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Records analysis = RIM

Records analyst = RIM Specialist



RIM is complex



So many moving parts



RIM

1. Figure out 
how long to 
keep records

2. Keep the 
records that long

3. Destroy the 
records or keep 
them forever

The big picture is easy to see:
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Even the medium picture is easy to see:
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But then you get into the nitty-gritty:

A MESSY BUSINESS







RIM Specialists



Training



11 PRACTICAL TIPS & SOLUTIONS
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All my records are:

☐ public
☐ permanent
☐ digital
☐ online



Records are records :-)
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Shredding paper records



Do this:
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Call or email us!

Image courtesy #WOCinTech Chat
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Series in the Archives system



When to keep track in-agency

If ALL of these apply (state agencies):

• Records will be located in-office only (never 
sent to Records Center or Archives)

• Records follow a General Retention Schedule

• Your agency maintains all series information in 
a known and accessible location



When to keep track in-agency

If ALL of these apply (local agencies such as 
municipalities, counties, special districts, etc.):

• Records will be located in-office only (never 
sent to Records Center or Archives)

• Your agency has implemented its own 
ordinances / policies in accordance with Utah 
Code 63G-2-701

• Your agency has reported those ordinances / 
policies to the State Archives



Use a General Retention Schedule



When to schedule a series with the Archives

If ANY of these apply:

• Records will go to the Records Center or State 
Archives at some point

• Records are permanent

• Records require a unique retention schedule 
approval by the SRC

• Your agency prefers to schedule series with the 
Archives for RIM purposes

• Your agency wants to see all your series on the 
Archives website



To Think About

• Consider pros and cons

• Do what’s best for your agency

• Make a conscious decision
– write it down in an accessible location

– let others know

• Contact your RIM specialist with questions
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Spending hours on the test



Go through it quickly

Image courtesy #WOCinTech Chat



Use your resources
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Finding a GRS



Call your RIM specialist!
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EMAIL

Copyright xkcd



Labels / folders!



Labels / folders!

Administrative 
Correspondence

Transitory

10 years

Contracts

Series updates

Policies

RIM Conference

(Get creative!)







Label Training



Label Training

• Choose 2-3 labels to start with

• Show people how to use the label

• Give examples

• Gently remind people



Email Accounts

• Know what accounts are being used

• Don’t use a personal account

• Use forwarding and filtering rules to help keep 
order

•Policies
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Image copyright Time Inc.
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“Hit by a bus”



Write it down



What to Write Down

• How to do everyday tasks
• Update agency information in our system

• How to do once-in-a-while tasks
• Records officer certification report

• Where things are kept
• Phone numbers, supplies, records, inventories

• Agency practices that aren’t yet policy
• What counts as a contact





Use the “Sub” folder:

• When you’re out of the office

• To help shape your performance plan

• To show the value of records management

• As a starting point for writing official policies
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Working Solo



Working Solo



Working Solo



Good news! It’ll still be there tomorrow



Resources for Solutions

• Do an internet search

• Involve co-workers

• Call your RIM specialist

• Join a professional organization



Professional Organizations

• NAGARA (National Association of Government 
Archives and Records Administrators)

• ARMA International

• ULCT (Utah League of Cities and Towns)

• UASD (Utah Association of Special Districts)

• UMCA (Utah Municipal Clerks Association)

• UAC (Utah Association of Counties)
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“Whatever you do, do something”

• Take initiative!

• Get out there!

• Put stuff online!

• Be proactive!

• Make it happen!

• Use your skills!



Copyright xkcd



• Pixabay

• WOCinTech Chat

• xkcd

• Jopwell

• PxHere

• Pexels

• Time Inc.
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