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RECORDS MANAGEMENT TRATNING FROCRAN

AT THE FIRST MEEFING thrse objectives of a recerds management
program were discussed:

~

oreation of records
mainbenance of records
dizposition of recovds

GuE SECOND MEETING wes keved toward the thivd objsc

. Alidredge pointed cut that CSA has es u_!.:a_a}zm fourteen Yoderal

."efifs'mr{i Gensers for the use of all agenc ies. The mest econonical
W Lo SLore rmwdu hag proven o be threugh the vee of specislly
designed cardbosrd boxes on steel shelving., %This method eovis only
#98 a yesr for the storage of 60 cubic ‘a“cuc, Hens :a.iuum"ag a gavin
of from $70 ~ $370 a yesy over scme other mebhods in ﬁmi::i;:iuom., A
14 the most econonical in terms of 5pPICcEe WHLLLLRLLOL Yy, Alldred
smphasized that vecords sbored in this way ave ¥ @c*msalbmﬂ
*wrfzst@ut@ﬂ from five. and guarded agcording 46 SeCDTLY rezulastions.
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Tha oriterion whieh My, Alldredge gave Jor debermining when %o ¥
records was this: when o f£ile drawer is used only onee &
naberial should be retired to 3 records CONLET.

W, Young describsd the chjectives of a records dispossl program as
Being: (1) te insure thel records of a conbinuvi g value are
progerved, and {2) 4o digpoge of reeords no longer taing usad.

%i,h reguive abttention to three problems:

Docide ~ what mush be saved; wheb can be degtroyed
Determine -~ disposal schedule
Lpply - gohedule

a rocords coutrol schedule shouwid ids ntliy and describe the pecords
1*&3:*11",, as woll as give instructions for thelr ¢ reaition. &8 &
guide for use in idenbifying and digposing oi xrc;m*d:: s OGB4 will soon
Zasue new schedules for fourtesn hounsskesping-Lyps TeCords.
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HISCNSSTION TN TODAT®S MLBTING wi1), condimme to cembey arcond the
practical applicaticn of & records managsment Progyem.
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