CHNDM Records Cleanout
November 14, 2008
Friday, November 14 has been designated as a records cleanout day for CHNDM staff.  Throughout the day, the Smithsonian Institution Archives (SIA) will be on-site to answer your questions and to help you determine what records you can discard or destroy and what records you should send to the Archives.  In addition, there will be a presentation at 10:30 focusing on the CHNDM records disposition schedule and the processes for transferring permanently valuable records to the Archives and destroying records of short-term value.  PowerPoint slides for this presentation will be distributed by email prior to November 14.
Please keep in mind that SIA will be assisting with the appraisal of records, general guidance, logistics, and technical assistance, but it is up to individual staff members to clean out their files, box their records, and prepare records to be sent to the Archives.  Because they are flying, SIA staff will not be bringing boxes nor will they be able to take records with them.
The following pages provide basic guidance for cleaning out your inactive records as well as links to additional resources on the SIA website.  If you have specific questions or concerns for the SIA staff, you are welcome to seek us out at any time on November 14 or you may schedule a meeting ahead of time.  Staff may also contact SIA with questions at any time before or after November 14.  Jennifer Wright can answer all questions related to records management, records destruction, and transfer to the Archives or SIA’s Records Center.  Ricc Ferrante can provide technical assistance related to managing email and other electronic records as well as transferring electronic records to the Archives.
We look forward to meeting all of you next week.
Smithsonian Institution Archives

Jennifer Wright, Assistant Archivist and records management liaison to CHNDM
WrightJM@si.edu
202-633-5924

Ricc Ferrante, IT Archivist

FerranteR@si.edu
202-633-5906

General File Cleanup Guidance

Records Disposition Schedule (http://prism.si.edu/ocio/sia/Cooper-Hewitt%20Schedule/chtoc.html) – This is the place to start when cleaning out records.  A records disposition schedule lists the types of records found in your office, how long to keep those records, and what to do with those records when you no longer need them.  Begin by looking at the schedule for your office.  If you do not see an appropriate records series, check the general records schedule.  The general schedule consists of records series that are commonly found in most offices such as accounting, payroll, personnel, and travel records.  If a records series appears in both the schedule for your office and the general schedule, follow the guidance in the schedule for your office.  If you do not find what you are looking for in either schedule, contact SIA for guidance.
**Two words of caution – 1) The CHNDM records disposition schedule was written in 1999.  Due to changes in organizational structure, your office may not exist in the schedule.  If possible, determine what 1999 office served similar functions to your current office and use that schedule.  If there is no equivalent to your office in the schedule, contact SIA to discuss your records.  Also, because circumstances may have changed over time, if you have concerns about the guidance given for a particular records series, please let SIA know.  2)  SIA is making minor revisions to the CHNDM general schedule.  The revised version will go live no later than COB Friday, November 7.
Temporary Records – These types of inactive records may be discarded or destroyed.  “Inactive” refers to records that are no longer needed to conduct business.  “Discarding” records is as simple as throwing them in a trash can or recycling bin.  “Destroying” records requires shredding.  Any records containing sensitive information should be destroyed.  As an alternative, records may be sent to SIA’s Records Center for destruction or temporary storage until the records reach their destruction date.
The records disposition schedule notes many types of temporary records.  The types of temporary records listed below are not necessarily specifically addressed in the schedule.  All of the following records can be discarded or destroyed when no longer needed for administrative or reference purposes.
· Copies of records for which another CHNDM or SI office is responsible, including materials produced and distributed by other offices
· Working files for projects that have been completed

· Logistical Files

· Reference/Research Files (files used for your own reference/research purposes)

· General distribution memoranda and newsletters

· Committee files for which you were not the chairperson

· General or routine correspondence and correspondence on minor issues

· Manuals, maintenance logs, and other information for equipment no longer used

· Duplicate materials or electronic records that have been printed and filed
Permanent Records – Inactive permanent records should be transferred to the Archives in most cases.  “Inactive” refers to records that are no longer consulted or only occasionally consulted to conduct current business.  Because of the distance between CHNDM and SIA, please err on the side of caution when determining the appropriate time to transfer records to the Archives.  After the records have been transferred, they may still be consulted in the SIA Reading Room, but only limited service is available by mail, email, fax, etc.  You will receive a copy of the folder list and the accession number for all records you send to the Archives or SIA’s Records Center.
In some cases, the guidance notes to maintain those records at CHNDM.  These are records are generally closely associated with the collections and may be consulted frequently.  These records may still be transferred to the Archives, but this is only recommended if space is an issue.  

Non-Paper Records – Don’t forget to clean out your “other” records.  Unless otherwise stated, all guidance from SIA applies to paper records as well as electronic records (email, word processing documents, spreadsheets, databases, websites, PowerPoint presentations, digital images, etc.), photographs, audiovisual records (videos, film, audiotapes, etc.), microfilm, microfiche, and other types of media.  These records should be deleted/destroyed or transferred to the Archives under the same circumstances as the paper records; however, some of the logistics may differ.  Contact SIA if you’re not sure how to handle your non-paper records.

File Organization – Taking the time to organize your files now will make cleaning out your records easier later.  If you already have a filing system that works for you, there’s no need to change it.  If your filing system is difficult to use, consider setting one up that mirrors the series in the records disposition schedule.  To be even more efficient, try color coding the folders or labels to define series or to separate years.  You can even include the destruction date on the folder labels for temporary files.

If you have not efficiently organized your email or other electronic documents, try setting up folders that mirror either the records disposition schedule or your paper filing system.  Descriptive folder titles and multiple layers of subfolders will make it easier to find documents.
Additional Resources
Smithsonian Institution Archives website (http://www.siarchives.si.edu/) – All resources listed here can also be accessed via the SIA website.
Records Management on the Web (http://www.siarchives.si.edu/records/main.html)

CHNDM Records Disposition Schedule (http://prism.si.edu/ocio/sia/Cooper-Hewitt%20Schedule/chtoc.html) –  Two words of caution – 1) The CHNDM records disposition schedule was written in 1999.  Due to changes in organizational structure, your office may not exist in the schedule.  If possible, determine what 1999 office served similar functions to your current office and use that schedule.  If there is no equivalent to your office in the schedule, contact SIA to discuss your records.  Also, because circumstances may have changed over time, if you have concerns about the guidance given for a particular records series, please let SIA know.  2)  SIA is making minor revisions to the CHNDM general schedule.  The revised version will go live no later than COB Friday, November 7.
Transferring Records (http://www.siarchives.si.edu/records/transferring.html#outside) – Be sure you are looking at “Outside Washington, D.C.”
Discarding Records (http://www.siarchives.si.edu/records/discarding.html)

Disposal of Electronic Media (http://prism.si.edu/ocio/policy/policyTN.htm) – Electronic records on floppy disks, CDs, zip disks, and other types of removable media as well as hard drives can be destroyed through OCIO.  See Technical Note IT-960-TN15, Disposal of Electronic Media for instructions and the request form.  These records do not need to go through SIA to be destroyed; however, please be sure the destruction of these records meets the guidance provided by SIA in the records disposition schedule and in this document.

Managing Email (http://www.siarchives.si.edu/records/electronic_records/records_erecords_publications.html) – See the SIA publication “Responsible Recordkeeping: Email Records.”

Frequently Asked Questions About Records Management (http://www.siarchives.si.edu/records/FAQs.html)
Glossary of Records Management Terms (http://www.siarchives.si.edu/records/records_glossary.html)

On-line Finding Aids (http://www.siarchives.si.edu/research/main_collectionaid.html) – Use these search tools to see what permanent records your office has previously sent to the Archives.  Please note that not all of our collections have on-line finding aids yet.
