridge National Laboratories and United States National 
Archives and Records Administration. 

Bob Crowder, Coordinator of Records/Forms Management, gave a 
presentation on Forms Management in Education at the mid-year meet
ing of the ARMAEducational Institution Industry Action Committee on 
March 7 in Pittsburgh, Pennsylvania. 

(Department Spotlight continued) 
University departments develop classified subject flling systems. A 
booklet, "Alphabetic Filing Rules," is available to all University depart
ments. 

Training of University staff in records management subjects, policies 
and procedures is time consuming. Each University department has 
been asked to appoint a departmental records coordinator. The program 
will permit a more directed effort in records management training. 

The records center provides secure, low-cost records storage for all 
University departments. The center has a net annual storage growth of 
around 4,000,000 source documents. There are about 84,000,000 docu
ments stored currently -- the equivalent of 7,000 four-drawer flle 
cabinets. The cost avoidance to the University is $1,197,000 (cost of 
7,000 file cabinets) and 49,000 square feet of floor space. Microfllm,pa
thology blocks and slides, and computer tapes are stored in addition to 
paper documents. 

Vital records functions are related to records that are necessary to 
continue operations and business. Most of the vital records of the 
University have been identified and are listed in the University Business 
Policy Manual. Each University department has the responsibility to 
ensure that its vital records are appropriately protected. 

For additional information on the Records Management program, call 
882-6362. 

Secretarial Staff Seminar 

Brenda Wilson hosted a seminar for the Secretarial Staff of Systems 
Administrative Affairs offices which was held at the Columbia Country 
Club on March 14, 1991. 

Gay Swyers, Administrative Assistant in the President's Office, pre
sented the standards on receiving and processing President Magrath's 
correspondence. Suggestions were made by the secretarial staff for a 
better flow of correspondence into the office. Gay shared some of the 
secretarial resources she uses; discussed the pros and cons of resource 
material; and made suggestions in other areas that will assist with the 
work load in the President's Office. 

Brenda discussed the processing of correspondence from the Board of 
Curators and Vice President of Administrative Affairs Office. Staff 
development was discussed and Brenda encouraged the group to watch 
for seminars that would benefit their job performance.They are to 
inform their supervisors of the seminars. 

The principles of SoftSwitch was presented by Les Sapp, Loretta 
Clithero and Penny Shepherd. SoftSwitch links electronic mail systems 
together in such a manner that it appears to the user as if there is one large 
electronic mail system. SoftSwitch went into service on April 1. Ques
tions should be directed to the ICS Helpdesk at 882-4083. 

Nan Erickson, Assistant Professor of Practical Arts and Vocational 
Technology at MU, presented a Time Management program in the 
afternoon. Helpful suggestions were given to increase productivity in 
the daily office routine. 

New Employees 

Ramona (Mona) Holtwick transferred from MU Personnel Services on 
March 13 to join the staff of Facilities Planning and Development as a 
Secretary. Mona recently moved to Columbia from Glasgow, Missouri. 

Henry Balling has been hired as Associate Director, Project Design 
Management, in the Office of Facilities Planning and Development, 
effective April 8. Henry previously served as President of Balling 
Construction, Inc. in Buffalo, New York. 

Mary Ellen (Mel) Huffington joined the Office of the Vice President 
for Administrative Affairs on March 11, as a part-time secretary. Mel 
had previously been employed with the UM System in the Patents and 
Licensing Office. Mel's husband, Dale, is Associate Director of Inde
pendent Study for the University. 

Kirt David Harman joined UM Information and Computing Services 
on February 25 as an Information and Computing Support Specialist 




