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Presentation Notes
Hi everyone, my name is Renée Wilson, and I am a Records and Information Management, or RIM, specialist at the State Archives. I’m going to talk about some resources the Archives has to help you with your move, or whenever.



RIM Specialists
• Avalon Snell state agencies; special, local, & transit districts

avalonsnell@utah.gov 801-531-3866

• Heidi Steed municipalities, counties, courts, law enforcement
hsteed@utah.gov 801-531-3860

• Rebekkah Shaw education agencies, general retention schedules
rshaw@utah.gov 801-531-3851

• Renée Wilson state agencies, executive Offices, legislature
reneewilson@utah.gov 801-531-3842

• General RIM Not sure? No worries!
recordsmanagement@utah.gov 801-531-3863

mailto:avalonsnell@utah.gov
mailto:hsteed@utah.gov
mailto:rshaw@utah.gov
mailto:reneewilson@utah.gov
mailto:recordsmanagement@utah.gov


RIM Specialists
Finding Retention Schedules

contact info:
archives.utah.gov

/rim/records-
analysts.html

Presenter
Presentation Notes
One thing we do is help you figure out how long to keep recordsAt some point you may find records you don’t know what to do withEspecially as you prepare to move and go through recordsDon’t worry, we can help you; here’s what we doFirst we look at the record togetherOkay usually we just talk on the phone or emailThen we figure out what the retention should beThen we laugh together because records management is so funny and hilariousOkay but really we can help you, so contact us

https://archives.utah.gov/rim/records-analysts.html


RIM Specialists
in-agency training contact info:

archives.utah.gov
/rim/records-
analysts.html
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As you prepare to move, we can come give an in-agency trainingYou can find our contact information onlineWe also have business cards out on the table

https://archives.utah.gov/rim/records-analysts.html


Records Center
Free storage!

Presenter
Presentation Notes
Warehouse in Clearfield for storing records; 160,000 cubic feet of records storageAny Utah government agency can store records for free Only cost is boxes, special Archives boxes, buy from Office Depot for $2.43 eachYou also need to get the boxes to the RC, however you do that, shipping or arrange or in-personGreat way to clear up space in your officeRecords remain in the custody of the agency; can recall a record as needed



Records Center
scan on demand learn more online:

archives.utah.gov/rim/
scanondemand.html
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New program called “Scan on demand”If you need to recall a record, our records storage specialists can scan the record and email it via encrypted email, rather than sending it in the mailVery quick turnaround timeAlso more useful for agencies farther away, which may want to use the Records Center but have been concerned about the wait time on recalling a recordMost records sent to the Records Center can be scannedIf a record is over 100 pages or is a bound volume, that may not be eligible to be scanned, but most of the records can beFor more information, or to sign up for the program, visit our websiteAll these URLs are on a slide at the end of this presentation, and will be available after this conference

https://archives.utah.gov/rim/scanondemand.html


Moving Guide Flyer 
for everyone available online:

archives.utah.gov
/rim/pac-up.pdf
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New publicationsInfo for every person in your agencyEveryone is involved in records managementFront of flyer has information specific to the chief administrative officer, the records officer, and everyone in agencyAlso mentions destroying records, moving records to the new building, and transferring records to the Records Center or Archives.On the back of the flyer is a list of some of the most common general retention schedulesTips on what to watch for that might be historical recordsAlso a note about digital copies of recordsPeople ask if they can destroy paper records after they’ve been digitizedUsually yes, but if the records are permanent we request the paper be sent to the Archives as a duplicate copy, which is a records management best practiceThis flyer can be found online, and we also have some copies of it out on the table.

https://archives.utah.gov/rim/pac-up.pdf


Moving Guide Booklet
for records officers available online:

archives.utah.gov
/rim/moving-

guide.pdf
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Last of all, we have a more extensive moving guide booklet for records officers, though of course anyone is welcome to read itIncludes detailed step-by-step instructions for preparing to moveIncludes some sample logs and inventory sheets, which we also have online.Also includes the most common general retention schedules, just for referenceOn the back is a quick-reference card for transferring records to the Records CenterThis booklet is available online and you can print it from there.The Record Center infocard is also available as a standalone flyer which is available online, and there are copies of that out on the tableAll publications available on our website at archives.utah.gov > Records Management > Guidelines > MovingThose are just some of the resources availableThe main thing is:

https://archives.utah.gov/rim/moving-guide.pdf
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Don’t wait! 
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Call today!We’d love to help you however we can.Thanks!



RIM Specialists
• Avalon Snell state agencies; special, local, & transit districts

avalonsnell@utah.gov 801-531-3866

• Heidi Steed municipalities, counties, courts, law enforcement
hsteed@utah.gov 801-531-3860

• Rebekkah Shaw education agencies, general retention schedules
rshaw@utah.gov 801-531-3851

• Renée Wilson state agencies, executive Offices, legislature
reneewilson@utah.gov 801-531-3842

• General RIM Not sure? No worries!
recordsmanagement@utah.gov 801-531-3863

mailto:avalonsnell@utah.gov
mailto:hsteed@utah.gov
mailto:rshaw@utah.gov
mailto:reneewilson@utah.gov
mailto:recordsmanagement@utah.gov


Records Storage Specialists
• Lisa Catano State Records Center Manager

lcatano@utah.gov 801-525-3020

• Jim Duke Records Storage Specialist
jvduke@utah.gov 801-525-3020

• Chaz Leech Records Storage Specialist
cleech@utah.gov 801-525-3020

• General Records Center Questions 
recordscenter@utah.gov 801-525-3020

mailto:lcatano@utah.gov
mailto:jvduke@utah.gov
mailto:cleech@utah.gov
mailto:recordscenter@utah.gov


Resources
• Moving Flyer for everyone

https://archives.utah.gov/rim/pac-up.pdf

• Moving Booklet for Records Officers
https://archives.utah.gov/rim/moving-guide.pdf

• Sample log/inventory templates
https://archives.utah.gov/rim/templates.html

• Records Center Transfers - Quick-reference Card
https://archives.utah.gov/rim/rc-infocard.pdf

• Records Center
https://archives.utah.gov/rim/records-storage.html

• Scan-on-demand
https://archives.utah.gov/rim/scanondemand.html

https://archives.utah.gov/rim/pac-up.pdf
https://archives.utah.gov/rim/moving-guide.pdf
https://archives.utah.gov/rim/templates.html
https://archives.utah.gov/rim/rc-infocard.pdf
https://archives.utah.gov/rim/records-storage.html
https://archives.utah.gov/rim/scanondemand.html
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