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Oracle Workshop 

• Understanding Records Management Terminologies

• Understanding Basic Principles of Records Management

• Evolution of Records Management – Past, Present, Future

• How do you get started on a Records Management Program…

• Q & A

The discussion will be along these lines… 
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Introductions

- Services: consulting, training and 
implementation

- Worked with numerous organizations in their 
RM initiatives – Government. Energy, 
Healthcare, FSI, Media etc.

- Currently involved in a design initiative with a 
government agency on information retrieval 
and business analytics
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Records Management 
Terminologies
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Definition – What is a Record?

Records
• Evidentiary nature and hence 

non-alterable

• Binding & legal implications

• Retention & Disposal controlled 
by National Archives

Records
ISO Definition:
“ Information created, received 

and maintained as evidence ….

in pursuance of legal 

obligations or in the transaction

of business.”
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Criteria for assessing records (and their retention schedule):

• Business value – in terms of contribution to business operations, includes 

business critical, strategy and policy records.

• Financial value - records of financial transaction.

• Legal value – records showing of compliance with regulatory and statutory 

requirements. 

• Administrative value – records used for administrative purpose. 

• Historical value – records the history and development of an organization 

and/ or business environment that may be useful for future research . 

Definition – What is a Record?
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Terminology – What is a Record?

Official definition:
ISO 15489-11 defines 

a record as: 
“information created, 

received and maintained 
as evidence and 

information by an 
organization, or person, 

in pursuance of legal 
obligations or in the 

transaction of business.”

Active 
Records

Appraisal

Archival

File 
Classification

Plan

Records
Lifecycle

Retention
Schedule
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Terminology – Record Lifecycle

Creation or
Receipt

Maintenance
& Use

Disposal

Permanent :
Microfilm

Temporary:
Discard
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Basic Principles of 
Records Management



Oracle Workshop 

Standards – ISO 15489 Framework

• Setting policies and standards

• Assigning responsibilities and authorities

• Establishing and promulgating procedures and guidelines

• Providing a range of services relating to the management and 
use of records

• Designing, implementing and administering specialized 
systems for managing records and

• Integrating records management into business systems and 
processes
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Standards – ISO 15489 Framework

Authenticity

Corporate Obligation Corporate MemoryCorporate Governance

Records Mgt Practice

Reliability Integrity Usability
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Evolution of Records Management
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Records Management - Past

Assisted Access
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Records Management - Present

Rise of the Knowledge Worker

Workflows

Mobile Data

Portal, Document Mgmt.
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Records Management - Present

Areas that needs to be addressed:

– Duality of user needs in an EDRMS 

– Ever-changing information landscape

– Digital information management challenges
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Records Management - Future

Protection vs Utilization
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Records Management - Future

Areas that needs to be addressed:

– Re-combinant data, linked data platforms

– Dynamic access rights and corresponding security issues 

– Role of Records Officer
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Type Purpose
Lifecycle 

Mgt

Evolution of Records



Oracle Workshop 

Questions

biju@latize.com


