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Records Management

The Records Management Initiative

With the exponential increase in data production, which analysts now report amounts to
400,000 terabytes (a terabyte=10"?) of e-mail (the entire print collection of the Library of
Congress amounts to 10 terabytes), most organizations now realize that keeping up with
electronic data is a heady task. More than ever before, the burden of managing electronic data
along with its physical (hardcopy) counterparts commands the attention of those who must rely
on this data in their work.

This recent data explosion has resulted in the development of sophisticated and technologically
advanced records management software applications, along with closely related Electronic
Content Management (ECM) systems, that at heart are extensions of the RM database. ECM
applications extend the functionality of the RM database to include, Document Management,
Client Relationship Management, Business Process Management and other relevant data
sources.

The Records Management Initiative is the efficient managing all data sources regardless of
physical characteristics in an accurate, efficient and compliant manner. The high profile
compliance issues involving Enron, WorldCom, Global Crossing and other large organizations
illustrate the negative effects noncompliance can have on society.

As a result, the Sarbanes-Oxley Act allows the effective prosecution of company management
for not maintaining proper and/or adequate company records, including e-mail records of past
and present employees.

Records Management—The Evolution Continues

Ly 2RI 2af &ftengo2eMubkBd, yet vital, component of every business is Records
Management. In the past, many organizations turned a blind eye to the monotonous tasks of
creating, managing and storing documents and files. Records management tasks were often
assigned to entry level personnel new to the company and/or just starting out in the job
market.

Typically, training for clerical records positions was limited to an introduction to a file cabinet,
possibly a computer and the supplies associated with the creation and identification of the files
to be managed.

Proper and compliant Records Management relies upon the diligence of those assigned to the
tasks. If the organization is fortunate enough to have sharp, organized, individuals managing
their files, they are in a good position.

On the other hand, corporate mergers, turnovers and internal growth can throw the previously
competent efforts and structure into complete disarray. Additionally, if the individuals
responsible for records management are callous, bored and lazy, the file management program
of the organization will suffer.

In either case, accuracy, accessibility, compliance and retrievability of organizational records is
significantly diminished.
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Records Management—Records Creation and Use

Records are created as a result of doing business. The record, regardless of its physical
composition, documents the activity; and is kept as reference to that activity. The distribution
and/or dissemination of records information supports business continuity and facilitates
business recovery in the event of unexpected interruption. Further, the efficient management
of records throughout the active lifecycle, up to and through final disposition, allows
organizations to mitigate risk while remaining compliant.

Are We Compliant?

This is a question being asked in a corporate boardroom near you.

The Records Studio ERMS has been designed and developed to accurately manage all records
data regardless of their origin, so that company officers can have the peace of mind that their
records are compliant.

Through the automated Retention Scheduling Component built into Records Studio, retention
rules and terms can be systematically applied to records series, item types and/or other records
variables as dictated by internal or governmental protocol. This integrated functionality bolsters
the integrity of the enterprise retention policy, mitigating risk in the process.

Records Studio Enterprise Records Management Solution

Records Studio enables organizations to deploy an enterprise-wide records management
solution that seamlessly integrates with existing systems.

Records Studio is designed to accurately and efficiently manage data from structured and
unstructured data sources. Metadata captured from these sources, and their electronic
counterparts, are retained within the same repository in Records Studio.

Records Studio Enterprise Solution—System Highlights
A Direct and flexible integration with all MS Office Suite Applications.

-

A Comprehensive e-mail management and control via MS Exchange Server; including
e-mail management and retention services, controls and protocols.

A Facilitates automated collaboration with records management personnel and/or
project team leaders.

A Intuitive User Interface that dynamically tracks changes to records components in the
Records Studio ERMS through Smart Workspacef&inctionality.

A PocketPC Mobile Platform provides users with the ultimate convenience of wireless
access to the Records Studio ERMS which enables users to access and review corporate
and/or enterprise records data from remote locations.

A Imaging subsystem facilitates direct electronic document scanning into ERMS.

A Intelligent keyword indexing and search functionality with integrated state-of-the-art
OCR technology.

A Integrated encryption for electronic files and media.

A Data extraction templates that automatically populate component metadata with
specific user-selected information from the scanned-in documents.
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A Facilitates wireless remote file management; also enables auditing of enterprise
locations and associated files on the fly.

A Strong security model that is configurable for designated groups of users (business
units, departments, divisions, teams, etc.)

A Web data encryption protocol to ensure secure enterprise and/or private network data
exchange.
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