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1. Introduction and Background

1.1  The aim of this White Paper is to provide a management overview of the key issues concerning Vital Records Management. 

1.2  KCS operates in the financial services, utilities, retail and public sectors delivering leading edge business and systems solutions.  Capabilities include strategic business and systems change, rapid systems development and e-commerce applications.

1.3  Keystar Consultancy Services' mission is to  provide leading-edge quality business and systems solutions encompassing: 

· Business Change


· Programme / Project Management


· Strategic Systems Planning


· Rapid Systems Development


· Process and System Usability Evaluation.
The KCS skill set currently encompasses:

· Strategic Consultancy 

· Strategic Information Systems Planning

· Programme and Project Management 

· Business Analysis and Requirements Definition

· Product Evaluation and Selection 

· Usability Evaluation 

· Rapid Systems Delivery 

· Workflow and Document Management.
1.4  The background to this White Paper is the work KCS has undertaken with customers and partnering with other consultancies on the strategy and tactics for delivering Vital Records Management programmes.

2.  What is Vital Records Management?

2.1 Vital Records Management exists as a sub-topic of Content Management and focusses on the cost effective organisation, retrieval and retention or destruction of an enterprise’s vital records to maximise business efficiency and continuity.

2.2 The primary aims of Vital Records Management are:
· Identify and safeguard vital records for legal / audit purposes;

· Cost reduction - space, equipment and staff time;

· Minimise lost records and “out of file” delays;

· Improve records access;

· Enable quality business processes.

2.3 Vital Records Management tries to meet long term enterprise aims whilst solving short term problems.  Content Management will become part of the business/systems infrastructure, but businesses will continue to have short term records management problems (storage space, retrieval times, staff costs etc).  Tactical initiatives within an overall strategic framework will be required. 

3.  Records Life Cycle

3.1 A generic records life cycle is shown in Figure 1 below.
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Figure 1.  Records Life Cycle
3.2  Typical usage during the life cycle can be illustrated as shown in Figure 2.

 



Figure 2.  Records Usage





4. Vital Records Systems Appraisal

4.1 In order to determine appropriate Vital Records strategies and tactics for an enterprise an appraisal exercise needs to be undertaken.  The appraisal will identify which records are used by who and for what purpose, how they are originated and when, and where and how they are stored. 

4.2 A Records System Appraisal needs to blend:

· Business process needs;

· Legal retention requirements;

· Business risk and continuity plans.

4.3 The stages in a Records System Appraisal project are:

· Scoping and Set-Up

· Terms of Reference

· Reporting

· Governance

· Communications

· Fact-Finding

· Identify Records / Processes

· Analysis of Life Cycles

· Interviews / Questionnaires

· Volumetrics

· Diary Sheets / Activity Sampling

· Map and Document

· Analysis

· Critical Examination

· Gap Analysis

· Legal Requirements

· Determine Option Spread

· Design

· Choose Options

· Process Re-Design

· System Selection

· Business Benefits Case

· Prototyping and Testing

4.4 Typical examples of Records Management solutions are:

· Backload inactive records off-site with SLA

· Microimage active records to the desktop

· Electronic links to third parties

· Stringent records culling

· Establish tight control procedures for Records Management

· System based imaging

· Force third parties to keep the records with SLA etc 
5. Business Benefits
5.1 Effective Vital Records Management can result in both tangible and intangible business benefits.  The tangible business benefits are in the areas of cost saving / avoidance and may include:

· Increased revenue through improved productivity (more activity and accelerated cash receipt);

· Reduction in staff costs (reducing time to retrieve and process records based data);

· Space reduction or avoidance for records storage;

· Reduced need for office materials (cabinets, stationery, copying etc).

5.2 The intangible business benefits might include:

· Improved customer service / satisfaction;

· Enhanced staff morale and reduced turnover;

· Better business continuity contingencies (which may actually prove to be very tangible).

5.3 Against these potential benefits must be weighed the one time costs of records systems analysis and design, hardware / software implementation and possible file conversion,  along with recurrent running costs.

6. Contact KCS

6.1 If you have a business problem you would like to discuss, or require assistance Vital Records Management, please contact Bruce Spicer at Keystar Consultancy Services at any of the following:

CONTACT:
Bruce Spicer

Email: 
bs@keystar-consultancy.com
Write:

Keystar Consultancy Services Ltd




Abbey House




Grenville Place




Bracknell




RG12 1BP




UK

Telephone:
+44 (0)1344 423996

Fax:

+44 (0)1344 424024
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