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A records mnagement program is considered by many companies as a

ma jor branch of management services. This program consists primarily of
concentrating responsibility for all paper-work activity in one duly

established and recognized member of management.3

Statement 9£ the Problem

The problem of the dissertation was to determine whether formal
instruction in records management at the collegiate level is justified,
to determine what should be the content of such instruction, and to

determine in what courses such instruction should be offered.

Purpose of the Study

It was the purpose of this study to gather information concerning
the responsibilities, duties, and organizational relationships of
administrators of records management programs; o determine the status of
records management instruction in member schcols of the American Associ-
ation of Collegiate Schools of Business; to comrare the topics now being

included in instruction and the duties considered. important by records
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Answers to these questions were sought:

1. What are the major duties and responsibilities of records
management administrators?

2o What are the minor duties and responsibilities of records
management administrators?

3. What is the average span of control of records management
administrators?

L. What is the organizational structure of records management
activities?

5. What is the educational background of the records management
administrator?

6. What is the status of records management instruction in
member schools of the American Association of Collegiate
Schools of Business?

7. What is the comparison between the topics now being taught in
toge e cad2 ke gobnnls Af isdnasfmand the Avtime concidored

as major portions of responsibility by records management
administrators?

8. What topics should be included in records management
instruction if such instruction is justified?

9. Should a records management course be offered at the
collegiate level?

Importance of the Study

The product of the office is paperwork. Although paperwork has
been largely undisciplined, uncontrollably expensive, and a constant
hindrance to the full attainment of corporate objectives, it is never-
theless essential. Businesses depend on accurate records. Milton

Reitzfeld states: "Records are akin to man's memory and can be
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considered an extension of his brain."h Alfred M. Pelham also expresses

the importance of records in the following statement:

In them are stored knowledge from which decisions are
made and plans are formulated. No corporate entity of any
consequence, no governmental agency of whatever size, no
scilentific enterprise or academic pursuit could be sustained
for long in today's world without adequate records.

-~

it

“lf

through the use of the spoken word-——at informal conferences, at board

meetings, in daily casuval encounters—-~the written word, on pieces of
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waste, reasonably estimated at hundreds of millions of dollars annually,
is inexcuéable, It my be attributed to managerial inertia, devotion to
the maintenance of traditional methods, wwillingness to recognize that
records management is a separate and highly important operational func-
tion, and failure to notice that records waste constitutes a serious
annval drain from taxpayers'! dollars and corporate profits.7

Records management people are now evaluating their programs and
establishing goals toward the creation and management of information
rather than records. A& review of literature pertaining to records man-
agement reveals that research has been conducted by the Federal Governs
ment, state governments, industries, and individuals for the purpose of

analyzing paperwork activities, These analyses were made for purposes

of reducing paperwork expense, improving systems and procedures, and
establishing more efficient programs. No research was found that was
concerned with making a determination of the duties and responsibilities

of the Records Management Administrator and the formal instruction

. r—nd -;“L&o‘?' 19 ’.“_ vl ansd b aarm b o v
28 1y
=

This study is needed, first, to determine the duties and
responsibllities of the one person in the business organization who has
assumed responsibility for controlling all paperwork activities of the
records management program. It is assumed that this information will
aid in establishing a records management program as a major branch of

management services and as a formal and integrated program which
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thorough knowledge of the field and the responsibilities
involved, A records administrator collects information,
recommends standard records practices and procedures, and
submits them to management in the form of reports and
memoranda. . . « The records administrator should visit
other records departments and attend discussions of techni-
cal groups with similar interests. Membership in profes-
sional associations and extensive reading of technical
literature in the records management field are important.

Those who possess a sound knowledge of records proce-
dures, together with an imaginative appreciation of the
intimate relationship between the management of records
and the mnagement of bus%ness as a whole, will be best
fitted for the position.l
The need for developing teaching devices and subject mtter that
will help a student obtain accurate information concerning the scope of

records management has been expressed by some viriters. Place expresses

the opinion that filing courses today are not adequate for training

. nrecnertiye wegpeds rgnagawant pereganel Docruce thRPV Arfedoy~hl gith
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something isolated from records nanagement.l7

Ann Carter Shaw says that many of those in executive positions in

»anrarda marnaceoemendt Fodav ara ol lece oradiiatecs bt +hat recnlar enllece
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Alan C. Negus, Vice President, Research, National Records Manage-

ment Council, Inc., states:

. We strongly feel that courses in records management should
be provicesssssssscd on a larger scale at the collegiate lsvel for many
reagons:

l. Paperwork and clerical activities npw compose the
major segment of business activitieso

2. A basic understanding and knowledge of records
mnagement requires familiarity with organization
structure, accounting procedures and information flow.
It would enable a student to tie together some of the
other basic business administration courses.

3. There is a growing need in industry to attract more
intelligent young people into the field of records
administration. I have had calls from four firms in
the past week who are looking for people to fill
vacancies.

L. Ten years ago most company programs Vere parrov in
scope and on a hit or miss basis with no standards.

T‘T - mrAAnu!\u—n Thn e mmem -_.,_.....L.!._.-

;—1 "

they are more sophisticated in approach and much
broader in scope. Staff positions require some experi=
ence or training.

5. As records management broadens in definition and scope
more lknowledge is required ¢f basic approaches and
techniques. A good analyst must know the when and why
of flow charting, time study, statistics, work sampling,
forms design, business letter writing, etc.l
This study was intended as a contribution to the field of records
management in determining the need for and improving the education of

records management administrators. It was assumed that this study will
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The analysis of records management instruction now being offered
at the collegiate level was limited to collegiate schools or colleges
of business that are members of the American Association of Collegiate
Schools of Business. This information was obtained by questionnaire.

The analysis of opinions of prominent business educators concern-
ing the content of records management instruction was limited to
teachers of courses in records management and office management. This
information was obtained by questionnaire.

The study is limited by the normative-~survey method of research.

No attempt was made to check the truthfulness of respenses,

Development of Records Management

The importance of the management of paperwork was recognized by
the United States Government after World War II because of the over-

whelming increase in the amount of records being created and retained.

Tb!i ngﬂﬂ)’ji—g nn A5 An nn-f-.g_rmwih nf +ha 1marlr Aaf +ha (\'F"(Ti_ne Methgdﬁ--

Division of the Navy, which was headed by Egggtt Leahy guring WbrE!

War II. Mr. Leahy was awarded a Navy Citation for developing Records
Management Programs that resulted in savings stated to be 21 million
dollars in four years.zo An organization, entitled Commission on
Organization of the Executive Branch of the Government and directed by
Herbert Hoover, with Mr. Leahy as Chairman of the Records Management

Task Force of the Commission, was orga.nized.21

ZOP].aCG, 220 _C_':i_.io, Pe 1.)49.

211134,
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In the business world, as in the Federal Government Jjust before
and during VWorld War II, two forces have effected growth of the special-
ized field of records management. The first of these forces was the
interest of archivists and historians in preserving important records.
This emphasis bsgan a quarter of a century ago. The second, the more
powerful of the forces, was the impact of sheer mass, the growing volume
of reéords that aroused top management to consider the possibility of
reducing the costs of space, equipment, and personnel involved in
filing.25 Bahmer states: "The place of business in our society inevit-
ably dictates that the records of business must form a part of our
cultural inheritance."26

According to Drucker the emergence of records management as a
newly organized discipline has three major causes. One is simply the
load: the burden and the cost reach the point where the only alternative
to records management is arson. The second reason is that business is

an information and idea svstem. and records are mnagement'!s memorv.
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functions of systems and procedures. The main concepts of records
mnagement are these: (1) Filing is the major function of records
management; (2) records management is the control of records retention;
(3) all paperwork is managed; and (L) the creation, use, activity,
storage, disposition, repair, protection, and preservation of all types

of records are controlled.

The filing concept.--Since records management is involved in the

systemavic arrangement and keeping of business correspondence and
records, the term "records mnagement" is immediately associated with
the term "filing." Some business educators include only the filing
operations in the functions of records managemsnt. Others consider

e t'“y_ﬁ!-ad*r v, P'*ﬂ' T (AT HUAES i —Tmpm -

expressed by Neuner and Haynes as follows:

. Records management is a new term which connotes a higher
administration concept of filing activities. Records manage=
ment involves coordinating the functions of creation, admine
istration, preservation, and destruction of the records of a
business. As such, the major portion of this definition
refers to what has heretofore been included under the title
of "filing" in the office.

The trend in recent years has tended increasingly toward
the term “records management" and avay from the term “filingh
because filing seems too oftgn to imply putting awvay every-
thing for future reference .

Littlefield and Peterson express the folloiwing point of view:

— —g o i, ML A - = =

e
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management refers to management control of records. A
sound program of records management is one in which standard
and approved systems are used and one in which records are
protected, are easy to find, are not unduly space-consuming,
and are not retained beyond their period of usefulness.2?

The records retention concept.--Records management was originally

conceived in terms of records retention and disposition controls. This
has been the traditional concept of the term “records management." Many
companies professing the operation of records management programs center

these programs on controls established for records retention,which is

I_hp Tae+ nhaae nf tha mnnn?ggg_]jjp g E{i]ﬂ

It is stated in the "Analytical Summary=! of Case Studies in

Records Retention and Control 'that the more recent concept of records

management is based on a specific viewpoint toward paper work, a view-
point that regards records as a cyclical process. This concept dis-
tinguishes three phases in the life of a record: creation (forms control,
duplicating, and printing methods ); use (systems analysis, work measure-
ment, flow charting, correspondence control, files analysis); and ’

disposition (retention schedules, vital records protection, storage

procedures, disposition techniques) 39

296, L. Littlefield and Ro Lo Peterson, Modern Office Management
(New Jersey: Prentice-Hall, Inc., 1956), po 2L9.

3OJe:Wel Moberley and others, Case Studies in Records Retention
and Control (New York: Controllership Foundation, Inc., 1957); pp. 1=2.
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For the purposes of the above study, the authors used the terms

"records management" and "records retention" as havine the same meaning.

. illiam L. Rofes exulaij his e e

with retention; that is, it 18 ussommel in its older, more con-
I I = £ N ———————————
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than is necessary, and to save no more records than are necessary.35
Expressing the broader concept of records management, Hicks and
Place state that the activity of putting records into files in prede-
termined sequences so that they can be found when needed is only part of
the entire problem of records organization and control.3® Other problems
involved are these:
1. Controlling the cost of records making and keeping
2. Controlling the use and storage of records
3. Developing retention and disposition schedules
. Utilizing the historical and public relations value of
records
5. Organizing the program so that management participates in it37
Hicks and Place continue as follows:
An over-all program of records organization includes the
entire life span of records--from their creation to their
wltimate disposition. It may include form control, procedure

studies, cost analysis, production and equipment gtandards,
control audits, and other management techniques.3

35California State Senate, Joint Legislative Committee on Govern-
mental Reorganization, Records Management and Adm@nistr%tion in Cali-
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William Benedon, 1961 President of the American Records Manage-
ment Association, defines the term as follows:
Records Management is the systematic control over the
creation, maintenance, retention, protection and preservation
of records with specific emphasis on the ability to retrieve
information as required.39
Benedon follows the broad concept of records management but makes
a distinction between systems and procedures and records management.
He says that records management controls the ingredients, and systems
and procedures control the creation and operation of a finished preduct.
Records management serves as an information device for systems analyses.

It provides data needed to determine existing forms and reports, methods

of filing, and processing methods being used in a procedure under

study 4O

its broadest sense and defines it as "the application of controls to the
creation, use, maintenance, protection and disposition of an organiza-
tion's records.,")‘Ll A brochure published by Naremco Services, Inc.,
shows the scope of the interpretation of this definition. The activi~
ties listed are auditing the systems and procedures function; work
simplification; clerical cost control; forms management; tabulating and

computer analysiss methods, systems, and procedures; reports analysis;



PP



22
Definition of Terms
Throughout the study a number of terms are used which should be

defined.

Record--Any paper, book, photograph, microfilm, map, drawing,
chart, card or other documents or any copy thereof, received
by any branch, division, department, or unit of a company,
and has been retained by such office or its successor, as
evidence of its act&gities or because of the information
contained therein.

Records Management--The scientific control over the creation,
use, activity, storage, disposition, repair, protection,
and preservation of all types of records to enable manage-
ment tg realize greater returns from its paper-work opera-
tions 47

Paperwork--~The recording, storing, analysis and regorting of
information to help someone do his job better 4

Paperwork Management--A term selected by the Task Force on
Paperwork Managemsnt to signify areas other than records
transfer, storage, disposal, and filing because of the mis-
interpretation of the term, "records management.Wld

Recordkeeping-~The elements of office filing operations, keep-
ine and destrovipe records. oneration of records centers.

Filing-~-The placing of papers in acceptable containers according
to some predetermined arrangement so that any paperi'when
required, can be located quickly and conveniently .5

uéBenedon, op. cite, po 12.
Lwyiie, loce cite
L8gen S. Graham, "Work Simplification Applied to Paperwork,"
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Form--finy plece of paper containing information, printed or
reproduced by whatever msans, with blank spaces left for
the entry of additional information to be used in the
operations of the business .52

Repg»tgmil =3 roc g;gt-i_rm nf_crvmmarmr infarmtinn from ane

r

level of menagemsnt to another or from one organization to
another at recurring intervals.53

Vital Records——Records that are so important as to be indis-
pensable to the continued operation of the company after
a disaster .Sl ’

Essential Records--Records of slightly lesser importance which
would be costly and difficult to reconstruct, if destroyed,
but whose loss would not result in a complete disruption
of company operations.

Records Series—~Groups of identical or related records which
are normally used and filed as a unit, and whicg permit
evaluation as a unit for disposition purposes.5

Records Inventory--A complete listing of file contents by
records series together with sufficient supporting informa-
tion to enable a proper evaluation of file functions and
activities .07

Retention Schedule--A list of records and/or records series in
alphabetical or report number arrangement by organizational
unit noting for each item a retention time table for main-
tenance in offices and in the company records center .58

Records Center--A centralized area for the housing and servic-
ing of inactive or semi~inactive records whose reference

np_-% AAno »nA 4+ ranvmant Lhaoadan madkantdiaAan Sn avrancedra AFPFPY Aa
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Security Program--A program developed for the purpose of pro-
tecting records that are absolutely necessary to the
security and continued operations of the company in the
event of complege destruction of the company'!s records
from any cause. 0

Control--~The regulation of activities in accordance with a
plan, so that the final objectives may be achieved
properly; process of checlking results against an objective
or standard; restraining, checking, and motivating influ-
ences exercised by management.

Administrative Control~-The control of action by individuals

and groups in the completion of programs for the accomplish-
ment of organizational objectlives. It is group control.52

Records Management Organizations

Since questionnaire returns from members of the American Records
[

T G S _ o wma.
T i, T -

3
F
y

Administrators were used as sources of data for the study, descriptions
and objectives of these organizations are presented in the following
paragraphs. Since the organization of the National Records Management
Council is the first organized approach to assist industry, government,
and individuals in establishing adequate records management programs,

the purposes of this organization are also included.

American Records Management Association.-~The American Records
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The primary purpose of the Council is to assist industry, government,
and individvals in establishing adequate programs for organizing,
evaluating, managing, and preserving records experience. To accomplish
this the Council advocates and applies a program of research, education,
and advice. The Couucil's education program is designed to—

1., Meet the critical need for trained personnel in the
field of records management by orientation in the tech-
niques, achievements and potentials of records manage-
ment.

2. To encourage the preservation of business records to
serve the administrative needs of management and the
needs of the historian by organizing and disseminating
council research and applied experience in records
mnagement

3. To develop records management as a profession and
encourage a professional identification for people
participating in this important field.

L. To apply a scientific approach to records management so
that it may be taught or the basis of analysis, workable
methods and applied standards.(l

The National Records Management Council has among its cooperating

LY qnt&nﬁnﬁ“nnﬁ rp dlhm VATV ames Tnsendaddav, +ha fmandiane .

—

¥

Historical Association, the Economic History Association, the Society of
American Archivists, the Business Historical Society, the University of
California; and Northwestern University. The Council is controlled by a

Board of Directors e’écted equally from among businessmen, historiams,

and archivists .72

Tlpobert A. Shiff, WThe Stake of Top Management," Integrated Con-
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The National Records Management Council is an education and |

research organization which serves business and government in promoting
preservation of business records. It is affiliated with Naremco
Services, Incorporated, a business firm providing consulting services
for a fee to business and government in the field of records management

and paperviork control.’3

Effect of Electronic Equipment on Records Management

Although electronic equipment is making great strides in the
achievement of speed and economy in paperwork or data processing in the
office, Shiff states that it does not appear to be cutting down on
paperwork, but rather it accelerates the rate at which paper is turned
out. One of the new electronic typewriters is faster than three hundred
secretaries—-—-turning out 1,800 characters each second. This machine can
£ill a page with one hundred twenty columns of figures in about ten
seconds. This means more paperwork, more people to process the paper,
more filing equipmept for housing records, and more space devoted to
records alone.7h

Jo Mo Thom believes that paperwork and paperwork costs will
increase. The more automated our industrial production, with more

workers haing renlaced hv recordine instriments. the more nanaer. Thom




29
management, the more paper; and the scientist-manager needs a great deal
of recorded data to make his decisions and formulate his policies.75

Ben S. Graham is of the opinion that paperwork problems cannot be
solved through mechanization but through an organized approach. The
following suggestions are made by Graham:

1. We have got to break dovm the artificial lines in busi-
ness, recognize that the paperwork goes across the company,
disregards department and division lines. To be effec-
tive, we must integrate the whole system, not a depart-

mental segment of it.

2. We should get rid of this massive processing of data
reports.,

3. Use the work simplification approach properly developed.76
According to Donald K. Bartlett, management could save 80 per

cent of today's paperwork costs without electronics and automation if it
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Charles B. Stauffacher gives some implications involved in the
application of electronics data processing to records control. Assuming
current knowledge, current reference, current analysis, historical

analysis, and legal requirements as the major reasons for paperwork, an

dongosnd mm smevcmd e wrransTA S AT AA A LA T T avrr e n maammAanmmdta simd A 2AAAT

1. Local action points would originate all the data required
for records purposes from working documents;

2. These data would be transmitied automatically through cards
and tapes to data-processing centers;

3. Operating records would be processed from these data in
such a way that analyses and required reports would be
prepared as by-products;

i. Operating data would be transmitted back to local points and
other decision-making centers; with the printing of refer-
ence for other required data being made immediately avail-
able;

5. Storage for further use would be possible on cards or
tapes.7

Stauffacher states further that in this ideal situation inter-
mediate paperwork is avoided., To accomplish the ideal, operations and
management philosophy would have to be tailored to the pace and the

attributes of the machine. The ideal situation would cover the operating
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applications. The electronics age offers no automatic solution. The
paperwork involved in electronic calculations in today's transmission
patterns can add to the problem rather than simplify it unless procedures
are carefully screened and developed. There are possibilities in timing

and paperwork simplification far beyond anything yet observed. The

avnloijatien nfdhareanassihilitjeswill denend f=greRaiogmeraeiny of

adapting present procedures to machine use. As capital costs mount and
predicted man-power shortages develop, and as these are coupled with
increased rates of pay, there will be greater concentration on the
paperwork problem.79

The following statement from Stauffacher expresses this opinion.
%It looks like a long-run problem which will go on and on into--and
probably through the electronics age.“BO

Edmund Dennis Dwyer expresses the same opinion in the following

statement:
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Summary
Because the number of records that are created, processed, and

filed in business offices has been increasing at a tremendous rate since

1940, much attention has been given to the solutions of the management

problems that have resulted from this development. Solutions to these

management.

This study was undertaken for the purpose of gathering informa-
tion concerning the responsibilities, duties, and organizational rela-
tionships of administrators of records managemsnt programs; to determine
the status of records management instruction in member schools of the
American Association of Collegiate Schools of Business; to compare the
topics now being included in instruction and the duties considered
important by records management administrators; to gather opinions from
prominent business educators concerning the content of records management
instruction; and to develop an outline of the content of records manage-
ment instruction if such is justified.

One of the critical records problems is the shortage of competent
top-level personnel., Writers in the area of records mnagement emphasize
the importance of well=trained and competent personnel in developing,

maintaining, and controlling an effective system of handling records.
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justifying the need for and improving the education of records manage-
ment administrators.

The survey of records management administrators was limited to
87 records administrators who are members of the Association of Records
Executives and Administrators and 672 records administrators who are
members of the Américan Records Management Association. The analysis of
records management instruction now being offered at the collegiate level
was limited to collegiate schools or colleges of business that are
members of the American Association of Collegiate Schools of Business.
The analysis of opinions of prominent business educators concerning the
content of records management instruction was limited to teachers of
courses in records management and office management.

The United States Government recognized the importance of the
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completed by divisions of the government has been instrumental in
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preservation of business records for the purposes of serving the admin-

istrative needs of management and serving eeds. of + isfhariap

Concepts of the term "records management" range from "filing" to
the broad scope which includes many activities, such as auditing the
systems and procedures function; work simplification; clerical cost
control; forms management; tabulating and computer analysis; methods,
systems, and procedures; reports analysis; equipment research; special-
ized paperwork systems; records retention, storage, and protection; and
filing and correspondence operations. For the purposes of this study
the term "records management" is defined as the scientific control over
the creation, use, activity, storage, disposition, repair, protection,
and preservation of all types of records to enable menagement to realize

greater returns from its paperwork operations.
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Professor John Joseph Neuner

School of Business and Civic Administration

College of the City of New York

New York, New York

Co-author of Office Management and other books in the fields of
office management and accounting

Dr. Irene Place
Associate Professor, Office Management
School of Business Adminjstration

The University of Michigan

Ann Arbor, Michigan

Co-author of Office Management and other books in the field of
office administration

Professor George Robert Terry

School of Business

Northwestern University

Evanston, Illinois

Author, Office Management and Control

Professor George A. Wagoner, Head

Department of Business Education and Office Administration
College of Business Administration

The University of Tennessee

Knoxville, Tennessee

Co-author of Gregg Transcription for Colleges

A copy of the letter dispatched to these educators is shown in
Appendix I.

After analyzing the criticisms and recommendations made by the
educators, the questionnaire was revised and presentéd to the writer's
adviser, Professor C. B. Hicks. After consultation with Professor Hicks,
the questionnaire was revised and sent to thirteen records management
specialists for their evaluations. This group of jurors included records
administrators, records advisers, and records management consultants.

The Jurors were chosen on the basis of their contributions to the area
of records management through writings reviewed which were found in

?r\ !n-'--‘vn“ Asnnvmatnath~Ad +a +FhAaaa
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speclalists is shown in Appendix I. The ten jurors who retuwrned

evaluations and criticisms are named here:

39

Mr. William Benedon

Records Managemenit Advisor

Iockheed Aircraft Corporation

Burbank, California

1961 President, American Records Management Association

Mise Ellma Frantz

Managemsnt Advisory Services

Price Waterhouse & Company

Los Angeles, California

National Roster Chairman, American Records Management Association

Mr. Ben F. Gregory

Records Management Analyst
Office Methods Staff
Tennessee Valley Authority
Chattanooga, Tennessee

Mr. Al Hannibal

Supervisor, Records Management
Monsanto Chemical Company

St. Louis, Missouri

Mro. V. Oo Nelson

Supervisor, Correspondence and Commuriciasishns Services
Chance Vought Aircraft, Incorporated

Dallas, Texas

Mr. flan G. Negus

Vice President, Research

National Records Management Council, Ince

New York, New York

1961 President, Association of Records Executives and Adminis—
trators

Mr, Milton Reitzfeld

Director, Management Assistance Office

Third Naval District

United States Navy

New York, New York

Management consultant to industry and government

Miss Ann Carter Shaw

Former Records Administrator
Fonte, Cone, and Belding
Chicago, Illinois
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Mro. Robert E. Weil

Manager of Records Planning

Bethlehem Steel Company

Bethlehem, Pennsylvania

A former Vice President of the National Records Management

Council

Mr. Robert B. Wheelan

Research Associate

Controller'!s Institute Research Foundation, Ince.

New York, New York

When the questionnaires were received from the jurors, the
criticisms and recommendations were analyzed and the questionnaire was
revised.

Arrangemsnts for personal interviews with two records administra-
tors who are members of the organizations surveyed were mde for the
purpose of obtaining further objective evaluations of the questionnaire,

Letters were dispatched to Mr. Raymond J. Gedeon, The Ohio 0il Company,

Findlay, Ohio, and Mr. D. J. Blanton, Records Coordination, Goodyear

v~
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included in fAppendix I. Mr. Gedeon is a member of the Association of
Records Executives and Administrators and Mr, Blanton is a member of the
American Records Management Association.

Letters were received from Mr. Gedeon and Mr. Blanton in which
permission for the interviews was granted. An interview was held with
Mr. Gedeon and his staff in the office at the Ohio 0il Company in
Findlay, Ohio, on February 1, 1961. The questionnaire was answered by
Mr. Gedeon in the presence of the writer and criticisms and recommend-
ations were given. An observation of the program at the Ohio 0il

Company was mades
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An interview was held with Mr. Blanton in his office at the
Goodyear Atomic Corporation on February 2, 1961, at which time the
questionnaire was completed by Mr. Blanton in the presence of the
writer. Criticisms and recommendations were presented. An observation

of the records management program was made. An interview was also held

with Mr. F. E. Croxton, Mr. Blanton's superior. Ilir. Croxton offered

Minor changes were macmme on the questlonnaire. 10 was uhen pre-
sented to the writer'!s Graduvate Committee and approved. It was then
prepared for mailing and dispatched to 87 members of the Association of
Records Executives and fdministrators and 672 members of the American
Records Management Association. Questionnaires were not sent to members
if duplications of membership in the two organizations and the companies
could be ascertained. A total of 759 questionnaires was dispatched. A
copy of the questionnaire is shown on the following pages. A copy of

the letter which accompanied the questionnaire is shown in Appendix I.
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QUESTIONNAIRE TO DETERMINE DUTIES OF RECORDS
MANAGEMENT ADMINISTRATORS

Definition: A Records Management Administrator is the person who has
assumed the day-to-day responsibility of systematically
controlling the records management program as it is identi-
fied in the firm. For the purposes of this study, Records
Management is the scientific control over the creation,
——,
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and preservation of all types of records to enable manage-
ment to realize greater returns from its paperwork
operations,

Section I

Name of Respondent

Title of Respondent Date

Firm Name

1. Please specify the type of firm

Indicate whether Corporate (home office) , Division (branch)
Subsidiary » or Independent Subsidiary .

3

a. Approximate total number of employees in your firm or division
for whom you have records management responsibility .

b. Total number of office eimployees o

2. Is the Records Management Program identified as a separate entity
within the organizational structure? Yes No

3. Is the Records Management Program identified as a separate func-
tion , or section s or department ?

L. Is the Records Management Program authorized to include paperwork
activities of all departments of the organization? Yes No
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What is the title of the Records Management Administrator (the
person who has active, day-to-day authority, responsibility, and
control of the development and maintenance of the Records Manage-
ment Program)?

What is the title and organization name of the executive to whom the
Records Management Administrator is directly accountable?

What is the title and organization name of the person (or persons)
who originally delegated the responsibility and control of the

10,

records management program to the Records Management Administrator?

Please list the committees related to his position of which the
Records Management Administrator is a member and 1nd1cate com-
mittees of which he serves as chairman.

Indicate the number of employees who are under the direction and
control of the Records Management Administrator.

Records Analysts Secretaries Microfilming
Methods Analysts Typists Personnel
Reference Clerks Stenographers Duplication
Librarians Indexing Clerks Clerks
Printing Plant Records Center
Employees Clerks

NEN

REN

|
|

Others (Please specify)

Supervisors (Please specify number and specific titles)

Assistants (Please specify number and specific titles)

Is an organization chart which outlines the company's over-all
organization available? TYes No (If possible, please enclose
a copy with the completed questionnaire.)

Is a job description of the Records Management Administrator avail-
able? Yes No (If possible, please enclose a copy with the
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13, Is an organization chartv which outlines the organization of the
Records Management Program available? Yes  No_  (If possible,
please enclose a copy with the completed questionnaire.)

1, Is a policy statement concerning goals or purposes of the Records
Management Program available? Yes_ No___ (If possible, please
enclose a copy with the completed questionnaire.)

Section II

kxplanation: Please indicate with a check mark the duties and responsi-
bilities which the Records Management Administrator con-
siders to be (1) a Major Portion of his Responsibility,
(2) a Minor Portion of his Responsibility, or (3) No
Responsibility. If the Records Management Administrator
checks No Responsibility, please check (L) If the duty is
performed in other sections or departments.

No
Major Minor Respon- Other
1. Management of Forms Portion Portion sibility Dept.
Preparing inventory of forms
used () () () ()
Predetermining the disposition
of forms () () () ()

Establishing criteria to be used

ered a form () () () (
Designing forms () () ()
Analyzing forms for purpose of

improving, combining, and

N N’

eliminating forms () () () ()
Authorizing the creation of forms ( ) () () ()
Establishing channels of distribu-

tion of forms () () () ()
Formulating procedures for the

preparation of forms () () () ()
Installing functional and numer-

ical files for forms () () () ()
Determining the quality of paper,

size, type, etc., to be used

for forms () () ) (
Maintaining a forms control plan ( ) () () ()
Writing policy and procedures

manual concerning the use of

forms () () () ()
Others (Please specify) () () () ()
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No
Major Minor  Respon~ Other
2., Management of Reports Portion Portion sibility Dept.
Establishing system used in
classifying reports () () () ()
Controlling the creation of
reports () () () ()
Analyzing reports for the purpose
of determining need () () () ()
Preparing inventory of reports () () () ()
Establishing functional index
for reports () () () ()
Improving format and writing style
of reports () () () ()
s ,J e e e e - ,

e Nl D= e ——

for reports () () () ()
Simplifying reporting procedures () () () ()
Establishing a system of distribu=-
tion of reports () () () ()
Writing policy and procedures
manual for reporting system () () () ()
Others (Please specify) () () () ()
() () () ()
() () () ()

3. Managerent of Correspondence

Improvine the formt of letters () () () ()
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No
Major Minor  Respon-  Other
(contd.) Portion Portion sibility Dept.
Formulating and establishing
reference service procedures
for microfilmed records () () () ()
Others (Please specify) () () () ()
() () () ()
Management of records retention
Establishing records retention
schedules () () () ()
Determining methods of disposi- K
tion of records () () () ()
Maintaining records retention
schedules () () () ()
Preparing inventories of all
records () () () ()
Keeping the records inventory
up to date () () () ()
Organizing a records retention
committee () () () ()
Making identification of vital
records () () () ()
Planning a systematic method for
destruction of records () () () ()
Processing records for disposition
(including destruction) () () () ()
Determining legal requirements
of records retention () () () ()
Obtaining legal requirements of
records retention () () () ()
Locating and designing a records
center for inactive records () () () ()

Preserving business history
?ﬂnnwae () () () [ W
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Determining and establishing the

most efficient means by which

records are protected against

fire and floods () () () ()
Determining and establishing means

for protecting records against

bombing, etc., during wartime () () () ()
Selecting storage equipment and

supplies () () () ()
Determining how storage equipment

and supplies will be utilized () () () ()

Determining layout of storage
space and equipment () () () ()
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No
6. (contd.) Ma jor Minor Respon- Other
Portion Portion sibility Dept.

Establishing criteria used in
designating records that are

vital, important, or useful () () () ()
Supervising reference service () () () ()
Supervising library service () () () ()
Training new employees in
reference and library service () () () ()
Establishing and maintaining a
central storage area for
inactive records () () () ()
Establishing and maintaining a
library () () () ()
Others /[Please specify) () () () ()
() () () ()
() () () ()
7. Participation in personnel
management
Educating personnel in other
departments in advantages of the
— K}, et L e —
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No

8. (contd.) Major Minor Respon- Other
Portion Portion sibility Depto.

Selling new programs to

superior execu?iv?§. () () () ()
; e — : ,
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processing () () () ()
Selling new programs or systems

to operative personnel () () () ()
kvaluating the effectiveness of

the records management program () () () ()

Developing and maintaining a

follow-up program of records

management activities {) () () ()
Developing and analyzing the

organizational structure of the

records management prograr () () () ()
Deterpmining and gnalyzine casts

of paperwork activities () () () ()
Determining management results

(other than costs) such as

increase in good employee morale

and decrease in labor turnover () () () ()
Controlling reproduction equip-

ment (other than printing) () () () ()
Controlling printing equipment () () () ()

Managing the creation and use of
non~-pertinent directives, or
wilitten instructions, or

written procedures () () () ()
Others (Please specify) () () () ()
() () () ()
() () () ()

9. As Records Management Administrator, what major decisions are you
required to make in the performnce of your duties and responsibil-~
ities? (Example: scheduling staff)
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11. Please check the tools and techniques that you use that you consider
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Work distribution chart
Random sampling devices
Time and motion study
Work measurement

Analysis of records usage sheet
Forms distribution chart

Forms analysis chart

Records accessibility chart

Others (Please specify)

12, What equipment do you feel you should be familiar with in order to
perform your job effectively? (Please check items)

Electronic Data Processing Printing

Electric Data Transmitting Small Business Machines
Microfilm Calculators
Duplicating (multi-copy) Adding Machines
Copying (single copy)

——
————

TH

Others (Please specify)
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Li, How did you acquire the specific training for the work of managing
the records management program?

5. Do you believe that a need exists for incorporating many of the
activities of records management into one course and teaching such
a course at the collegiate level?

Yes No

Please add further comments pertaining to the data requested on the
questionnaire, to your present records management program, and/or to
future plans for managing paperwork activities in your firm.
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The Association of Records kxecutives and Administrators is
located in New York, New York. Chapters of the American Records Manage-
ment Association are located in the Bay Area, California; Chicago,
Illinois; Cleveland, Ohioj; Columbus, Ohio; Detroit, Michigan; Milwaukee,

liisconsin; Minneapolis, Minnesota; New York, New York; Philadelphia,

anj_ﬂi iiﬂ,ﬁ’;g)og‘fe I'a Ijipmjjﬁ iii ﬂ‘m Smﬁ?nn MNalifarnia oran

The questionnaires were dispatched on February 17, 1961. On
March 17, 1961, a reminder postal card was dispatched to the members who
had not responded. A copy of the postal card is shown in Appendix I.

On April 10, 1961, a letter was dispatched to the members of the associ-
ations who had not responded. & copy of the letter is showm in
Appendix I.

One hundred and eighty-four questionnaires were returned
unanswered for the following reasons: members were no longer employed
by the company; addresses of members were unknown; members were retired
or deceased; members were not presently connected with the work of
records administrators; and duplications of memberships existed in the
companies. Seventy-two of the members were unable to answer the ques-
tionnaire because the records management program is in the developmental
stage or a stage of reorganization, company policy or superiors would not
permit the completion of the questionﬁaire, the concern is in the
process of reorganization or moving, the questionnaire did not apply to

the type of organization (hospitals and educational institutions), and

the_ouvestinnnaire would regquirg tao much time to comnlete. Resvondents -

|
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were not received by seventeen members. This resulted in an effective
m1iling of L86 questionnaires.

Three hundred and eleven (or 63.98 per cent) replies were received.
One hundred and eighty-eight (or 38.68 per cent) of the respondents
indicated that the activities of records management are not organized
as a separate entity within the organizational structure. Nine of the
respondents did not complete the questionnaire according to instructions
and four completed questionnaires were received after tabulations were
completed.

One hundred and ten (or 22.63 per cent) of the replies were
usable. Completed questionnaires from organizations that recognize
records mnagement as a separate entity within the organizational struc-
ture as a function, a section, or a department were considered usable
replies.

Tables 1 and 2 give a detailed analysis of the questionnaires

sent out and received. Table 3 shows the geographical locations of the

- mancrdagra momap], "
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Methods Used in Obtaining Data concerning the Status of
Records lManagement Instruction at the Collegiate Level

A short questionnaire, which is shown on page 57, was constructed
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TABLE 1

NUMBER OF QUESTIONNAIRES SENT AND NUMBER OF REPLIES FROM
RESPONDENTS NOT COMPLETING QUESTIONNATRES

Number Per Cent
Replies received
Replies from members whc were not connected
directly with the work of records adminis-
trators (consultants, analysts, teachers, etc.) 83 10.94

Replies from members who were unable to answer

logmn = cooey ~ vggiea e e

company policy, did not apply to type of
organization) 72 9.9

Replies from members who were retired 43 5.67

Replies from members who were no longer

employed by the company and address unknovmn 35 Lo61
Replies from duplications of membership in the
companies 20 2.63
Members who were deceased 3 39
Mamharae wha A3A nnat ronnavq,cuﬁﬁhjgnnairgq 37 EQ?Q

%-‘

Effective mailing L86 6l.03

Total questionnaires sent out 759 100,00

persons were obtained from the 1960 listing of faculty personnel of the
American Association of Collegiate Schools of Business.
Eighty-nine (or 91.75 per cent) replies were received. The data

obtained by way of these questionnaires were analyzed for the purpose of
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57
QUESTIONNATRE ON RECORDS MANAGEMENT INSTRUCTION

Definition: For the purposes of this study, records management is
defined as the scientific control over the creation, use,
activity, storage, disposition, repair, protection, and
preservation of all types of records to enable management
to realize greater returns from its paperwork operations.

1. Does your school have a records mnagement course? Yes No

2o Is this course for undergraduates , graduvates , or both ?

3. If the answer to question 1 is yes, what textbook or books are used
at present?

4. Is records management, included as a phase of instruction in any of
the following courses?

Office management graduate undergraduate Textbook
. syatems and nrocedures  ewvaduatie  undevergdnate . JCiiRogic

Electronic data
processing graduate  undergraduate__ Textbook

Others: (Please specify)

graduate _ undergraduate Textbook

graduate  undergraduate_ Textbook

5. Is records management instruction offered by your school through:

Conferences specify length annually occasionally

Workshops ~ ___ specify length annually  occasionally

Other means:

Name

School or College

Comments by respondent:
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Two methods were used to make a determination of the duties to

be included on the check list. First, the duties which were indicated

as a mjor portion of responsibility by 50 per cent or more of the

records administrators were determined. Second, a numerical value was

determined for each duty. This numerical value includes a combination

of "major portion" indications, "minor portion" indications, and 'no

responsibility" indications. A value of two was arbitrarily assigned

to major portion indications; a value of one was assigned to minor

r;.‘iig _ - j
o ‘ 1

indications. The duties were ranked according to these numerical values
and quartiles were determined. All duties which ranked above the median
(or second quartile) according to the numerical value and were
considered to be a major portion of responsibility by 50 per cent or
more of the records administrators were used in constructing the check

listoe



59

CHECK LIST 10 DETERMINE CONTENT OF CURRENT
RECORDS MANAGEMENT COURSES

Directions: The duties listed below were considered to be a major

portion of responsibility by 50 per cent or more of the
records administrators surveyed. In order to determine
the current status of records management instruction you
are asked to indicate (1) if the activity is included in
your present course in records management or (2) if the
activity is not included.

Not
Included Included
1. How to prepare an inventory of records () ()
2. How to determine the best filing system for
active records () ()
3. How to establish filing methods for active
records () ()
Lo How to audit filing methods to determine and
arproat fhyg TaEe oF—anpg>- IMI \
—
50 How to determine the reference. ratio of active
files () ()
6. How to analyze and simplify filing procedures () ()
7. How to install new recerds series and records
units () ()
8. How to prepare a filing procedures manual () ()
9, How to determine the adequateness of filing
systems and methods () ()
10, How to prepare filing reports () ()
11, How to determine the feasibility of microfilming () ()
12, How to establish a microfilm indexing system () ()
13. How to formulate procedures in microfilming
records () ()
1, How to formulate reference service procedures
for microfilmed records () ()
15. How to prepare records retention schedules () ()
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Not

16. How to determine the best method of records Included Included

disposition (including destruction) () ()
17. How to maintain a records retention schedule () ()
18, How to organize and participate in committee

activities ( ) ()
19, How to make identification of vital, important,

and useless records () ()
20, How to plan a systematic method for destruction

of records () ()

2lo How to process records for disposition

}

22, How to obtain and determine legal requirements
of records retention () ()

23, How to determine a suitable location and how to
design a records center for inactive records () ()

2, How to determine the most efficient means by
which records are protected against fire,
floods, and bombing () ()

25. How to select and utilize storage equipment and
supplies () ()

26, How to prepare physical layout of storage
space and equipment () ()

270 How to establish procedures used in reference
service () ()

28. How to establish and maintain central storage
areas for inactive records () ()

29. How to educate all personnel in advantages of
the records management program () ()

30, How to select personnel for records management
work () ()

3l. How to determine the best methods of training
new emplovees () ()
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Methods Used in Obtaining Opinions concerning Content
of a College Course in Records Management

The list of duties discussed in the previous paragraph was used
as a basis for constructing a check list which was dispatched to 100
teachers of records management and office management. Names of such
persons were obtained from the 1960 listing of faculty personnel of the
American Association of Collegiate Schools of Business, college
catalogues, and current literature. The check list is shown on the
following pages. The cover letter and the follow-up letter are shown in
Appendix I.

One check list was returned bscause of improper address and one
was returned because the teacher is deceased., This resulted in an
effective mailing of 98. Sixty-one (or 62.2l per cent) replies were
received. One check list was answered incorrectly. Sixty (or 61.22 per
cent) replies were usable. These replies were analyzed to determine
the opinions concerning the activities that should be included in a

records management course, an office management course, a systems and

_ veacedurpg conrse, afhar coneses, on neot _dnecJuded ip callegiate

instruction. A list of respondents who contributed opinions is shown in

Appendix II.

Analyses of Job Descriptions, Records Management
Policy Statements, and Organization Charts

Requests were made on the questionnaires that respondents include
job descriptions of records administrators, records management policy
statements, company-wide organization charts, and records management

organization charts with the completed questiomnaires. Twenty-seven job
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CHECK LIST TO DETERMINE CONTENT OF A COLLEGE
COURSE IN RECORDS MANAGEMENT

Directions: The duties listed below were considered to be a major

portion of responsibility by 50 per cent or more of the
records administrators surveyed. In order to determine
where these duties, knowledges, and skills should be
taught, you are asked to indicate the course. If the
activity, in your opinion, should not be included in
collegiate instruction, make no indications.

Records Office Other

Mﬁﬂoﬁ Ma E Eg _Syrerame and (Please_

12,

ment ment  Procedures specify)
How to prepare an inventory
of records () () ()
How to determine the best fil-
ing system for active records () () ()
How to establish filing methods
for active records () () ()
How to audit filing methods to
determine and correct the
source of errors () () ()
How to determine the reference .
ratio of active files () () ()
How to analyze and simplify
filing procedures () () ()
How to install new records
series and records units () () ()
How to prepare a filing pro-
cedures manual () () ()
How to determine the adequate-
ness of filing systems and
methods () () ()
How to prepare filing reports () () ()

How to determine the feasibility
of microfilming () () ()

How to establish a microfilm
indexing system () () ()
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13,

o

Records Office

6l

Other

Manage- Manage- Systems and (Please

ment

ment

Procedures

specify)

How to formulate procedures in
microfilming records

How to formulate reference
service procedures for micro-
filmed records

()

()

()

()

()

16,

17.

18.

19.

20,

21l.

22,

23,

2o

25.

retention schedules

How to determine the best
method of records disposition
(including destruction)

How to maintain a records
retention schedule

How to organize and participate
in committee activities

How to make identification of
vital, important, and useless
records

How to plan a systematic method
for destruction of records

How to process records for dis-
position (including destruc-
tion)

How to obtain and determine
legal requirements of records
retention

How to determine a suitable
location and how to design a
records center for inactive
records

How to determine the most effi-

cient means by which records are
protected against fire, floods,

and bombing

How to select and utilize
storage equipment and supplies
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Records Office Other
Manage- Manage- Systems and (Please
ment ment  Procedures specify)
26. How to prepare physical lay-
out of storage space and
equipment () () ()

27. How to establish procedures
h—r—‘iﬁl -—Eﬂ'_‘ln—"r

- —

28. How to establish and maintain
central storage areas for
inactive records () () ()

29. How to educate all personnel in
advantages of the records
management program () () ()

30. How to select personnel for
records management work () () ()

31. How to determine the best
methods of training new

employees () () ()
32, How to sell new prograns to
superior executives () () ()

33. How to evaluate the effective-
ness of the records management

program () () ()

34 How to develop and maintain a
. follow=up program of records
management activities () () ()

35, How to develop and analyse the
organizational structure of the
records management program () () ()

36, How to make sound decisions
pertaining to records
management () () ()

37. How to formulate policies per-
taining to records management
ATOOTAMS ( ) {( ) ( )
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Lo,

hlo

Ll,2c

L3

Who

LS.

How to construct and analyze

66

a3_Records Acces&%g;;itv Chart

How to construct and analyze
a Layout Flow Chart

How to use Work Measurement
devices

A familiarity with the operation
of electronic data processing
equipment

A familiarity with the oper-
ation of microfilming equipment

A familiarity with the oper-
ation of duplicating equipment

A fapmiliarity with the oper-
ation of copying equipment

Records Office Other
Manage= Manage~ Systems and (Please
ment, ment  Procedures specify)
() () ()
() () ()

() () ()

() () ()

() () ()

() () ()

() () ()

What knowledges and skills not listed do you believe should be included
in a records management course?
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BEighty-nine (or 91.65 per cent) replies were received from the 97

nf_tha Anerippn Assn=
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CHAPTER ITI

SURVEY OF THE LITERATURE ON RECORDS MANAGEMENT

Programs for developing and maintaining integrated records
mnagement activities have been devised by governments and industries.
Several of these programs are based on the three phases in the life of
a record: creation, use, and disposition. Other programs center on
controls established for tha disposition of records or the retention of
records. Information obtained from a review of the reports of the oper-
ation of these programs as related in current literature helped to
formulate the basis on which the questionnaire, which was used to obtain
the data concerning the duties and responsibilities of records manage-
ment administrators, was constructed. This review also reveals the
interest in records management that has developed in governments and

industriess

Records Management Programs in Government and Industry

program operated in part by the archives and the management agency. The
Oregon State Archives was established as a part of the Oregon State
Library in 1946. The archivist and the Department of Finance and Admin-

istration created in 1951 are cooperating in the establishment of a
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records management program for Oregon state agencies. The archivist
also trains records personﬁel for the Civil Service Commission. The
Department of Finance and Administration standardizes forms, develops
accounting systems, and establishes procedures for the use of mechanical

accounting equipment.l

State 9£ New York.—-New York is often cited as the first state to

enact legislation providing for a records management program. Legisla-
tion was enacted in 1950 and 1951 providing for procedures for the
mnagement of records of both state and local governments. The state
program is administered by the Management Unit of the Division of the

Budget. The local government records program is under the direction of

Sgaergicgiane cfaafirdien sia: oo Aen unodmil? 0 il TN b o e

v B N s

State of Rhode Island, Department of Administration.--The records
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records, This program involves the systematic retirement of records and
brings about savings through the availability of unused filing equipment

and a reduction in office and storage svace rquirements.3

In preparing the inventory, a map of the area to be studied is
made and every location is designated on it. Using an inventory work-
sheet, each type of record is briefly described, using form numbers or
other aids for identification. The second step is the appraisal for
purposes of records retention. The statute of limitations, other
specific legal requirements, and retention periods used by other similar
agencies are factors that are considered in arriving at recommended
retention schedules. The last phase of the operation is the disposal or
storage of the records according to the schedule. The records center is
not a "dead storage" repository. Semiactive records or records with a
low rate of reference are sent to the records center where they are filed
in fiber boxes and indexed for ready reference. A cumulative reference
experience for each type of record is acquired. At the end of each year
the analysis of the reference experience permits the records management
department to recommend revision of the retention schedule in accordance

with reference activity.h

3Howard A. Kenyon, "Government Looks at Records Management,“
Records Management-—A New Science Comes of Age, Proceedings of the First
Anpual Conference on Records Management._qutembeg_g9-2l,wl95§h.,Edited

y— - - R N ——
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Chance Vought Aircraft, Incorporated, Dallas, Texas.-~The scope

of the records management function in the Chance Vought Aircraft organ-
ization is broad. The program attempts to control paperwork from the
standpoint of quantity, quality, use, storage, and disposal. The records
management functions are located in the Office Services Department. The
Supervisor of Office Services reports to the Administrative Assistant to
the Executive Vice President.5

The records retention committee maintains a retention schedule
and resolves retention problems as required. The archives unit is
equivalent to a records storage center in which records are catalogued,
indexed, stored, and either microfilmed or destroyed. The methods and

forms control unit designs, combines, eliminates, and controls the

PR AP, [P gy ety JETORGUN i N STt e SRR 1O VI W PR

’lvﬁﬂéﬂnutf_ignﬁn--T

communications to and from government customers. The Operating Plans
and Control Unit evaluates, develops, and improves routine reports to
general management.6

The annual review of files and records is a general management
requirement which focuses attention on the importance of records control
and provides a definite schedule for departmental action. The estab-

lishing of retention schedules of records for internal purposes is the



13

responsibility of the individuval departments, subject only to an over~
all review of the annual "Inventory of Records "7
The completeness of the program is revealed in the emphasis

vlaged on_the preservation of records for business historv. In adding

a historical category to the schedule, standards are used to determine
the qualification of material to be included. These standards require
that such records reflect management thinking, management action, policy
formulation, or management experience. Weekly activity logs, which are
later summarized into project histories or reports, are maintained in
order to insure the completeness of records having historical signifi-

cance .8

The Port of New York Authority, New York, New York.--A review of

the records management program of The Port of New York Authority is
significant to this study because of Lhe broad scope of its operation.
The definition of records management used for the purposes of this study
is illustrated by this program. The specific components are Forms
Management, Reports Management, Correspondence Management, Management

of Written Instruction, Management of Filing Operations, and Records
Retention. Records Management is considered an integral part of the
organization and procedures function. The Organization and Procedures

Office is one of a number of organizational units concerned with

"Ivid., pp. 28-31.

81vid., p. 32,
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studies to improve and streamline administrative, accounting, and
clerical procedures are based upon the actual experiences of the Depart-
ment on Organization.

1. The scope and the extent of the work should be decided upon
at the start.

2. Analysts and members of the organization should be selected
as members of the survey group.

3. The project should be discussed with the supervisor of the
section to be surveyed,

L. The leader of the survey group should get together with the
other survey group analysts for planning and scheduling.

5. After planning and scheduling the review, and the indoctrina-
tion of individuals who will make up the survey group is
completed, the analysts should at once start the actual
interviewing.

6. It is necessary to inquire into the reasons for the prepara-
tion of each item of information on the form, records, or
report.

7. Study procedures and chart the flow of work.

8. Sell the recommendations to the principals concerned.

9. Prepare methods instructions,.

10, Submit a final report.

11, Follow up application of recommendationsgl6

The Business Historical Society Report.——This report, prepared in

1940 by The Business Historical Society, is of significance to the

?,.{-___—‘l D R e e T U 1 DU | il e— o —— -
——
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preservation of business records is essential and suggests practical
methods of dealing with the problem.l?

Several reasons are given for preserving business records:
(1) Business should know its own history; (2) students of history are
developing an interest in business activities; (3) the public is
increasingly interested in learning about the broader aspects of busi-
ness evolution and the history of particular firms; and (L4) the federal
and state laws require the retention of certain records in various
businesses for various periods of time.18

It is interesting to note that the following suggestions made by
the Historical Society concerning how records should be preserved are
similar to suggestions made for preserving records by writers in current
literature and are followed by many companies that have reported the

operations of records management activities in current literature:

r ii—TLi-_r-.r-rir':’Hk T . T IRD B et i TP T §2 3=
13 i — ‘

ized and attacked for the firm as a whole rather than on
a departmental or divisional basis.

2. A program for the preservation of records also includes
provision for systematic destruction of a large amount of
material.

3. To save unnecessary expense, confusion, and storage space,
any records which have no future value should be destroyed
as soon as they have ceased to be of current use.

L. No record should be retained after its current use has
ceased, regardless of its future value, if the information
it contains is duplicated by other records which are
scheduled for preservation.

17Ralph M. Hower, The Preservation of Business Records (Soldiers
Field, Boston, Massachusetts: The Business Historical Society,
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5. It is almost useless to schedule any material for
preservation unless such material is to be properly
protected from destruction by the elements and unless
it is systematically labeled and arranged so that
wanted iteps. cap be faund.12

Review 9£ Related Research

A review of literature pertaining to records management reveals
that research has been conducted by the Federal Government, state
governments, industries, and individuals. Although this research is
limited to analyses of paperwork activities within government agencies
and certain industries for purposes of reducing paperwork expense,
improving systems and procedures, and establishing more efficient pro-
grams, information obtained from the reports of these investigations
was invaluable to the present study. In addition to furnishing data
for the construction of the questionnaire used in obtaining the initiﬁl
data for the study, this research substantiates the interest that has
developed in the area of records management, the need for broadening the
control of the management of recerds, and the need for well~trained
personnel to administer the records management program. Emphasis in
these studies has been on all activities involved in records management
programs or certain phases of the program rather than on duties and

responsibilities of the Records Management Administrator. This study

atteprtg fp mgkp A determination of the records management. function
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Study of the Commission on Organization of the Executive Branch

of the Government, Task Force on Paperwork Management.--The Commission

on Organization of the Executive Branch of the government, in 1953, was

authorized, through the assistance of various task forces, to make a

studvy of the oneration. organization. and vpolicies of the govermment in

certain breoad areas of governmental functions. In order to get a com—
prehensive observation of the workings of government paperwork, the task
force organized work groups to study problems common to all agencies.
These groups studied 1l large agencies, individual organizational units,
and smaller agencies (particularly the staff agencies——Bureau of the
Budget, Civil Service Commission, General Services Administration, and
General Accounting Office).zo

The Task Force predicted the following obtainable savings as a
result of extending successful records management programs throughout

the government.

Correspondence $ 75,000,000
Forms 50,000,000
Reports 50,000, 000
Mail Operations 30,000,000
Office Files 50,000,000
Total $255,000,000%%

Included in the detailed recommendations of the Task Force were

the recommendations that clear-cut classifications standards be

20Commission on Organization of the kxecutive Branch of the

Government, Task Force on Paperwork Management, Report on Paperwork
Management, In the United States Government, Part I (Washington: U. S.
Government Printing Office, danuary, 1955), ppe iii-T.

?11pid., pe LS.
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promulgated for all types of positions involved in the programs of
papervwork management and that the General Services Administration (Paper-
work Management Service) serve as a clearinghouse for all federal
agencies for management information relating to all aspects of the
papervwork management program.22

Part II of the Task Force Report covered paperwork required of
industry and individuals by the United States goverhment. Cooperation
of 29 industries was obtained to work with the Task Force in setting up
328 paperviork targets. The targets were confined to what appeared to
be the most vulnerable burdens of paperwork and reporting required of
industry and of the people by the government. Most frequently the
target consisted of eliminating an unnecessary report, reducing the
frequency of a report, reducing theg number of copies of a repprt,
simplifying or consolidating necessary reports, and eliminating unneces-
sary detail; delay, or cost of reporting. Thirty-two government bureaus,

offices. agenci r commissinns coonerated with the task force.?3

Over fifteen million dollars' worth of useless paperwork costs to
companies and government agencies have been eliminated through industry's
cooperation with the Hoover Commission and the Task Force. The Task

Force proved that the unwieldy mass of paperwork done by the nation for

22Tpid., ppe 55-60.

23Commission on Organization of the Lxecutive Branch of the
Government, Task Force on Paperwork Management, Report on Paperwork
Management, Part II: The Nation's Faperwork for the Government, An

Experiment (Washington: U. S. Government Printing Office, June, 1955),
ppol—'o




(*

%

-+62

'"FG

) (

) (



83
record-keeping with consequent neglect of the record-making activities
of state agencies. The Committee found thai the record-making activi-
ties-~paperwork processes, use of forms, and correspondence--have not
been given adequate consideration.2!

The Committee recommended that legislation be enacted to provide
adequate authorization for a centralized State Records Management
Service for all state agencies, that legislation fix the responsibility
of heads of agencies to establish and maintain an active continuing
program for the economical and efficient management of the records of
the agency in accordance with the standards established by the State
Records Management Service, and that a State Records Administrator be
appointed tc administer the provisions of the act creating the State

28

Records Management Service.

Survey of the Pennsylvania State Government Survey Committee.--

The Pennsylvania State Government Survey Committee conducted a survey,
with the cooperation of special task forces, similar to those of the

Hoover Commission.29 The Committee recommended the improvement of

recopds admipistration in Pennsvlvania by the adontion of the following

fundamental principles:

1. A records service unit under competent direction and
authority should be established with powers to prescribe
and administer standards for methods, management and
equipment to be used in the reproduction and keeping of
all records for public reference.

2T hids, ppe 9=10.  Olpid., pp. 1112,  27Ibid., pe 57.
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2. The control over records should include creation,
revision or purchase of all forms, reports, record
books or other printed or reproduced material.

3., Continuous inventories of all commonwealth records
should be undertaken by state employees.

L. Schedules for the periodic disposition of useless old
records should be established, All such records should
be sold, under adequate safeguards.

5. Records of historical significance should be preserved,

classified and indexed by the Historical and Museum
Commission «30

Survey of County of Wayne, State of Michigan.~-In the County of

Wayne, a records survey was undertaken in July, 1954. The services of

he Nao+san Pooarie~ Manaramant_farimaoeds] mowra n_h:l-'_:\-i,!nnAL +A malrA A crimieonr

of records problems, to develop retention schedules, to recommend
changes in records keeping procedure to bring about greater efficiency
and economy, to make recommendations in relation to the use of micro-
filming, and to develop a sound records control program.31

It was recommended that 13,196.) cubic feet (25.7 per cent) be
retained in offices for current reference; that 9,789.6 cubic feet
(19.1 per cent) be destroyed; that 8,953.6 cubic feet (i7oh per cent)
be housed in the new City-County Building Record Center; and that

19,4160l cubic feet (37.8 per cent) be housed for infrequent reference

301pid.

31&'1-?”9& M DaAallram HA Nnean C4993«r Sy Trdaryvwatreoed OAandrwale 1
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in the old County Building. The storage of active records in office

— b 5 Trmrte it L {ma — ¢y I

As the result of implementing the above recommsndation and other
recommendations made by the Council, it was estimated that potential
savings to the County of Wayne would amount to approximately $99,000 in
the first year, and in continued annual savings of approximately #$62,000

thereafter.33

The Paul F. Lawler Study.--In 19L6, lawler visited 37 companies

to see what records were kept, why the records were kept, and how well
the records served management.Bh The scope of the study was limited to
smll enterprises. Executives of the 37 companies were interviewed and
a study of the records kept was made.3% The records studied were confined

to those consisting mainly of figures; blueprints, minutes of directors'

1@, otzadse 15—
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production process, the number of invoices, changes in
company employment, and seasonal variations in produc-
tion,

lio Management has the task of maintaining a balance between
its desire for information and the cost of securing that
information. . . . The cost of records keeping grovis
more than proportionately with the growth of the busi-

———— L T B e T . s T T AU N
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by eliminating unnecessary accuracy, but mostly by using
imgination.

5. . + . Few records dealing with planning are kept.

6. The human element plays a large part in determining the
kinds of records to be kept. . . . The extent of the

training of record-keeping personnel influences the kind
of records kept and the cost of keeping them.37

The National Industrial Conference Board Study.--The determination
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requires careful planning; American companies are safeguarding some records
vwhich are worthless, while many priceless ones are being left about on
desks; a good records protection program can simplify business procedures
and reduce costs by forcing a review of current record-making and
retention habits.3?

The Board surveyed 200 American companies for the purpose of
determining how they plan to protect their records in the event of war.
Over 90 per cent of the companies expressed concern over the problem
and approximately 75 per cent of the companies were actively engaged in
developing some kind of program. Only a very few companies reported
complete wartime record-protection programs in operation. In contrast,

every dnglish company visited operated a records-protection program.ho

The Controllership Foundation, Inc., Study.--In a study prepared

P vien WA N Gveel ey S gl s

F‘E:

[
ences of records retention and control were made of thirteen different

companies, The companies presented in this study were chosen to provide
a cross section of business enterprises. The types of industries
included in the study were manufacturing companies, insurance companies,
multi-plant operations, and multi-product manufacturing.hl

The case studies presented the experience of many companies in

installing records management programs. The programs centered on

391pid. UOrpig., p. L.
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Fifty-one per cent reported having an informal control program and 10
per cent have no records control progr‘am.)-LS

About 35 per cent of the respondent companies reported that the
records control program is administered by the department heads. About
3Ly per cent of the companies have one executive in charge of the pro-
gram; 18 per cent have a representative executive group or committee
administer the program; and 3 per cent have the program administered by
other officials of the company.hé

The features of the records control programs include the follow-
ing: destruction schedules for disposal of inactive records, specific
retention periods for all records, specific retention periods for cer-—
tain records only, plans for protecting and preserving vital and inactive
records, and provisions for microfilming the records or for reproducing
the records by other methods .17

Forty-nine per cent of the companies reported having a forms

control program; 32 per cent reported having a records control manual;

and 30 per cent reported having a training program for the records

- LA

perspersonnel.uB

nQoando_norntmal oy cxnyg,

4 r:;+wr af +thAa oa 3 ’r’

report plans to organize programs. Seventy per cent of the companies

indicated that vital records are sufficiently protected to permit quick

L9

resumption of office operations in case of disaster.

L5144, Lbrpia. bTpid., pp. 12-13.

bB1pid., p. 15. L91pid.,
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Unp ublished Research Using Similar Procedure

Although no research studies were found that were concerned with
the determination of duties and responsibilities of the Records Manage-
ment Administrator and the formal instruction needed for educating
prospective records management administrators, a number of studies
following similar procedures as the present study have been conducted in
the area of office management and related areas.

Norman F. Kallaus®© made a study to define forms control, to
examine the organization and administration of forms control programs,
to investigate some of the practices and techniques commonly used in

operating the program, and to clarify the contribution of forms control

Eh@ cim1d 4 ha:&r}ﬁ Qf‘ nanorwarlk in the nffica.

Data were secured from libraries of universities, professional
associations, and local companies; from letters to government agencies
for locating their forms control publications; and from letters to
individual businesses known to have published data on forms control.
All information used was delimited to published references on forms
control covering the period 1930-1955.

Kallaus concluded that--

1. Forms control programs have typically included those

activities connected with approving and regulating the
number and use of all forms within the organization.

5ONorman Fo Kallaus, "Forms Control: An Analysis of Its Organ-
b

ization and Administration as a Means of Simplifying Paper Work in

Office Management" (unpublished doctoral dissertation, State University

- N
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2. The primary objective of these programs has been to
eliminate duplications and inefficiency in office forms
in order to reduce office expenses.

3. The forms control program has traditionally been organ-
i&ﬁﬂ.ﬁ; d-mart _nf the gvstems and nrocednres _erann.

which, in turn, has been responsible to the accounting
department. This authority has tended to be centrally
organized as a staff, or advisory, unit.

i The effectiveness of such programs stems from the support
and cooperation extended by management.

In 1954, Ralph D. Wilson51 conducted a study to determine the
office work activity areas to be emphasized in a college or university
course in office management. Questionnaires were sent to 370 individuals
performing the functions of office ﬁanagement. The data obtained
included information concerning the office work activity areas in which
the respondents were spending a major part of their time in performing
the activities, the areas in which future problems were anticipated,
and the areas in which problems of an wiusual nature had been encountered.

The library method was followed to obtain information from current
periodicals concerning the office work activities about which the
individuvals performing the office management functions were writing
articles describing their problems. Based on the findings of the study,

Wilson recommends that the area of Records and Reports be emphasized but

to a lesser degree than the areas of office personnel and methods and

procedures study.

51Ralph D, Wilson, "A Determination of the Office Work Activity
Areas to Be Emphasized in a College or University Course in Office
Management" (unpublished doctoral dissertation, State University of
Iowa, 1954).
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of the study to secure data and make recommendations which would have
significance for business educators in the performance of their function
of preparing prospective clerical and office management personnel. Data
were obtained from organizational charts and questionnaires contributed
by 96 persons who perform the functions and activities of the office
manager.

Schuster found that the office management executives participating
in the study performed a wide variety of office functions. Schuster
concluded that higher education most often is a necessary attribute for
the attainment of office management positions; no set pattern appeared
for all office management executives with regard to spans of control;
there appears to be a set pattern of office functions performed by
office management executives; and there is no set pattern of office
activities among the firms studied.

The purpose of a study made by Anthony John Kresser®® in 1955 was
to determine the extent of office management curricula and office
mnagement courses in the member schools of the American Association of

Collegiate Schools of Business. An analysis of the office management
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No research studies were found that were concerned with making a
determination of the formal instruction needed for educating prospective
records management administrators. Studies have been made to determine
the office work activity areas to be emphasized in a college or
university course in office management, to develop collegiate curricula

1 ~— -

] —— T

office manager, and to determine the extent of office management
curricula and office management courses in the member schools of the

American Association of Collegiate Schools of Business.
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TABLE L
TYPES OF CONCERNS AND ORGANIZATIONS COMPLETING USABLE QUESTIONNAIRES

Iype of Goncern Corporate Division Subsidiary éﬁg:ﬁ;ﬁgﬁ;ﬁ Total
No. g:it Noe giit No. g:it Ho. giit o g:it
Banking and Finance S LSk 0 0,00 0 0.00 0] 0.00 5 L5
— s ————————————————————————————

e

=

Federal Government L 3.6k L 3.6k 0  0.00 1 91 9 8.19
Insurance 10 9.09 O 0.00 0O  0.00 0O 0,00 10  9.09
Manufacturing 28 25.45 5 Ue55 0 0.00 2 1.82 35 31.82
Public Utility - L 3.6L 0 0.00 1 691 1 091 6 S.ub
Research LL 3.6k 0 0.00 0O  0.00 1 91 5 L.55
Services U 12,73 0 0,00 0  0.00 1 91 15 13.64
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office, independent govsrnment corporations, offices of the United
States Army, offices of the United States Air Force, offices of the
United States Navy, and an office of the signal corps.

Distributors of meat, natural gas, and petroleum were included in
the eight distributing companies.

The five banking and finance organizations include investment
brokers, a stock exchange, a trust company, and banks.

Aeronautics, atomic energy, chemical, engineering, and health and

nutrition research comprise the five research organizations.

Number of Total and Office Employees and Organizational

Tlrgtificatinn gf Rrcomis Manacemant. Pracrams

The largest number of usable returns was received from organiza-
tions having fewer than 499 total number of employees. The next largest
number of usable returns was received from organizations with 1,000 to
1,999 total number of employees. The arithmetic mean of the total number
of employees of the 88 that specified the number is 13,153.

Table 5 shows the organizational identification of the records
mnagement programs and the total number of employees. The largest
number of organizations identify the records management program as a
function. Fifty-four (or 1i9.12 per cent) of the organizations identify
the program as a function; 37 (or 33.66 per cent) identify the program
as a department; and 19 (or 17.29 per cent) identify the program as a
section. The largest percentage of respondents reported having 499 or
fewer employees and identify the records management program as a depart-

ment; however, the next largest group indicated employing L99 or fevier



TABLE 5

ARCANEZATTAUAT TOEUTTET A TTAM AT RRQNDNE_WANASKURYT_DDAGR PR
L

I\ .. BRI LKL

AND TOTAL NUMBER OF EMPLOYRES

Department Section Function Total

flange of Aployess No, [eF No. Ler No. [eT No. CFer
Cent Cent Cent Cent
499 or fewer 13 11.82 3 2.73 10 9,09 26 23.6L
500 - 999 1 .91 2 1.82 3 2.73 6 5.6
1,000 - 1,999 3 2073 0 0,00 5 L.55 8 7.28
2,000 = 2,999 1 .91 2 1.82 L 3.6l 7 6.37
3,000 = 3,999 0 0.00 2 1.2 2 1.82 N 3.6L
4,000 - 4,999 1 91 0 0.00 1 .91 2 1.82
5,000 = 5,999 2 1.82 0 0.00 1 291 3 2,73
6,000 - 6,999 0 0.00 2 1.82 1 .91 3 2.73
7,000 -~ 7,999 1 .91 0 0.00 1 .91 2 1.82
8,000 - 8,999 1 .91 1 .91 2 1.82 N 3.6l
9,000 - 9,999 1 .91 0 0.00 1 .91 2 1.82
10,000 - 14,999 2 1.82 0 0.00 1 .91 3 2.73
15,000 - 19,999 1 091 l -91 3 2073 5 2«['55
20,000 - 29,999 0 0.00 1 .91 2 1.82 3 273
30,000 = 39,999 1 .91 0 0.00 1 .91 2 1.82
40,000 -« 149,999 0 0.00 0 0.00 1 .91 1 .91
leda i alaTe) an aono ~ Vo B ~ n NN n 9 AN Il | T ol
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emnlovees and identifv the program as a function. Thirteen (or 11.82




TABLE 6

ORGANIZATIONAL IDENTIFICATION OF RECORDS MANAGEMENT PROGRAMNS

AND REIATTIONSHIP TO TOTAL NUMBER OF EMPIOYEES

Range of Employees

Department

Section

Function

1,99 or fewer

500 - 999
1,000 = 1,999
2,000 = 2,999
3,000 - 3,999

1,000 = L,999
5,000 - 5,999
6,000 - 6,999
7,000 - 7,999
8,000 = 8,999
92,000 - 9,999
10,000 - 14,999
15,000 - 19,999
20,600 = 29,999

30,000 - 39,999
0,000 - 49,999
50,000 - 99,999
100,000 -~ 200,000

-t

HWOHOHFHMNHHEHOMNMMHOKRWRHW

 50.00

16.66
37.50
1029

0.00
50.00
66466

0.00
50.00
25.00
50.00
66.66
20,00

© 0,00

50,00

0,00
60.00
50.00

OCOOOHHOOHFHOMPOOMMNDOMNDW

1654
33.3L
0.00
28.57
50,00
0.00
0,00
66.66
0.00
25000
0.00
0,00
20.00
33.34
0.00
0.00
0,00
0.00

O RW R R D W S

38::}46
50,00
62.50
57.14
50.00
50.00
33.3L
33.34
50,00
50,00
50,00
33.3L
60.00
66.66
50,00
100,00
1,0.00
50,00

N

MVEHE DWW PDE DWW RDRDES OO

100.00
100.00
100.00
100,00
100.00
100.00
100,00
100.00
100,00
100.00
100.00
100.00
100.00
100.00
100.00
100.00
100.00
100.00




TABLE 7

ORGANIZATIONAL IDENTIFICATION OF RECORIS MANAGEMENT PROGRANS
AND THE TOTAL NUMBER OF OFFICE EMPILOYEES

. Cn omeoe Degértment Section Function Total

loyees Per Per Per Per

o No. Cent No. Cent No. Cent No. Cent
Fewer than 50 3 2.73 L 3 .64 9 8.18 16 1455
50 - 99 L 3.6l 0 0.00 3 2.73 7 6.37

100 - 199 3 2.73 0 0,00 i 3.6l 7 6.37
200 - 299 1 .91 1 .91 1 091 3 2.73
300 -~ 399 1 091 0 0.00 1 .91 2 1.82
400 - 199 3 2,73 1 .91 2 1.82 6 5.6
500 - 999 7 6.36 3 2.73 9 8,18 19 17.27
1,000 - 1,999 3 2.73 3 2.73 8 T.27 1 12.73
2,000 - 2,999 0 0.00 0 0,00 3 2.73 3 2.73
3,000 = 3,999 1 091 1 91 1 091 3 2,73
4,000 = 4,999 3 2.73 0 0.00 0 0.00 3 2.73
5,000 - 9,999 2 1.82 2 1.62 2 1.82 6 5.46
10,000 - 14,999 0 0.00 0 0.00 1 ol 1 <91
15,000 - 19,999 0 0.00 0 0.00 1 91 1 091
20,000 - 29,999 1 091 0 0,00 0 0.00 1 «91
30,000 - 40,000 1 <71 0 0.00 0 0.00 1 091
No Answer L 3.64 L 3.64 9 8,18 17 15.46
Totals 37  33.66 19 17.29 sL  L9.10 110 100.05

0T



TABLE 8

ORGANIZATIONAL IDENTIFICATION OF RECORDS MANAGHMENT PROGRANS
AND TH&E REIATIONSHIP TO TOTAL NUMBER OF OFFICE EMPLOYEES

. Department Section Function Total
Range of Office
Employees Ja Per Vi 7 Per“ Na Per g Per

‘ﬁ:-

4
—

4
r

L

p

78 L2800 Q8625 A J0ooon

Fewar—thanag0 3
50 = 99 L 57.14 0 0.00 3 L2.86 7 100,00
100 - 199 3 42,86 0 0,00 L 57.14 7 100,00
200 - 299 1 33.33 1 33.33 1 33.33 3 99.99
300 - 399 1 50,00 0 0,00 1 50,00 2 100.00
40O - 4199 3 50.00 1 16.66 2 33.33 6 99,99
500 - 999 7 36.8L 3 15.79 9 L7.32 19 99.95
1,000 = 1,999 3 21043 3 21.143 8 57.1 1 100.00
2,000 - 2,999 ) 0.00 0 0.00 3 100.00 3 100.00
3,000 = 3,999 1 33.33 1 33.33 1 33.33 3 99.99
4,000 = 4,999 3 100.00 0 0.00 0 0.00 3 100.00
5,000 - 9,999 2 33.33 2 33.33 2 33.33 6 99.99
10,000 —~ 11,999 0 0.00 0 0.00 1 100.00 1 100,00
15,000 - 19,999 0 0.00 0 0,00 1 100.00 1 100,00
20,000 - 29,999 1  100.00 0 0.00 0 0.00 1 100.00
30,000 ~ ;0,000 1 100.00 0 0.00 0 0.00 1 100.00
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TABLE 9

DEPARTMENTS ENCOMPASSED BY THE RECORDS MANAGEMENT PROGRAMS

Banking and Federal

Finance Distributing Govt. Insurance
Department
Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Finance 5 100.00 i 50,00 6 66,67 7 70.00
Personnel 0 0,00 L 50,00 6 66.67 L L40.00
Sales 2 ,0.00 5 62.50 3 33633 L L40.00
Procurement 0 0.00 5 62,50 5 655,586 3 30.00
Production 0 0.00 5 62.50 L b 1 10,00
Research and
Development 1 20,00 i 50,00 5 55.56 1 10,00
Plant Engineering
and/or Main-
tenance 0 0.00 i 50,00 5 55,56 1  10.00
Note:

Other departments that are listed by the respondents are the
following: Accounting (Banking and Finance, 2; Insurance, 2; State
Government, 1); Legal (Banking and Finance, l; Distributing, 1; Insur-

- ance, 1l; Manufacturing, 1; Research, 1); Administration (Manufacturing,
1; Public Utility, 1; Services, 1); Public Relations (Manufacturing, 23
Services, 1); Advertising (Distributing, 1; Manufacturing, 1); Export,
@bnufacturlng, 2); International Affalrs (Manufaoturlng, 1; Serv1ces, l),

P Rt It SR - D S




TABLE 9 (contd.)
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Manufacturing gfl)iiiy Research Services Séifr: . Total
No. giit to- gzit Hoe giit to. giﬁt Ho. g:it No. gﬁﬁt
29 82.86 2 33.33 3 60.00 6 L0.00 3 17.65 65 59.09
3 97.1h 2 33.33 3 60,00 6 L0.00 11,76 61 55.L5
35 100.00 2 33,33 1 20,00 6 L0.00 2 11.76 60 5L.55
35 100.00 2 330,33 3 60,00 L 26,67 1 5.88 58 52.73
35 100.00 1 16,67 3 60,00 5 33.33 1 5,88 55 50,00
33 9k.29 1 16,67 5 100,00 3 20,00 11.72 55 50.00
30 85.71 2 33,33 3 60,00 3 20,00 1  5.88 L9 Ll.56
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TABLE 10 (contd.)

109

Organizational Identification

Title Department Section Function Total — Per
Number  Cent
No. ¥ No. 9T o, EOF
Cent Cent Cent

Assistant Archivist 0O 0,06 O 0.00 1 1.85 1 <91
Assistant to Controller 1 2,70 0 0,00 0O 0,00 1 291
Assistant Vice President 1 2.70 0 0.00 0 0,00 1 «91
Central Filing Supervisor O 0.00 0 0.00 1 1.85 1 .91
Chief-of-Files 1 2,70 0 0,00 0O 0,00 1 091
Chief Administrative

Division 0 - 0.,00 0 0,00 1 1.85 1 .91
Chief, Central Records

Service 0 0.00 1 ©5.26 0 0,00 1 91
Chief of Forms and

Records Control 0O 0,00 1 ©5.,26 0 0,00 1 091
Clerical Supervisor 1 2,70 0 0,00 0 0.00 1 091
Communications and Records

Administrator O 0,00 0 0,00 1 1.85 1 91
Corporate Records

Vanagement Advisor 1 2.70 0 0,00 0 0,00 1 091
Corporate Supervisor 0O 0,00 O 0,00 1 1.85 1 .91
Director, Management

Assistance Office 0O 0,00 0O 0,00 1 1,85 1 .91
Group Leader 0O 0,00 0 0,00 1 1.85 1 .91
In Charge of Filing

Department 1 2,70 0 0,00 0O 0,00 1 091
Librarian and Records

Administrator 1 2,70 0 0,00 0 0.00 1 091
Manager, Operating Proce-

dyres and Commpnications O 0.00___ 0  0.00 1 1.85 1 .91
Manager, Records Admin-

istration 0O 0,00 0 0,00 1 1.85 1 091
Manager, Records Center 1 2,70 O 0,00 O 0.00 1 091
Manager, Records and

Equipment 0O 0,00 0 0,00 1 1.85 1 .91
Methods Analyst and Sec-

retary to the Records

Disposition Committee 0O 0,00 0 0,00 1 1.8% 1 .91
Public Records Director 1l 2,70 O 0,00 0O 0.00 1 091



TABLE 10 (contd.)
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Organizational Identification

Title Department Section Function Total — Per
Per Per Per Number Cent
Nos No o No .
Cent Cent Cent
Records Administration
Analyst 0 0,00 0 0,00 1 1.85 1 <91
Records Center Supervisor O 0.00 O 0,00 1 1.85 1 .91
Records Control Supervisor 1 2,70 0 0,00 O 0,00 1 291
Records Management Officer
and_Librarian 0 0.00 1 _58.26 0 0.00 1 .91

o

Specialist

Senior Systems Analyst
and Records Retention
Coordinator

State Records AdministratorO

State Records Advisor
Supervisor

Supervisor, Central Files

and Mail Unit

Supervisor of Central
Records

Supervisor of the Divi-
sion of Archives and
Records lManagement

Supervisor of Files and
Records

Supervisor of Forms and
Records Disposition
Department

Supervisor, Methods

Supervisor, Records Centers

Supervisor, Records
Control Department

Totals

0 0.00 1

0 0,00 1 5,26 .91
0 0,00 0 0,00 1 1.85 1 .91
0,00 1 50,26 0O 0,00 1 .91

1 2,70 0 0,00 O 0,00 1 091
0O 0,00 O 0,00 1 1.85 1 .91
0 0,00 0 0,00 1 185 1 +91
1 2,70 0O 0,00 O 0.00 1 .91
0 0,00 O 0,00 1 1.85 1 091
0 0,00 1 S.,26 0 0,00 1 091
1 2,70 0 0.00 0O 0.00 1 «91
0 0,00 0O 0,00 1 1.85% 1 091
0 0,00 1 5.26 0 0,00 1 091
1 2.70 O 0.00 0 0.00 1 091
37 99.95 19 99.94 5L 99.95 110 100,0L
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Table 11 shows the titles of the executives to whom the Records
ianagement Administrators are directly accountable. Seventy-one differ-

ent titles were specified as titles of the executives to whom the

ﬁipnndg ﬁﬁzanmpgﬂ- adAmirnietratar 3e Adirentler snmminmtahla ™o NfLine
i 1

-3
T

ilanager is ths title most frequently specified. The next most frequently
used title of wanager, Office Services, denotes a similar position as
held by the office manager. Five (or L.5L per cent) of the administra-
tors report to the executive Vice President and Controller.

It is shown in Table 12 on the following pages that in 12 (or
10.91 per cent) of the organizations, the state legislature originally
delegated the responsibility and control of the records management pro-
grams to the Records Management Administrator. The next most frequently
reported origins of delegation are the board of directors, the president,
and the secretary.

Table 13 shows that administrative management originally delegated
the responsibility and control of the records management programs to the
records management administrator in 88 (or 80.03 per cent) of *he 110
organizations. Thirty-eight (or 3L.55 per cent) of the organizations
indicated that major administrative'nanagement delegated the responsi-
bility and control,

Cormittees 2£ Which the HRecords
Administrators Are Members

The committee related to the position of records administrator of



TABLE 11

TITLES OF THE EXECUTIVES TO WHOM THE RECORDS MANAGEMENT
ADMINISTRATORS ARE DIRECTLY ACCOUNTABLE
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Organizational Identification

Title Department Section Function  Total Per
Number Cent
No. T No, FeT oy, Fer
Cent Cent Cent
Office Manager 6 16.22 0 0.00 L 7.41 10 9.09
ianager, Office Services 3 8,11 2 10.52 1 1.85 6 5.45
Vice President and
Controller 2 541 0O 0,00 3 5,56 5 L.5hL
Assistant Secretary 2 501 0 0,00 2 3,70 L 3.6l
Controller 2 541 O 0,00 2 3,70 L 3.6l
Director, Administrative
Services 2 5.41 1 5.26 1 1.85 L 3.64
Secretary 1 2.70 1 5.26 2 3,70 n 3.64
Director, Office Services 1 2.70 0 0.00 2 3.70 3 2.73
Assistant Controller 2 541 0 0,00 0 0,00 2 1.82
Director of Systems and
Procedures 0] 0.00 0 0.00 2 3.70 2 1.82
Manager, General Services
Department O 0.00 1 ©5.26 1 1.85 2 1.82
State Librarian 1 2.70 1 5.26 0 0,00 2 1.82
 em— T ey S W H S S - SO I 1 S—
i Vice President 2 541 0 0.00 0 0.00 2 1.82
Adjutant General O 0,00 1 ©5.26 0 0,00 1 W91
Adjutant Major 0O 0.00 O 0.00 1 1.85 1 .91
Administrative Assistant
to the Executive
Secretary-Treasurer 0O 0.00 0 0,00 1 1.85 1 .91
Administrative Assistant
to President 0O 0,00 0 0.00 1 1.85 1 91
Administrative Director,
O0ffice of General
Services 0 0.00 0 0.00 1 1.85 1 91
Administrative Vice
President 0O 0,00 0 0,00 1 1.85 1 91
Administrator, Industrial
Relations 0 0,00 0 0,00 1 1.85 1 91
Assistant Chief, Budget
Division 0 0,00 0 0.00 1 1.85 1 .91



TABLE 11 (contd.)
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Organizational Identification

Title Department Section Function Total Per
No. PET o, POr oy, Per  lOST OO
Cent Cent Cent
Assistant Chief of Staff
for Administration 0O 0,00 0 0.00 1 1.85 1 « 91
Assistant Director 0O 0.00 0 0,00 1 1.85 1 o9l
Assistant Treasurer 0O 0.0 1 ©5.26 0 0,00 1 091
Assistant Treasurer,
Finance Department 0 0,00 O 0,00 1 1.85 1 .91
Assistant Vice President,
Coordination and Com-
panv Seryvices 0 0.00 0O 0.00 1 _1.85 ] =91
Chief, Administrative
Officer 0 0,00 1 5.2 0 0.00 1 .91
Chief, Administrative
Services 0O 0,00 0 0.00 1 1.85 1 .91
Chief, Office Methods
Staff 0O 0,00 O 0,00 1 1.85 1 091
Commissioner of Adminis-
tration, State Depart-
ment of Administration 1 2,70 O 0,00 O 0,00 1 091
Corporate Office Services
Manager 0O 0,00 0 0,00 1 1.85 1 091
Corporation Secretary 0O 0.00 O 0,00 1 1.85 1 .91
Deputy Controller 0 0,00 O 0,00 1 1.85 1 .91
Director, Bureau of
Management 0 0,00 1 65526 0O 0,00 1 <91
Jirector, Bureau of Pro-
gram and Management 0O 0,00 1 6526 0O 0,00 1 091
Director of the Depart-
ment of General
Administration 0O 0,00 O 0.00 1 1.85 1 .91
Director, Management
Analysis Office 0O 0.00 0 0.00 1 1.8% 1 091
Director, Management
Services 1 2,70 0O 0,00 0 0,00 1 091
Director, Veterans
Benefits 0 0.00 0O 0,00 1 1.8 1 091
Division Director,
Information and Com-
mmication Division 0O 0.00 O 0,00 1 1.85 1 091
kxecutive Director 0O 0.00 O 0,00 1 1.85 1 .91
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TABLE 11 (contd.)
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Organizational Identification

Title Department Section  Function Total Per
N
y Per i Per . Per Number Cent
¢ Cent °° Cent '°° Cent
Vice President and
Assistant to the
President 0O 0,00 O 0,00 1 1.85 1 091
Vice President, Division
Director 1 2:,70 O 0,00 O 0,00 1 091
Vice President, Opera-
tions Division 1 2,70 0O 0.00 0O 0.00 1 .91
Vice President, Organiza-
tion and Personnel ) 0,00 0O 0.00 1 1.85 1 091
Vice President, Proce-~
dures and Services 0 0.00 0O 0,00 1 1.85 1 91
Vice President and
Secretary 0 0,00 1 5.26 0 0.00 1 .91
No Answer 1 2,70 0O 0.00 0. 0,00 1 91
Totals 37 99,99 19 99,94 5L 99.92 110 100.07




TABLE 12

TITLES OF THE PERSON (OR PERSONS) WHO ORIGINALLY DELEGATED THE
RESPONSIBILITY AND CONTROL OF THE RECORDS MANAGEMENT PROGRANS
TO_THE. REGORDS MANAGRLENT ANMINTS TRATNR
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Organizational Identification

Title Department Section Function  Total  Per
. Per . Per . Per Number Cent
O cent "°° Ccent "°° Cent
State Legislature 3 8.11 2 10,52 7 12,96 12 10.91
Board of Directors L 10,81 1 5.26 1 1.85 6 Seli5
President L4, 10.81 0 0.00 2 3.70 6 5.U45
Secretary 1 2,70 1 5.26 L 7.4l 6 5.5
xecutive Vice President 1 2,70 5.26 3 5.56 5 L.5l
Treasurer 2 5.41 1 5.26 1 1.85 L 3.6l
Controller O 0,00 O 0.00 3 5.5 3 2.73
Corporate Secretary 0O 0.00 1 5.26 2 3,70 3 2.73
Office Manager 2 5S5.41 0 0.00 1 1.85 3 2073
Secretary-Treasurer O 0,00 0O 0.00 3 5,56 3 2.73
Vice President and '

Controller 2 S 0 0,00 1 1.85 3 273
The Adjutant General 0 0,00 1 65.26 1 1.85 P 1.82
Executive Secretary 0O 0,00 0 0,00 2 3.70 2 1.82
Vice President in Charge

of_Finance Q 0,00 0] N.00N ? .70 2 782 -

‘LT!;:

[

Secretary 2 S.41 0 0.00 0 0.00 2

Administrative Assistant
to the Executive

Secretary~Treasurer 0 0,00 0O 0,00 1 1.85 1
Administrative Director 0O 0,00 0O 0,00 1 1.85 1
Administrative Officer 0 0,00 0 0,00 1 1.85 1
Administrative Vice

President 0 0,00 0 0.00 1 1.85 1
Administrator of Veterans

Administration 0 0,00 0 0,00 1 1.85 1
Assistant to General

Manager 6] 0.00 0 0.00 1 1.85 1
Board of Supervisors 0 0,00 1 5.,26 0 0,00 1

Chairman of the-

1.82

.91
091
091

91

o 91
o91
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TABLE 12 (contd.)

Organizational Identification

Title Department Section Function Total Per
Per Per Per Number Cent
No. Cent No. Cent No. Cent
Chief, Navy Management
Office O 0,00 O 0.00 1 1.85 1 « 9L
Chief, Signal Officer,
Records Administration O 0.00 O 0.00 1 1.85 1 - 91
Corporate Secretary and
Planning Secretary 1 2.70 O 0.00 0O 0.00 1 .91
Corporate Treasurer O 0.00 O 0.00 1 1.85 1 .91
Director 0 0.00 0 0.00 1 1.85 1 « 91

Director, Office of Civil

il e p e T ey ¢ e ——— 14—?“-‘-‘ e L

General Manager 0O 0,00 0O 0,00 1 1.85 1 .91
General Manager and Chief

Engineer 0O 0,00 1 ©5.26 0O 0,00 1 91
General Office lanager 0 0.00 1 5,26 0 0.00 1 .91
Feadquarters, U. S. Air '

Force 0 0,00 0 0,00 1 1.85 1 091
Manager, Communications

Department 0O 0.00 0O 0,00 1 1.85 1 .91

lanager, Office

Operations 0O 0,00 1 5,26 0 0.00 1 091
Manmager, Purchasing and

General Services De-

partment 0 0.00 1 1 091
lanaging Partner 0 0,00 0 0.00 1 1.85 1 91
Office Service Manacer O 0.00 1 ¢©.26 0O 0.00 1 Nex)
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TABLE 12 (contd.)

Organizational Identification

Title Department Section  Function gz;;ir gzzt
Moo ¥  No. 9T No, FOF
Cent Cent Cent
Records Policy Committee 1 2.70 O 0.00 0O 0.00 1 <91
Secretary of Administra-
tion 0 0,00 1 5.26 0O 0,00 1 .91
- Sacretarv_of State 1 2,70 0 0.00 O 0.00_ 1 9

I 7y ——————————————————————
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TABLE 13

LEVELS OF MANAGEMENT OF THE PERSON (OR PERSONS) WHO ORIGINALLY
DELEGATED THE RESPONSIBILITY AND CONTROL OF THE RECORDS
MANAGEMENT PROGRAMS TO THE RECORDS
MANAGEMENT ADMINISTRATOR

Title Number Per Cent

iia jor Administrative Management:

| = S S e . rﬁ’\—'—ﬂpf—m
'_.;

—

S —

Board of Directors 6 5.45
President 6 5.45
The Adjutant General 2 1.82
Administrative Director 1 91
Administrative Officer 1 91
Administrator of Veterans Administration 1 .91
Board of Supervisors 1 .91
Chairman of the Corporation 1 .91
Director 1 091
Director, Office of Civil and Defense
Mobilization 1 <91
Headquarters, U. S. Air Force 1 091
lenaging Partner 1 «91
Partners 1 91
Senior Partner 1 .91
Shareholders 1 091
Sub-totals 38 3L4.55
Minor Administrative lManagement:
Secretary 6 5.45
Executive Vice President 5 L.5L
Treasurer b 3.64
Corporate Secretary 3 273
Secretary-Treasurer 3 2473
Vice President and Controller 3 273
Executive Secretary 2 1.82
Vice President in Charge of Finance 2 1.82
Vice President and Secretary 2 1.82
Administrative Assistant to the btxecutive
Secretary-Treasurer 1 .91
Administrative Vice President 1 .91
Assistant to General Manager 1 o 91
Corporate Secretary and Planning Secretary 1 .91
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membership was unstructured, it may be expected that percentage answers
would be low. Seven (or 6.36 per cent) of the records administrators
are members of the Records Retention Committee. Thirty-six (or 32.72
per cent) of the 110 records administrators are committee members. Ten
(or 9.09 per cent) are members of more than one committee. Thirteen (or
11.82 per cent) of the administrators indicated that they serve as
chairmen of committees. Three administrators serve as chairmen of more
than one committee. Table 1l shows a listing of committees of which the
records administrators are members.

Types of Personnel under the Direction and Control
of the Records Management, Administrators

Table 15 lists the type of personnel reported to be under the
direction and controcl of the records minagement administrators. Records
center clerks are the most frequently supervised group under the 110
records administrators. Sixty-six (or 60 per cent) of the records
administrators reported that records center clerks are under their

direction and control. The next most frequently indicated personnel are

records_analysts. wicroafjlwinge personnel._secretaries. and tvoistge
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TABLE 1L

COMMITTRES RELATED TO HIS POSITION OF WHICH THE
RECORDS MANAGEMENT ADMINISTRATOR IS A MEMBER

. Number of Total
Committee Chairmen Per Cent Number Per Cent
Records Retention Committee 2 1.82 7 6.36
Forms Control Committee 2 1.82 3 2.73
Records Disposition Committee 1 .91 3 2473
Records Management Committee 1 .91 3 2.73
Records Inventory Committee 1 .91 2 1.82
State Records Commission 0 0.00 2 1.82
Vital Records Protection Committee 0 0.00 2 1.82
Administrative Committee 0 0.00 1 91
Advisory Board on Records 0] 0.00 1 .91
- T T ey ¥V 2
Base Commander's Management
Advisory Committee 0 0.00 1 .91
Clearing House Committee on
kmergency Measures 0 0.00 1 .91
Committee on Public Records 0 0.00 1 091
Committee Division of Records
Representatives 0 0.00 1 .91
Committee for the Preservation of
Records 0 0.00 1 o1
Committee on the Study of Filing
Requirements 0 0.00 1 091
Corporate Records Preservation
Committee 0 0.00 1 « 91
Division Commander's Management
Advisory Committee 0 0.00 1 .91
Document Retention Committee 0 0.00 1 9L
Emergency Preparedness Committee 1 <91 1 91
Equipment Review Board 0 0.00 1 o 91
Equipment Uniformity Committee 1 091 1 091
Forms Uniformity Committee 1 091 1 ° 91
Government Reports Committee 0] 0.00 1 o 91
Interagency Records Administration
Conference 0 0.00 1 091
: Interdivisional Microfilm Committee 1 .91 1 091
ng)ﬂ!iﬂrtn_rﬂﬂ R el N N H\_r’_i o
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TABLE 15
PERSONNEL WHO ARE UNDER THE DIRECTION AND CONTROL OF THE RECORDS MANAGHIMENT ADMINISTRATOR

Number of Times Indicated According to Type of Concern

Banking

Federal

Personnel and DlsFrlb" Governe Insurance - =2nufac- Public Research
Finance uting ment turing Utility
No. Per Yo Per Yo. Per . Per No. Per o. Per No. Per
Cent GCent Cent Cent Cent Cent Cent

Records Center Clerks 3 60,00 7___87.50 L lihodib 7 70,00 23 A2,86 2 33,33 . 3} £0.00.
Records Analysts 3 60.00 2 25.00 L Ll olily 3 30,00 17 LB.57 0 0.00 2 40,00
Micrefilming Personnel 2 10.00 3 37.50 1 11.11 5 50,00 11 31.43 0 0.00 0 0.00
Secretaries 2 10,00 0 0.00 2 22,22 3 30,00 13 37.14 1 16.67 1 20.00
Typists 2 L0.00 3 37.50 3 33.33 3 30.00 8 22.86 1 16.67 2 10,00
Reference Clerks 0 0,00 3 37,50 1 11.11 3 30,00 10 28.57 1 16.67 2 L0.00
¥ethods Analysts 1 20.00 0 0.00 9 100,00 1 10,00 L 11.L3 6 100.00 0 0.00
Duplication Clerks 3 60.00 2 25,00 2 22,22 1 10.00 7 20,00 O 0,00 O 0.00
Indexing Clerks 0O 0,00 2 25.00 1 11.11 3 30.00 6 17.1; 1 16,67 1 20,00
Stenographers 0 0.00 2 25,00 2 22,22 2 20,00 L 11eh43 0 0,00 0 0,00
Librarians 0 0,00 3 37 .50 0 0,00 1 10,00 8 22.86 0 0,00 1 20.00
&rchivists 1 20,0C 2 25,00 0 0,00 1 10,00 1 2.86 0 0.00 0 0.00
File Clerks 0 0,00 6] 0,00 0 0.00 0 0.00 L 11.43 1 16,67 0 0,00
Mail Clerks 0 0.00 1 12,50 1 11.11 0 0.00 2 5.71 0 0,00 1 20,00
Printing Plant Employees O 0,00 0 0.00 2 22,22 1 10.00 3 8.57 0 0.00 0 0.00
Draftsmen (Forms) 0 0.00 O 0.00 1 11.11 O 0.00 2 5,71 © 0,00 O 0.00
Messengers - 1 20,00 1 12.50 0 0,00 0] 0,00 0 0.00 0 0.00 0] 0.00
Purchasing Clerks 1 20,00 0] 0.00 0 0.00 0 0.00 1 2086 0 0.00 0 0.00
Receptionists 0 0,00 1 12.50 0 0,00 0 0.00 1 2.86 0 0.00 0 0.00
Supply Clerks 1 20.00 0] 0.00 0 0.00 0 0.00 0 0.0 0 0.00 0 0.00
Maintenance Personnel 0O 0,00 0O 0,00 .0 0.00 0. 0.00 0 0.00 O 0.00 O 0.00
Office Supplies Clerks 0 0,00 0 0.00 0 0,00 0 0.00 1 2.86 0 0.00 0 0,00
Photographers O 0,00 O 0.00 O 0,00 O 0.00 0 0,00 1 16.67 O 0.00
Switchboard Operators 0O 0.00 © 0,00 O 0,00 O 0,00 1 286 0 0,00 O 0.00 K
Tabulating Operators 1 20.00 0 0.00 0 0,00 0 0.00 0 0.00 0 0,00 0 0,00 &=



TABLE 15 (contd.)

Number of Times Indicated According to Iype of Concern

State m
Personnel Services Govern— gzziir Per Cent
ment
. Per . Per
NOe  (oont No . Cent

Records Center Clerks 9 60,00 8 Lh7.05 66 60,00
Records Analysts L 26,67 8 L7.05 L3 39.09
Microfilming Personnel 2 13433 7 41,18 31 28,18
Secretaries 0 0.00 8 47.05 30 27 .27
Typists 2 13.33 5 29.01 29 26036
Reference Clerks 3 20.00 2 11.76 25 22.73
Methods Analysts 0 0,00 3 17.65 2k 21.82
Duplication Clerks 2 13,33 1 5.88 18 16.36
Indexing Clerks 1 6067 1 5.88 16 1.5h
Stenographers 1 6.67 N 23.53 15 13.63
Librarians 0 0,00 0 0,00 13 11.82
Archivists 0 0,00 1 5.88 6 5.15
File Clerks 1 6.67 0 0,00 6 Soli5
a1l (lerks 1 . fafL Q (.00 4 g g
Printing Plant Employees 0 0.00 0 0.00 6 545
Draftsmen (Forms) 0 0.00 1 5,88 L 3.6l
Messengers 0 0.00 0 0.00 2 1.82
Purchasing Clerks 0 0.00 0 0.00 2 1.82
Receptionists 0 0.00 0 0.00 2 1.82
Supply Clerks 0 0.00 1 5.88 2 1.82
laintenance Personnel 0 0.00 1 5.88 1 091
Office Supplies Clerks 0 0,00 0 0,00 1 091
Photographers 0 0.00 0 0.00 1 291
Switchboard Operators 0 0.00 0 0,00 1 091
Tabulating Operators 0 0.00 0 0.00 1 091

421



TABLE 16

NUMBER OF SUPERVISORS UNDER THE DIRLCTION AND CONTROL OF THE RiCORDS ADMINISTRATORS

Federal

Number of Banking and istributing Insurance Manufacturin
Supervisors Finance Distributing Government : g
Per Per Per ] Per \ er
No, Cent Noe  (ant ~ No. Cent Noe  gent No. ent
0 1 20,00 5 62.50 5 55456 6 60,00 23 65.71
1 2 110,00 1 12,50 0 0.00 1 10.00 L 11.43
2 2 L0,00 0 0,00 0 0,00 0 0.00 5 14,29
3 0 0.00 0 0.00 0 0.00 1 10,00 1 2.86
L 0 0.00 1 12,50 1 11.11 0 0.00 1 2.86
5 0 0,00 0 0.00 ¢ 0.00 0 0,00 0 0.00
6 0 0.00 0 0.00 0 0,00 0] 0,00 0 0.00
7 0 0,00 1 12.50 1 11.11 0] 0.00 0 0.00
8 Q 0,00 0 0.00 0 0.00 0 0.00 0 0.00
9 0 0,00 o 0.00 0 0.00 0 0.00 0 0.00
10 0 0.00 0 0,00 1 11.11 1 10.00 0 0.00
11 0 0.00 0 0.00 0 0.00 1 10.00 0 0.00
21 0 0.00 0 0,00 0 0.00 0 0.00 1 2.86
57 0 0,00 0 0.00 1 11.11 0 0.00 0 0.00
Totals 5 100,00 8 100.00 9 100.00 10 100.00 35 100.00

9et



TABLE 16 (contda)

Public : - State
Number of Utility Research Services Government Total Per
Supervisors i Per | Pex N Per . Per Number  Cent
Ho.  cent MO« Gent NOe  Cent H0« Cent
0 I 66,67 L 80.00 12 80.00 10  58.82 70 63.63
1 C 0,00 0 0.00 2 13.33 2 11.76 12 10.90
2 1 16.67 0 0.00 1 6.67 b 23,53 13 11.82
3 0 0.00 1 20.00 0 0.00 0 0.00 3 2073
h 0 0.00 0 0.00 0 0.00 1 5.88 L 3.64
5 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00
6 1 16.67 0 0.00 0 0.00 0 0.00 1 91
7 0 0.00 0 0.00 0 0.00 0 0.00 2 1.82
8 0 0,00 0 0.00 0 0.00 0 0.00 0 0.00
9 0 0,00 0] 0,00 0 0.00 0 0.00 0 0.00
10 0 0.00 0 0.00 0 0,00 0 0.00 2 1.82
11 0 0.00 0 0.00 0 0.00 0 0.00 1 o 91
21 0 0.00 0 0.00 0 0,00 0 0.00 1 .91
57 0 0.00 0 0.00 0 0.00 0 0.00 1 A
Totals 6 100.01 5 100.00 15 100.00 17 99.99 110 100.00

L2T
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TABLE 17

NIMBER OF ASSISTANTS . UNDER_TH, DIRZCTIQN AND CONTROT. OF THE RECORMS ADMTVTSTRATORS _

Egg?:ia;gi Ba;?igicind Distributing Goiziz;Zit Insurance Manufacturing
No. pore No. Eers No. FER: No. ES% No.  E3%

0 0 0.00 5 62.50 5 55.56 6 60.00 28 80.00

1 2 40,00 2 25.00 1 11,11 3 30.00 7 20,00

2 2 L0.00 0 0.00 1 11l.11 0 0.00 0 0.00

3 0 0,00 0 0,00 i 11.11 1 10,00 0] 0.00

L 1 20,00 1 12.50 0 0.00 0 0,00 0 0.00

32 0 0.00 0 0.00 1 11.11 0 0.00 0 0,00
Totals S 100,00 8 100.00 9 100.00 10 100,00 35 100,00

6¢L



TABLE 17 (contd.)

Public Research Services State Total
Number of Utility Government Number
Assistants No. Per No. rer No. Fer No. Per No. fer
Cent Cent Cent Cent Cent
0 83.33 L 80.00 13 86 .66 10 58,82 76 69.09
1 0.00 0 0.0D0 2 13,33 € 35.29 23 20.91
2 16067 O 0.00 O 0.00 l 5.88 5 hc;h
3 0.00 1 20,00 0 0.00 0 0.00 3 2.73
L 0.00 0 0.00 0 0.20 0 0.00 2 1.82
32 0.00 0 0.00 0 0.00 0 0.00 1 .91
Totals 6 100,00 5 100.00 15 99.99 17 99.99 110 100.00

0OfT
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The following list gives the types of assistants specified by the
respondents as being under the direction and control of the records
administrators:

Adminisvrative Assistant
Assistant to Files

Assistant Manager

Assistant Records Administrator
Assistant Records Management Officer
Assistant to Supervisor
Communications Assistant
Editorial Clerks

Forms Analyst

Mail Assistant

ilethods Assistant

liethods and Procedure Advisor
O0ffice Management Analyst
Records Assistant

Records Management Assistant
Section Heads

Section lLead iden

Special HRecords Clerks

Staff Assistant

Table 18 shows the total span of control of the records adminis-~
trators. The largest number of records management administrators super-
vise from one to three persons. Twenty-one (or 19.09 per cent) reported
supervision of from one to three workers. The next largest group
reported a span of control of four to six persons. The broadest span of
control consists of 210 persons in a manufacturing company, although the
mode for manufacturing concerns is from four to six employees. Twelve

(or 10.90 per cent) of the administrators direct and control no employees.
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Availability of Over-all Organization Charts, Records
Yanagement Organization Charts, Job Descriptions,
and Records Management Policy Statements

In answer to the question, "Isan organization chart which out-
lines the company's over-all organization available?," 37 (or 33.6L per
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TABLE 20

AVATLABILITY OF RuCORDS MANAGELENT ORGANIZATION CHARTS
AS INDICATED BY THE 110 RESPONDENTS

Yes No No Answer Total
T e B we B e fm e f
Ranking and Finance 1 91 L 3.6L 0 0.00 5 L.55
Distributing 2 1.82 5 L .Sk 1 091 8 727
Federal Government N 3.6k 5 Ly 5l 0 0.00 9 8.18
Insurance ’ 1 .91 8 7.27 1 .91 10 9.09
Manufacturing 10 9.09 25 22.72 0 0.00 35 31.81
Public Utility 1 .91 5 L.5hL 0 0.00 6 5.45
Research 2 1.82 3 2.73 0 0.00 5 L .55
Services 5 L.5h 10 9.09 0 0.00 15 13.63
State and lMunicipal
Government 6 S.L6 10 9.09 1 9L 17 15646
Totals 32% 29,10 75 68.16 3 2.73 110  99.99

¥or these, 10 were enclosed.
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TABLE 21

VI AT PR S ST e ,‘;Wamm%rﬂﬁ—

AS INDICATED BY THE 110 RESPONDENTS

Yes No No Answer Total
Type of Concern

Ho. FPer o, P& o, FPer g, Per
Cent Cent Cent Cent
Banking and Finance 2 1.82 3 2.73 0 0.00 5 L «55
Distributing 1 .91 6 546 1 091 8 7.28
Federal Government 9 8.18 0 0.00 0 0.00 9 8.18
Insurance 2 1.82 7 6.35 1 .91 10 9.08
Manufacturing 11 10.00 2L 21.82 0 0,00 35 31.82
Public Utility 1 .91 S b5k 0 0,00 6 5.45
Research 3 2.73 2 1.82 0 0.00 5 L.55
Services 6 5.6 9 8.18 0 0,00 15 13.64

State and Municipal
Government 8 T.27 9 8,18 0 0.00 17 15.45
Totals 3% 39,10 65 59,08 p) 1.82 110 100,00

#0f these, 27 were enclosed.
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TABLE 22

AVATIABILITY OF RECORDS NANAGEMENT POLICY STATEMENTS
AS INDICATED BY THE 110 R&SPONDwNTS

Yes No o Answer Total

Type of Concern Per Per Per
Cent M9« cont NOo+  gent No-  (ent

Banking and Finance 1 <91 L 3.6l 0 0.00 5 ;.55
Distributing 2 1.82 5 oSl 1 o1 8 7.27
Federal Government 8 7.27 1 el 0 0.00 9 8.18
A e T R )] c e fl Ay P ed——2 .00
¥Manufacturing 17 15.45 18  16.36 0 0.00 35 31.81
Public Utility 3 2.73 3 2,73 0 0.00 6 5.6
Research 3 2.73 2 1l.82 0 0.00 5 155
Services 5 o5k 10 9,09 0 0,00 15 13.63

State and Hunicipal
Government 9 8.18 7 6.36 1 W91 17 1545
Totals 52% L7.27 S5 L9.99 3 2.73 110 99.99

*or these, 21 were enclosed.



TABLE 23

EDUCATIONAL BACKGROUNDS OF 110 RECORDS HANAGEMENT ADMINISTRATORS
IN TERMS OF HIGHEST LEVEL OF &DUCATION

sanking and  pigyributing Federal Insurance Manufacturing
Axtent of Formal Education Finance Government
fxuvent ol for u ! . Per . Per . Per - Per . Per
Noo  Gent Noe  gent . Moo gent MOe  gent °.  Cent
1, 2, or 3 years of college 0 0.00 1 12.50 3 33.33 2 20.00 13 37.14
Undergraduate college degree O 0.00 2 25.00 1 11.11 2 20.00 8 22.86
High school graduate 2 40,00 3 37.50 1 1l.11 L L0.00 n 11.43
Master's degree 3 60,00 0 0.00 3 33.33 1 10,00 3 8.57
Graduate work 0 0.00 0 0,00 1 11.11 1 10.00 3 3.57
Bachelor of Law degree 0 0,00 1 12,50 0 0.00 0 0.00 1 2.36
Doctor of Philosophv decree 0 0,00 0 0.00 0 0.00 0 0,00 0 0.00
Pre-doctoral work 0 0.00 0 0,00 0 0,00 0 0.00 1 2 .86
No answer 0 0,00 1 12,50 0 0,00 0 0.00 2 5.71
Totals 5 100,00 8 100,00 9 99.99 10 100,00 35 100.00

6€T



& (

L* 4(

/| <



L1
years of college education. The next largest number indicated having
obtained the undergraduate college degree. Records administrators of
state government organizations have the largest percentage of graduate
degrees.

The areas of college specialization of the 87 records administra-
tors are listed in Table 2lj. Business administration is the area of
specialization most frequently indicated by the 87 records administrators
who attended college. The areas of general academic and history were
the next most frequently specified areas of specialization. Manufactur-
ing concerns have the largest percentage of records administrators indi-
cating one area of specialization. Twelve (or 11.38 per cent) of the
29 records administrators of manufacturing concerns specialized in
business administration while attending college.

lighty (or 72.73 per cent) of the 110 respondents specified
college courses believed to be most helpful to a Records Management
Administrator. The two courses most frequently specified by the
respondents are accounting principles and business administration.

Twenty—-eight (or 25.36 per cent) of the respondents specified the two

Tha neird mact Poamiantlsr cwarifsiad ocanpgn
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TABLE 2l

ARKAS OF SUBJECT SPECIALIZATION OF RECORDS ANAGLNENT
ADMINISTRATORS ATTENDING COLLLGE

Banking and . N Federal .
Area of Finaice Distributing Government Insurance
Specialization No. LT o, TOT gy, Fer ooy, Per
Cent Cent Cent Cent
Business Administration 1 33.33 0 0,00 2 25.00 1 16.67
General Academic 0 0.00 0 0,00 0 0.00 2 33633
History 1 33.33 0 0.00 0 0.00 0 0.00
Business Management 0 0.0 0 0,00 1 12.50 0 0,00
Librarianship 0] 0.00 0 0,00 0] 0.00 1 16.67
wducatiqn Q0 Q.00 0 0.0 0 Qon 0 0.m0
Law 0 0,00 1 25,00 0 0.00 0 0.00
Psychology 0 0,00 0 0,00 1 12.50 0 0.00
Public Administration 0 0.00 0 0.00 1 12,50 0 0.00
Accounting 0 0.00 0 0,00 1 12.50 1 16,67
Economics 0 0,00 0 0.00 0 0.0 1 16,67
ilectrical kngineering 0 0.00 0 0.00 0 0.0 0 0.00
Political Science 0 0.00 0 0,00 0 0.00 0 0.00
Sociology 0 0.00 0 0.0 1 12.50 0] 0,00
Others#* 1 33.33 3 75.00 1 12,50 0 0,00
Totals 3 99.99 Ly 100,00 8 100,00 6 100,01

¥Others: American History, iducation, and Social Studies (State
Government); Business and Government Administration (Distributing);
Chemical Engineering (Distributing); Education, Psychology, and Sociol-
ogy (State Government); English (Services); &nglish and History (Manu-
facturing); English, History, and Political Science (State Government);
English and Psychology (Services); Fine Arts (Public Utility); General
-Science and Psychology (Research); Industrial Engineering (Federal
Government ); Industrial Management (Manufacturing); Industrial Relations
(State Government); Journalism (Manufacturing); ILatin (Distributing);
Management Engineering (Manufacturing); Market Research (Manufacturing);
Vathematic search): Mathematdcs | Sncial, Institutions (Publie
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TABLE 2l (contd.)

Total
Number

3 : State
Ubility Research Services Govertment
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COLLEGE COURSES CONSIDERED TO BE MOST HELPFUL TO A

TABLE 25

RECORDS MANAGEMENT ADMINISTRATOR

Number of Times

College Course Indicated Per Cent
Accounting Principles 28 25.36
Business Administration 28 25.36
Business law 15 13 .64
Records Management i 12.73
Systems and Procedures j 12,73
Personnel Management 13 11.82
Psychology 12 10.91
English 11 10.00
Business Management 9 8.18
History 8 7.27
Economics 7 6636
Office Management 7 6,36
General Business 6 5ol5
Library Science 6 5.L5
Public Speaking 6 5oli5
Filing and Indexing Systems 5 LoSh
Statistics 5 Ly o5k
Data Processing I 3.6l
Business Letter Writing 3 2.73
Industrial Management 3 2.73
Research Methods 3 2073
Social Science 3 2073
Finance 2 1.82
Forms Design and Control 2 1.82
Foreign language 2 1.82
Government 2 1.82
Industrial Engineering 2 1.82
Mathematics 2 1.82
Political Science 2 1.82
Public Administration 2 1.32
- _n s Com e 0. a2 Do
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TABLE 26

METHODS OF ACQUIRING SPECIFIC TRAINING FOR THE WORK OF
MANAGING THE RECORDS MANAGEMENT PROGRAM

Bankin . . Federal

and ¢ Dls?rlb- Govern~ Insurance
Method Finance uting ment
Per Per Per Per
No. Cent No. Cent No. Cent No. Ot
On-the- job experience L, 80,00 L4 50,00 7 77.78 6 60.00
On-the-job training 0O 0.00 1 12.50 3 33.33 2 20.00
Enrollment in special college

CAUTSPS 120N 13?260 1 11 11 22000

and publications - 0O 0,00 1 12.50 1 11.11 1 10,00
American Records Management

Association national and

area meetings O 0,0 1 12.50 0O 0,00 1 10.00
Records management course

attendance 0O 0,00 0 0,00 2 22,22 0O 0,00
College education 0O 0.00 0 0,00 0O 0,00 O 0,00
Attendance of management and

records management institutes 1 20,00 0 0,00 O 0.00 1 10,00
Consultation with other

executives 0O 0,00 0 0,00 0O 0,00 0O 0,00
Attendance of .course organized o :

by the Federal Government 0 0,00 O 0.00 3 33.33 O 0.00
On the job experience with

consulting firm 0O 0,00 0O 0,00 O 0,00 0 0,00
Special training courses

organized by company 0O 0,00 O 0,00 O 0,00 1 10,00
Active participation in pro-

fessional organizations 0 0,00 0O 0,00 1 11.11 O 0.00
Enrollment in filing courses 1l 20,00 0 0,00 O 0,00 O 0,00
Training given by records

mnagement consultants O 0,00 1 12.50 O 0.00 O 0.00
Membersnip on Federal Govern-

ment paperwork management

committee 0O 0600 O 0,00 O 0,00 0 0.00
National Records Management

Council fellowship 0O 0,00 O 0,00 O 0,00 O 0,00
Previous office management :

experience O 0,00 0 0,00 0O 0.00 1 10.00
Special training by office

equipment and supplies

company O 0.00 0O 0,00 O 0,00 O 0,00
Workshan attendance 0 N_NN 0 OO0 NN O 0N N N NN
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TABLE 26 (contd.)

Manufac-  Public Research Services

Method turing Utility
Per Per Per Per
Noe cong Moo Cent NO¢ Ceng Noe sont

On~the-~-job experience 22 62,86 2 33,33 L4 80.00 9 60.00
On-the-job training 6 17.1Lh 2 33,33 1 20,00 3 20,00
Enrollment in special college

courses 3 8.57 1 16,67 O 0.00 3 20,00
Reading professional books

and publications b 11l.h3 1 16.67 2 L0.00 1 6.66
American Records Management

Association national and

area meetings 3 8.57 0 0.00 O 0.00 2 13.33
Records management course

attendance 2 5.71 O 0,00 O 0,00 1 6,66
College education 2 5,71 0 0,00 1 20,00 1 6.66

Attendance of imnagement and

records management institutes 1 2,86 0 0.00 0 0,00 0 0,00
Consultation with other

executives 1 2.86 3 50,00 O 0,00 O 0.00
Attendance of courses organ—

ized by the Federal Govermment 1 2.86 0O 0.00 O 0,00 O 0,00
On the Jjob experience with

consulting firm 1 2.86 1 16.67 0O 0,00 1 6,66
Special training courses
organized by company 2 .71 O 0,00 0 0,00 O 0.00
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TABLE 26 (contd.)

State
Govermment Total Number
Method of Times Per Cent
No. Per Indicated
Cent
On-the-job experience 12 70.59 70 63.64
On-the-job training 1 5.88 19 17.27
Enrollment in special college
courses 3 17.65 15 13 .64
Reading professional books
and publications 1 5.88 12 ‘ 10.91

American Records Management
Association national and
area meetings 2 11.76 9 8.18

— R T e

T —— i~ 2
e

College education 2 11.76 6 545
Attendance of management and

records management institutes 2 11.76 5 L.55
Consultation with other

executives 1 5.88 5 .55
Attendance of courses organized

by the Federal Government 0 0.00 L 3.6l
On the job experience with

- consulting firm 1 5.88 L 3.6l
Special training courses
j organized by company 1 5.88 L 3 06ly

Active participation in pro-

fessional organizations 0 0,00 2 1.82
Enrollment in filing courses 0 0,00 2 1.82
Training given by records

management consultants 0 0.00 2 1.82
Membership on Federal Govern-—

ment paperwork management

committee 0 0.00 1 - 091
National Records Management

Council fellowship 0 0.00 1 oAl
Previous office management

experience 0 0,00 1 «91
Special training by office

equipment and supplies

company 0,00 1 091

> O
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experience as the method by which specific training was obtained.

Seventy (or 63.6L per cent) of the respondents specified on~the-job

aynevippron Nn +he 3~k +madtnine ume cnnatPiad hir 10 (an 17 27 wan nont )
) -

In answer to the question, "Do you believe that a need exists for
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In regard to the need for qualified records management personnel,
a records management administrator of a state organization made this
comment :

Regarding your final question, we have had considerable
diffiguitwr jn locatine and. recruitine analified reeards

mnagement personnel.
Expressing the same idea, an administrator of a manufacturing
company made the following comment:

We could do a much better job if trained people were avail-
able. It has been three years since we had an opening for a
records analyst and have been unable to find a qualified
person,

One comment was made which expresses the opinion that a records
management course is not needed at the collegiate level. This statement
1S——

It seems to me that the main part of a records administra-
tor's job is to understand the records of the company by which
she is employed. This cannot be taught in school. I do not
think a whole course is required to teach the principles of
records management. The two~-week courses offered by soms
universities to people with experience in records are valu~
able, I thinke

Future Plans of Records Management Administrators

Comments pertaining to future plans for the records management
programs were made on sixteen (or 14655 per cent) of the 110 usable
returns, Four administrators plan to expand the records management
program to include the control of reports management activities. Three

_ of thg reasn nts ted that_nlans are heine formnlated to intecrate

-

forms design and control with records management. Three statements o1

future plans included plans for establishing a central storage area for

SramtStre vamrAarace Tha roantral af reornarde evoatinan 3¢ 3nrnelided apn +he
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future plans of two of the programs and two of the administrators
anticipate the integration of microfilming activities into the records
mnagement program. Other future plans are the following: the expansion
of the records management program to the corporate level, the introduc-
tion of records management programs using a "long term" approach rather
than a "crash" approach, the evaluation and reorganization of the total
program, the integration of centralized data processing with records
mnagement, the integration of research activities through records
management techniques, the organization of an education program for
records management personnel, the expansion of the program to include
control of library service, the expansion of the program to include a

ALl A s -“1

o el mtong in_pmefnnonas—aprd 1ihmasre ~caeedan dln

expansion of the program to include the creation and use of non-pertinent
directives and written instructions, and the formulation of a formal
retention program. Two of the respondents stated an intention to expand
the programs but did not specify the areas to be included.

Concerning the use of electronic equipment, the following opinion
was presénted by one respondent:

The electronic era might alter some of the present systems

but records management in our company, I believe, will always
existoe



152
largest number of usable returns was received from state and municipal
government organizations.

Ninety (or 81.82 per cent) of the respondents indicated that the

concern is a corporate organization. Fifty-four (or L49.12 per cent) of

the organizafjons identifv the oroeram as a function. The lareest per-
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identify the records management program as a department. The next
largest group indicated employing L99 or fewer employees and identify
the program as a function.

The largest number of usable returns was received from organiza-
tions having fewer than 500 total number of employees. Nineteen (or
17.27 per cent) of the 110 organizations reported a total office force

of 500 to 999 persons.
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CHAPTER V

EXTENT OF RESPONSIBILITY OF SPECIFIC DUTIES OF ADMINISTRATORS
OF RECORDS MANAGEMENT PROGRAMS AS REVEALED

BY QUESTIONNAIRE RETURNS

Chapter IV presents the data obtained from usable returns of
questionnaires which were used to determine the types of concerns
identifyying the activities of records management as a separate entity
within the organizational structure, the size of the concerns, and the
scope of the records management programs. Organizational relationships,
administrative responsibilities, educational backgrounds, and future
plans of the 110 administrators were also determined. This chapter
shows the extent of responsibility of specific duties of the 110
administrators of records management programs who completed and returned

usable questionnaires.

Management of Forms
The analysis of Section II of the usable returns revealed that
from 47 (or L42.73 per cent) to 7k (or 67.27 per cent) of the records

administrators consider the duties listed under Management of Forms to

bgmln-qf Jheiz Eﬁqnnnni hilitr. The Antr. "E‘mq_ﬂ;ﬁfﬁ.mﬂj n’im_tﬁp

disposition of forms," is indicated most frequently by the records

administrators as a major portion of responsibility. Thirty~five (or

155
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31.82 per cent) of the administrators consider this duty to be a major
portion of responsibility and 27 (or 2L .54 per cent) consider this duty
to be a minor portion of responsibility. Fifty per cent or more of the
administrators indicated no responsibility for all other duties listed
under Management of Forms. The extent of responsibilities of records
mnagement administrators in the management of forms is shown in Table
27. Thirty-three (or 30,00 per cent) of the respondents indicated that

the duty is performed in other departments of the organizations.

Management of Reports

The extent of responsibility of records management administrators
in the management of reports is shown in Table 28, The duty most fre-
quently considered to be a major portion of responsibility in the

management of reports is "establishing functional index for reports."

Twentv=two (or 20.CO per gent) of the administrators consider thig duty

to be a major portion of responsibility. The next largest number of
administrators, 21 (or 19.09 per cent), consider the following two
duties to be major portions of responsibility: "establishing system
used in classifying reports" and "preparing inventory of reports." From
61 (or 55,45 per cent) to 81 (or 73.6L per cent) of the administrators
indicated no responsibility for all duties in the management of reports.
From 30 (or 27.27 per cent) to L1 (37.27 per cent) of the respondents
indicated that the duties are performed in other departments of the

organization.
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TABLE 28

EXTENT OF RESPONSIBILITY OF RECORDS MANAGEMENT ADMINISTRATORS IN THE MANAGEMENT OF REPORTS

o Major Portion Minor Portion No §§i52351_ No Answer Deg:?z;ent
Duty or Responsibility A
No.  LoF No. IS8Ty,  POT gy, POT g, FET
Cent Cent Cent Cent Cent
Establishing functional index
for reports 22 20,00 22 20,00 61  55.45 5  Ll.55 31 26.18
Establishing system used in
classifying reports 21 19.09 22 20,00 6L 58.18 3 2.73 30 27.27
Preparing inventory of reports 21 19.GC9 2 21.82 62 56,36 3 2.73 33 30.00
Analyzing reports for the pur-
pose of determining need 15 13.6L 20 18.18 70 63.6L 5 Lls55 38 3L.5L
Improving formt and writing
style of reports 15 13.64L 18 16.36 73 66.36 L 3.6 LO  36.36
Controlling the creation of
reports 1, 12.73 19 17027 72 65.45 5 L.55 39  35.45
Simplifying reporting
procedures Uy 12,73 20  18.18 71 6kL.55 5 Ll.55 LO 36.36
Establishing criteria by which
to evaluate use and need of
reports 13 11.82 20 18,18 72 65445 5 Lho55 36 32.73
Establishing a system of distri-
bution of reports 12 10.91 23 20.91 70 63.6L 5 L.55 39 35.L5

‘ifajﬁﬁf=*3 ]rt‘ﬁﬁiiiiiiiiiiii
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Management of Correspondence

From 70 (or 6306l per cent) to 80 (or 72.73 per cent) of the
records adwinistrators consider they have no responsibility in performing
the duties in the management of correspondence. Twenty-four per cent to
32.73 per cent of the respondents indicated that the duties are performed
by other departments in the organization. Table 29 presents the extent
of responsibility of the records administrators in the management of

correspondence.,

Management of Filing Practices

It is shown in Table 30 that 57 (or 51.82 per cent) to 76 (or
69.09 per cent) of the 110 records administrators consider all the duties
listed on the questionnaire in the management of filing practices as a
ma jor portion of responsibility. From 21 (or 19.09 per cent) to 29 (or

26,36 per cent) consider the duties as a minor portion of responsibility.

Tgf,dgig_jndirateﬁ mct Froonentdw ae s mabdggporhian af pesnansihilidiv

B Lol IR

is "determining the adequateness of filing systems and methods."

Management of Microfilming

Four of the duties listed on the questionnaire in the management
of microfilming are considered to be major portions of responsibility by
50,00 per cent or more of the 110 records administrators. From 11.82
to 15.L45 per cent of the administrators consider these duties to be
minor portions of responsibility. These duties are (1) mking studies
to determine the feasibility of microfilming, (2) formulating and

eatahlishine reference service procedures for microfilmed records.
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TABLE 31

EXTENT OF RESPONSIBILITY OF RECORDS MANAGEMENT ADMINISTRATORS IN THE MANAGEMENT OF MICROFILMING

Yajor Portion Minor Portion NO Responsi-  y, angyer Other
bility Department
Duty or Responsibility
No. Per No. Per No. Per No. PFer No. fer
Cent Cent Cent Cent Cent
Making studies to determine the
) fa30ihil el pionaliloing, A o8 I8 13 11 82 278 A A N £ 2_A 4
| =y
Formulating and establishing
reference service procedures
for microfilmed records 57 51.82 15 13.64 37 33.64 1 .91 11 10.00
Establishing microfilm indexing
system 56 50,91 17  15.L5 32 29.09 5 L.55 8 7.27
Establishing procedures to be
used in microfilming records 55 50,00 16 1455 36 32.73 3 2,73 10 9.09
Authorizing the microfilming
of records 53  L48.18 1, 12,73 38  3L4.55 5 L.55 8 7.27
Establishing procedures for
preparing records for micro-
f£ilming ' 53 L48.18 1, 12.73 37 33.6L 6 SoL5 10 9.09
Selecting microfilm equipment
to be purchased L7 L2.73 20 18.18 39 35.45 L 3.64 10 9.09
Training persomnnel in microfilm..
ing techniques L2 38.18 15  13.6L L6  41l.82 7 6.36 16 1L.55

Note:

Other duties specified:
Controlling vital records engineering

drawings program

9T
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TABLE 32
EXTENT OF RESPONSIBILITY OF RECORDS MANAGEMENT ADMINISTRATORS IN THE MANAGEMENT OF RECORDS RETENTION —

e

Major Portion lMinor Portion No g?sPonSl' No Answer Other
s ility Department
Duty or Responsibility Por Por Por For Per
Noo  gant No.  (ent Noo gent Moo gent Noe (ent
Maintaining records retention
schedules 95  B86.36 13 11.82 1 091 1 .91 0 0.00
Establishing records retention
schedules 9k 85.45 11 10,00 L 3.6L 1 291 1 .91
Planning a systematic method for
destruction of records 91 82.73 13 11.82 L 3.6L 2 1.82 3 2073
Determining methods of disposi-
tion of records 85  77.27 15  13.6L4 8 . 7.27 2 1.82 L 3.6L
Determining how storage equipment
and supplies will be utilized 82  74.55 18 16,36 7 6.36 3 2073 6 5.i5

Establishing and maintaining a
central storage area for

inactive records 82 7155 9 8.18 18 16.36 1 091 9 8.18
Locating and designing a records

center for inactive records 81 73.6L 10 9.09 17 15.45 2 1.82 8 7.27
Making identification of vital

records 81  73.6k 16 1455 10 9.09 3 273 3 2,73
Preparing inventories of all records 81  73.6L 21  19.09 6 5.45 2 1.82 2 1l.82
Keeping the records inventories

up to date 78  70.91 18 16.36 11 10.00 3 2073 3 2.73
Processing records for disposi-

tion (including destruction) 77  70.00 16 14.55 15 13.64 2 1.82 13 11.82
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TABLE 32 (contd.)

oo e

O%her

. No Re ie
Major Portion Linor Portion © Sii§g$51 No Answer Department
Duty or Responsibility Ho Per fio Per Yo Per No Per N Per
° __Cent * _ Cent " Cent ° Cent _ "°" Gent

Obtaining legal requirements

of records retention 70  63.64 22 20,00 13  11.82 5 Ly .55 L 3.64
Determining and establishing the

most efficient means by which

records are protected against

fire and floods 69  62.73 21 19.09 15 13.6L 5 L 55 5 Le55
Establishing criteria used in

designating records that are

vital, important, or useful 69  62.73 21 19.09 16 14.55 L 3.6L 8 7.27
Determining and establishing

means for protecting records

against bombing, etc., during

wartime 61 55.45 22 20.00 20 18.18 7 6.36 7 6.36
E:ese;zigg‘buiigesg_h;stgzy records 60  5lil55 2L 21.81._ 23 _ 20,91 3 2,73 10 9.09

records retention 55 50,00 28 25.45 20 18.18 7 6.36 16 1h.55
Organizing a records retention

committee 55 50,00 10 9.09 33 30.00 12 10.91 6 5.45
Training new employees in refer-

ence and library service L6 41.82 11  10.00 U8  L3.6L 5 Lis55 26 23.6l
Establishing and maintaining

library ' 36 32.73 7 6.36 61 55.L5 6 5445 39 35.LS
Supervising library service 3L 30.91 7 6.36 63 57.27 6 5.U45 L1 37.27
Note:

N larmes Aesd @ mrm o e 2~ o



TABLE 33

EXTENT OF RESPONSIBILITY OF RECORDS MANAGEMENT ADMINISTRATORS IN
PARTICIPATION IN PERSONNEL MANAGEMENT

I

Major Portion  MNinor Portion No Responsi- Answer Other

5 5 ils bility Department

uty or Responsibili

ty P t No. Per No. Per o . Per No. Per No. Fer
Cent Cent Cent Cent Cent

Educating personnel in other

dep%rig nts_in advantarges of -

the records management

program 78 70,91 25  22.73 6 5.45 1 091 0 0.00
Training new employees 73 66.36 2 21.82 11 10.00 2 1.82 5 L.55
Selecting personnel for

records management work 67 60.91 2L,  21.82 18  16.36 1 .91 6 5.45
Writing specifications 36 32.73 29  26.36 39 35.45 6 5.45 U 12.73
Notes

Other duties specified:
Setting work standards
Writing policies

99T
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management to be major portions of their responsibility: educating
personnel in other departments in advantages of the records management
program, training new employees, and selecting personnel for records
management work. Thirty-six (or 32.73 per cent) of the respondents
indicated that the duty "writing specifications" is a major portion of
responsibility and 29 (or 26.36 per cent) consider it to be a minor
portion of responsibility.

The type of personnel indicated most frequently by the records
administrators as trainees is that of records center clerks. Thirty-
nine (or 35.45 per cent) of the respondents specified records center

clerks as the type of personnel for which they have the responsibility

_2&;—_""" r— e 2 = et 11— — - L0 =

Table 3L, shown on the following page, lists the type of personnel
trained by the records administrators.
Table 35 shows the type of personnel for which records adminis-—

trators write specifications. Records center clerks are specified most
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TABLE 3L

TYPES OF PERSONNEL TRAINED BY RECORDS ADMINIS TRATORS

Number of Times

Personnel Indicated Per Cent
Recards Céntar Glerks 39 39,45

y

Typists 17 15.45
i#icrofilming Clerks 16 .54
Secretaries 16 1, .5
Reference Clerks 15 13063
Files Clerks 1y 12.73
Indexing Clerks 12 10.91
Duplicating Clerks 8 727
Stenographers 7 6.36
Methods Analysts 6 5.146
Records Center Supervisors 5 1 .55
Archivists 2 1.82
Forms Control Clerks 2 1.82
Librarians 2 1.82
Mail Clerks 2 1.82
Records Management Assistants 2 1.82
Cataloguer 1 <91
Duplicating Service Supervisor 1 « 91
Engineering Aids 1 .91
File Supervisor 1 .91
Manager, Forms Control 1 .91
Methods Assistant 1 91
Office Management Analyst 1 .91
Photographers 1 o 91
Printing Clerks 1 .91
Printing Supervisors 1 .91
Receptionists 1 .91
Records Control Supervisor 1 .91
Reorganization Clerk 1 .91
Stationery Stores Stock Clerk 1 .91
Stationery Stores Supervisor 1 .91
Supervisor, Forms and Stationery 1 <91
Supervisor, Systems Surveys 1 .91
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TABLE 35

TYPES OF PERSONNEL FOR WHICH RECORDS ADMINISTRATORS
WRITE SPECIFICATIONS

Personnel Number of Times Per Cent

'--------------------..............Jl{!g;;;;L=§§§§§§§§§===g§g§§§g§§

Records Center Clerks 20 18.18
Records Analysts 19 17.27
Microfilming Clerks 15 13.6L
File Clerks 9 8.18
Indexing Clerks 7 6.36
Reference Clerks 7 6.36
Methods Analysts 6 5l5
Records Center Supervisor 6 5.145
Secretaries 6 5.45
Typists 6 5.45
Duplicating Clerks L 3.64
Stenographers 3 2.73
Archival Personnel 2 1.82
Forms Control Clerks 2 1.82
Librarians 2 1.82
Mail Clerks 2 1.82
Cataloguer 1 .91
Manager, Forms Control 1 91
Printing Clerks 1 091
Records Control Clerks 1 .91
Records Coordinators 1 .91
Reorganization Clerks 1 .91
Stationery Stores Stock Clerks 1 .91
Stationery Stores Supervisor 1 .91
Supervisor of Forms and Stationery - 1 .91
Warehouse Handler 1 .91




TABLE 36

EXTENT OF RESPONSIBILITY OF RECORDS MANAGEMENT ADMINISTRATORS IN OTH&R DUTIES

e

Vajor Portion Minor Portion NO Responsi-  y, angwer Other
D R {bilit . bility Department
u r Responsibi
w o Fo v No. Per No. Per No. Per No. Per No. Per
Cent Cent Cent Cent cent

Developing and maintaining a

follow-up program oi records

management activities 8y 76.36 17 15.L45 5 L.55 b 3.64 2 1.82
Evaluating the effectiveness

of the records management

program 8L 76.36 20 18.18 6 Soli5 0 C.00 L 3.6l
Developing and analyzing the

organizational structure of

the records management

program 78 70.91 18  16.36 8 7.27 6 50li5 L 364
Selling new programs to superior

executives 56 50,91 27  2L.5L 22 20,00 5 L} 055 15  13.64
Planning and organizing new

programs or systems L1 37.27 29  26.36 36 32.73 L 3.6L 26 23.6L
Iaunching new programs or

systems LO  36.36 25 22,73 35 31.82 10 9.09 2Ly 21.82
Selling new programs or systems

to operative personnel LO 36,36 27  2L.5L 3  30.91 9 8.18 15  13.64
Determining and analyzing costs

of paperwork activities 33 30,00 29  26.36 36 32.73 12 10.91 23 20,91

Determining management results
(other than costs) such as
increase in good employee
morale and decrease in labor
turnover 28  25.L45 21 - 19.09 50 L5.45 11 10.00 31  28.18

0lT
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administrators. Eighty-four (or 76.36 per cent) of the respondents indi-
cated the duties "developing and maintaining a follow-up program of

records management activities" and "evaluating the effectiveness of the

P T U S L SN e LIV SRS o WP DIy NV W DE U ORI - ¥ o B o b

structure of the records management program" and 56 (or 50.91 per cent)

indicated the duty "selling new programs to superior executives." These
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TABLE 37

RANK OF DUTIES ACCORDING TO NUMERICAL VALUE

No. Indicating .
Duty Vajor Portion of Numerical papp
Responsibility Value

Maintaining records retention

schedules 95 202 1
Establishing records retention

schedules ol 195 2
Planning a systematic method for

destruction of records 91 191 3
kvaluating the effectiveness of the

records management program 8l 182 L

Developing and maintaining a
follow-up program of records

management activities 8L 180 5
Determining methods of disposition

of records 85 177 6
Preparing inventories of all records 81 177 7
Determining how storage equipment and _

supplies will be utilized 82 175 8
Educating personnel in other depart-

ments in advantages of the records

management program 78 175 9
Making identification of vital records 81 168 10

pine and & ing the orgapiza—

tional structure of the records

mnagement program 78 166 11
Selecting storage equipment and supplies 76 165 12
Determining and establishing the most

efficient means by which records are _

protected against fire and floods 69 164 13
Establishing filing methods for .

active records n 164 1l
Determining the adequateness of filing

system and methods 76 163 15
Keeping the records inventories

up to date 78 163 16
Determining layout of storage space

and equipment 76 161 17
Preparing inventory of all active

records 75 159 18
Training new employees 73 159 19
Formulating and establishing filing v

procedures 70 156 20

Simplifying filing procedures yn 156 21
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TABLE 37 (contd.)

No. Indicating
Duty Ma jor Portion of
Responsibility

Numerical

Value  [ADK

Formulating and establishing refer-

PP U T o

amg sam}_ﬁ —————————————————

Establishing procedures to be used

in microfilming records 55 90 L3
Organizing a records retention

committee 55 87 Ll
fistablishing procedures for preparing

records for microfilming 53 83 L5
Authorizing the microfilming of

records 53 82 L6
Planning and organizing new programs ‘

or systems L1 75 L7
Selecting microfilm equipment to be b

purchased L7 75 L8
Selling new programs or systems to

operative personnel e 73 9
Launching new programs or systems LO 70 50
Writing specifications 36 62 51
Determining and analyzing costs of

paperwork activities 33 59 52
Training new employees in reference

and library service L6 55 53
Training personnel in microfilming

- techniques L2 53 Sl

Predetermining the disposition of forms 35 50 55
Installing functional and numerical

files for forms 26 31 56

Determining management results (other
than costs) such as increase in good
employee morale and decrease in

labor turnover 28 27 57
Analyzing forms for purpose of improv- _

ing, combining,and eliminating forms 27 2l 58
Preparing inventory of forms used 26 20 59

Establishing and maintaining a library 36 18 60



TABLE 37 (contd.)
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No. Indicating

Numerical

Duty Major Portion of Rank
Responsibility Value

Establishing functional index for

reports 22 g N
Preparing inventory of reports 21 L 65
Authorizing the creation of forms 19 1 66
Managing and controlling records of

electronic data processing 11 0 67
Establishing system used in classi- ‘

fying reports 21 0 68
Formulating procedures for the prepar-

ation of forms 19 -5 69
Maintaining a forms control plan 20 -6 70
Determining the quality of paper,

size, type, etc., to be used for

forms 13 -1l 71
Writing policy and procedures manual c

concerning the use of forms 16 -18 72
Analyzing reports for the purpose of

determining need 15 ~20 73
Managing the creation and use of non-

pertinent directives or written

instruction or written procedures 13 ~21 n
Improving the format of letters 13 =21 75

(other than printing)
kstablishing a system of distribution
of reports
Simplifying reporting procedures
Esteblishing procedures for distribu-
tion of memoranda
Improving format and writing style
of reports
Controlling the creation of reports
Establishing criteria by which to
evaluate use and need of reports
Establishing procedures for the
distribution of mail ,
Standardizing format of memoranda

12

13
15

13

17
13

~23

-23
-23

=24

25
~25

-26

=27
w30

76

17
78

19

80
81

82

83
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TABLE 37 (contd.)

No. Indicating

Duty Major Portion of Nugeilcal Rank
Responsibility a-ue

Bstablishing standards and guides '

in letter writing 13 ' =3k 86
lleasuring correspondence production 8 =37 87
Analyzing letter content for the

purpose of improving language,

style, etce 11 -39 88
Establishing quantity controls for

correspondence 9 ~}2 89
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« i
Formulating policy writing systems
for reports 7 -8 91
Training of personnel in letter writing 8 ~48 92
Writing policy and procedures manual
for reporting system 9 -50 93
Controlling printing equipment 7 -67 Sk

practices. Three duties are general administrative duties and two
duties are participation in personnel management.

The value of the second quartile (or median) is 75. This point
falls between the duties ranked 47 and 8. The duties that rank between
the second and third quartiles are predominantly duties in the manage-
ment of records retention, microfilming, and filing practices, Of the
2L duties, 8 (or 33.33 per cent) are duties in the management of
records retention. Seven (or 29.17 per cent) are duties in the manage-

ment of filing practices and 6 (or 25.00 per cent) are duties in the
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The value of the first quartile is -12.75. Eight (or 33.33 per
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TABLE 38 (contd.)

Number of Times

Decision Indicated Per Cent
Decisions pertaining to research and
development of records management 1 .91
Delegating authority to subordinates 1 °91
Delegating filing responsibility 1 o 91
Designing new forms 1 .91
Determining library holdings 1 «91
Determining methods of indexing 1 .91
Determining methods of records protection 1 .91
Determining new office layouts 1 « 91
Determining reports control contents and
composition 1 091
Determining retention schedules for prime
research data 1 <91
Determining sequence of phases in which
program is to be developed 1 .91
Developing IBM machine literature searching
system 1 .91
Developing system for sales order processing 1 .91
Editing records procedures and records
retention manuals 1 <91
Istablishing scope of program 1 091
Giving advice to lixecutive Board 1 091
Integrating forms and procedures for trans-
mitting personnel pay data to electronic
equipment 1 091
Interpreting directives 1 091
Making determination of the most effective
means of utilizing space 1 .91
Making salary changes 1 091
Planning and controlling the creation of
records 1 .91
Preparing lectures 1 091
Reporting to superiors 1 0 9L
) & d ?I;JE Ewﬂgmﬂ*‘fw' » el e N a0 N"&L-HF-,- |
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Sixty-three (or LB8.18 per cent) of the records administrators
indicated formulating major policies which affect the records management
program and the organization as a whole. Thirty (or 27.27 per cent) of
the respondents specified formulating all policies pertaining to the
records management program. The specific policy most frequently listed
by the respondents is the “records retention policy." Fifteen (or
13.63 per cent) included this policy. Ten (or 9.09 per cent) of the
records administrators specified that the formulation of major policies
is not included in the duties and responsibilities. Table 39 shows
the policies specified by the respondents as major policies formulated

by the records management administrators.

Tools, Techniques, and Hquipment Used

Table LO shows the number and percentages of records mnagement

administrators using the tools and techniques listed on the question-

—;;i_:,, D kx - P ol T, X EE

W

indicated that the use of an analysis of a records usage sheet is

valuable in performing duties. The next most frequently indicated tool
or technique is the layout flow chart. Ninety (or 81.82 per cent) of
the respondents consider one or more tools or techniques valuable in

performing duties as a records management administrator. The four tools
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TABLE 40O

TOOLS AND TECHNIQUES USED IN PERFORMING DUTIES AS RAECORDS

MANAGEMENT ADMINISTRATORS

183

Number of Times

Tool or Technique Indicated Per Cent
Analysis of records usage sheet 63 5727
layout flow chart 56 50.91
Records accessibility chart 55 50.00
Work measurement 55 50.00
Forms distribution chart L0 36.36
Work distribution chart 39 35.45
Form specification sheet 38 3L.55
Forms analysis chart 35 31.82
Random sampling devices 33 30,00
Time and motion study 2k 21.82
Others listed:
Records inventory worksheet L 3.6l
Alphabetical rules 1 .91
Card index for subject file 1 91
Continuity chart 1 Al
Feasibility studies 1 91
Forms design sheet 1 91
Information or requirements analysis 1 .91
Personnel utilization studies 1 .91
Process chart 1 .91
Records control schedule 1 .91
Records filing instruction work sheet 1 .91
Records manual 1 .91
Records retention forms 1 .91
Relative and analytic cross index 1 091
Report of destruction sheet 1 <91l
Training program 1 « 91
No tools or techniques used 1 .91
No answer 19 17.27
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TABLE 41

EQUIPMENT WITH WHICH FAMILIARITY IS NEEDED IN ORDER
TO PERFORM DUTIES EFFECTIVELY

Number of Times Per Cent

Equipment Indicated
Microfilming 89 80,91
Copying (single copy) 87 79.09
Duplicating (multi-copy) 81 73.64
Electronic data processing 59 53.6L
Printing L6 L1.82
&lectric data transmitting 37 33 46l
Adding machines 36 32.73
Calculators 32 29.09

Others specified:

Filing equipment 21 19.09
Typewriters 10 9.09
Vault equipment 5 14455
Mailing machine 2 1.82
Recording and transcribing machines 2 1.82
Sorting machines 2 1.82
Addressograph 1 9L
Computyper 1 .91
Flexowriter 1 91
Graphotype 1L oF1
Inter-communication equipment 1 « 91
Do~ == = o= L T2 PR, R W 1 ay)

%(‘
- ,

Safety equipment 1 091
Teletype equipment 1 o 91
Varityper 1 091
No machines used 2 1,82

No answer 1 oFL
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Bighty-three (or 75.Lli per cent) of the records administrators
specified that they are required to make major decisions in the per—
formance of duties and responsibilities. Sixty-three (or 48.18 per
cent) of the records administrators indicated formulating major policies
which affect the records management program and the organization as a
whole.

Ninety (or 81.82 per cent) of the respondents consider one or
more tools or techniques valuable in performing duties as a records
management administrator. One hundred and seven (or 97.27 per cent) of
the 110 records management administrators indicated one or more types of
equipment with which familiarity is needed in order to perform effec-

tively the job of managing the records management program.



CHAPTER VI

ANALYSES OF JOB DESCRIPTIONS, POLICY STATEMENTS,

AND ORGANIZATION CHARTS_

The preceding chapter presents an analysis of data obtained from

questionnaires completed by records management administrators. From the

C!,Avd—f’”‘._i* e a- deall 7 w H}tﬂ W“'"‘rrwuﬁ eg JEQ—-_H- 1F|
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trators was made. The present chapter presents analyses of job
descriptions, policy statements, and organization charts. A determina-
tion of duties and responsibilities of records administrators, knowledge
required, the scope of records management programs, and organizational
relationships is made, as indicated by the job descriptions, policy

statements, and organization charts.

fnalysis of Job Descriptions

An analysis of the 27 job descriptions received revealed that the
title of Records Manager is the most frequently used title to designate
the person having the responsibility for the control of the records
management program. Four of the job descriptions include this title and
each of the remaining job descriptions includes a different title.

Table 42 shows the titles given on the 27 job descriptions.
The largest number ofAjob descriptions was received from manu-

facturing concerns. Ten (or 37 per cent) of the job descriptions were
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received from menufacturing concerns and eight (or 29 per cent) were
received from state government organizations.

In the general statemént of responsibility, the two most fre-
quently cited responsibilities are "formulating policies for all phases
of records control activities" and "supervising personnel." Thirteen
(or L8 per cent) of the job descriptions include the two responsibilities
in the general statement. "Responsibility for establishing programs" is
the next most frequent responsibility included. Lleven (or L1 per cent)
of the job descriptions state the "responsibility for establishing
programs" in the general statement. Table L3 shows the responsibilities
cited in the general statement of responsibilities of the job descrip-
tions.

In the listings of specific duties of records administrators, 23
(or 85 per cent) of the job descriptions include the duty “develops and
maintains a records retention and destruction program." Twenty-one (or
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TABLE L)y

SPECIFIC DUTIES INCLUDED IN THE JOB DESCRIPTIONS

Number of Job

Specific Duty Descriptions Per Cent

Develops and maintains a records retention and

destruction program 23 85.19
Coordinates the work of his section with the

operations of other departments and divisions 21 77.78
Develops programs to promote maximum economy

and efficiency through the establishment and

maintenance of standards and procedures 21 77478
Directs the periodic review, transfer, and

storage of all inactive file materials 19 7037
Directs the personnel of the records manage-

ment program 19 7037
Negotiates directly with departments, legal

representatives, and management concerning

records retention schedules 19 70.37
Provides advice and assistance to all manage-

ment levels 18 66.67

Studies requirements of existing and proposed

records areas and recommends and carries out

necessary improvements 17 62,99
Formulates and directs special programs for the

protection of vital company records in the
_: ___
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i e i — —
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attack 16 59659
Directs the periodic audit of files to see that

approved standards, procedures, and programs

are maintained 15 55456
Furnishes, explains, and interprets to all

levels of the corporation the standards and

procedures to be followed in the installation

of records keeping controls 15 55056
Establishes and operates records centers AT 51.85
Gathers and disseminates to divisional manage-

ment, department heads, and corporate depart-—

ments information on all phases of records

manacement 1 C1 .8
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