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This document provides Records
Management professionals

with tips for navigating records
management challenges in

the changing workplace. As
agencies evolve, records
management programs can
provide leadership in three main
ways that enable agencies to
leverage the power and flexibility
of emerging technologies.

Partnerships

Combine the strengths of
organizational allies to accomplish
Shared goals.

» Convene workgroups with your
internal and external partners to
consider policies and acquisition of
tools. Hold periodic meetings to raise
awareness of priorities and initiatives
and to offer support.

* Seek mutual benefits. Find common ground by identifying
shared issues and priorities. Collaboration is more
productive and successful when the outcome is mutually
beneficial.

* Always be prepared, knowledgeable, and open to learning
from others. You want strong partners, like IT and Legal,

to instinctively include you in projects. Relate your ideas to
your audience and work to establish common ground by
using language that is accessible to all parties.

Preparation
Utilize resources and knowledge proactively to
enable success.

* When changes are on the horizon, strive to mitigate risks
and maximize benefits. Agencies regularly implement new

Policies

legislation and policies, purchase
new software, and contract with

new vendors. A risk assessment will
identify potential impacts of proposed
changes and risks associated

with not making changes, and

the results will attract buy-in from
agency leadership, colleagues, and
stakeholders.

* Know the territory. Learn your
agency’s mission, culture, organizational chart, and what
departments/staff work on/off-site. What applications or
processes are criticial to agency functions and where are
the pain points? Understanding what the stakeholders do
and how they do it is critical.

* Keep learning! Professional development, especially
related to changing technologies, can build confidence

in the value of Records and Information Management
(RIM). Your expertise can facilitate the agency’s goals as
technology and the workplace evolve.

Establish authority, responsibility, and
a foundation of consistency across
your agency.

* Develop minimum standards.
What is non-negotiable and who

is responsible for enforcing each
requirement?

* Develop comprehensive policies to
address the functionality, limitations, and intended use of all
collaborative tools.

 Keep your policies current. Consult the Texas State
Library and Archives Commission’s (TSLAC) bulletins and
the state records retention schedule. Consider any state

or federal laws that are unique to your organization, but
also benchmark against similar organizations. Statutory
references often provide justification for Records and
Information Management (RIM) policies.




