Records Management
Needs Assessments:

Lessons Learned
in Real Time

What is a Needs Assessment

¢ Review compliance

» Analyze risks

+ ldentify, areas ofi best practices

¢ Periormi filermapping and measurng
¢ Einding| surprise accumulations

¢ Understanding thellay el the land




Performing a Needs Assessment

¢ ldentify positions & functionality

+ Build guestions based on reguired
records management functionality,

¢ Pre-select interviewees
¢ Conduct Interviews By department

¢ SEarchl record sterager areas) & npte
voelume

¢ Document results

Interviews: What to Expect

¢ Nervousness

¢ Possessiveness

¢ Defensiveness

» AWesome Ideas; fior Imprevement
¢ Genulne concern and enthusiasm

¢ lnternviewees) Using| the pPrecess as: an
OPPRBrURIL/ L) EXPIESS thEIF OpPIRIGAS




Global vs. Local Participation

+» Anticipate satellite operations to be a
contributer to RM challenges

» Physically review: remote locations; If
pessilble

¢ LLook behindl “closed doers”

9 |CErpPerate records Volumes in
NdINgs and recommendations

Analysis

¢ Does the erganization comply with
current day legal requirements?

¢ Is there a legally responsive Records
Retention Schedule?

s |Siownership defined at the
departmenit level?

s Arerthere careiully decuimented
POIICIES &) PreCEdUrES —rare they
ieliowed?




Analysis

# Is there records training?
¢ Is there enferceability?

+ Can| the existing processes withstand
an audit?

¢ Are e-records included?

¢ [Has the erganizatieon!lest In court due
Lo thelr record keeping practices?

Assessment

¢ Findings and Recommendations
¢ “Report Card™

& SUmmary/.

» RIIVI-Organizatienall Chait

» Execution: Plantwith nme Line




Building an Execution Plan

¢ Prioritize according to risk

¢ lime phase the implementation in
consideration off work-load

¢ Invelve I and LLegal Representatives

¢ Document Execution Plan with
SPECIIHC assignmenits; fox all
participants

o Buildran Execuitive: Statemeni
mandatingfpertcipaten PHeK te
Implementation

Lessons Learned

¢ Plan your deliverables (REP).

# Use outside consultant if possible.
» Stay Involved in total process.

¢ Document, decument, decument

o Woerkwith consultant: en final written
assessment & PewWer Pt presentation.

9 Give presentaten: terfulifexecuitive
Sitelfif




Remember . . .
a picture Is worth a 1,000 words.




