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"Old Files." XKCD: A webcomic of romance, sarcasm, 
math, and language. https://xkcd.com/1360/



Why We Do Records 
Management



Legal and Policy Requirements

Wis. Stat. 16.61
Wis. Stat. 19.31-39
University of Wisconsin Board of Regents Policy 3-2
UWM Policies:
• Archives 13-2
• Public Records Access 13-4
• Information Security 11-2

Image by OHMAOH from Pixabay. Accessed 
7/21/2021.



Benefits for Offices

• Space savings
• Better access to remaining records
• No responsibility for disposed records
• Minimizes damage due to security breaches
• Preserves institutional memory

Photo by Bicanski on Pixnio.com. Accessed 
7/21/2021.



Retention and Disposition



Records Retention Schedules



Records Retention Disposition 
Authorization (RDA/RRDA)



Disposition Options

• Destroy
• Destroy confidentially
• Transfer to Archives
• Transfer to Archives for review

• Exception!: audits and litigation

“Documents.” XKCD: A webcomic of romance,
sarcasm, math, and language. https://xkcd.com/1459/

https://xkcd.com/1459/


Transferring Records to Archives

https://uwm.edu/libraries/archives/u
wm-records-management/records-
transfer/

https://uwm.edu/libraries/archives/uwm-records-management/records-transfer/




Schedules

System
https://www.wisconsin.edu/compliance/landing-
page/general-schedules-and-records-management-
services/general-records-schedule/

State
https://publicrecordsboard.wi.gov/Pages/GRS/Statewide.as
px

https://www.wisconsin.edu/compliance/landing-page/general-schedules-and-records-management-services/general-records-schedule/
https://publicrecordsboard.wi.gov/Pages/GRS/Statewide.aspx


Guidelines

Email Management
https://uwm.edu/libraries/archives/uwm-records-management/e-
mail-management/

Guidelines for using 3rd party cloud computing environments
https://publicrecordsboard.wi.gov/Documents/PRBoard%20Guid
ance_Cloud_Approved_05042012.pdf

Social Media Guidelines
https://publicrecordsboard.wi.gov/Documents/Social%20Media%
20Best%20Practice%20FINAL%203-2019.pdf

https://uwm.edu/itsecurity/resources/socialmedia/

https://uwm.edu/libraries/archives/uwm-records-management/e-mail-management/
https://publicrecordsboard.wi.gov/Documents/PRBoard%20Guidance_Cloud_Approved_05042012.pdf
https://publicrecordsboard.wi.gov/Documents/Social%20Media%20Best%20Practice%20FINAL%203-2019.pdf
https://uwm.edu/itsecurity/resources/socialmedia/


Guidelines

E-records Management FAQ
https://uwm.edu/libraries/archives/uwm-records-
management/electronic-records/

Microsoft Teams locations and retention
https://kb.uwm.edu/99881

https://uwm.edu/libraries/archives/uwm-records-management/electronic-records/
https://kb.uwm.edu/99881


Derek Webb
Golda Meir Library W245
(414) 229-6980
webbds@uwm.edu

UWM Archives
Golda Meir Library W250
(414) 229-5402
askarch@uwm.edu

Records Management site
https://uwm.edu/libraries/archives/uwm-records-
management/

mailto:webbds@uwm.edu
mailto:askarch@uwm.edu
https://uwm.edu/libraries/archives/uwm-records-management/
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