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HOW TO: 1 Creating and managing records 

Information is created every time someone writes an email, drafts a brief, writes a report or records 
minutes, adds data to a spread sheet, makes a film or sound recording or takes a photo. 

Information  is created as part of a specific business process, and needs to be managed so that it can 
be used and shared. Information has an intrinsic value to QRM and needs to be complete, accurate 
and reliable. 

The information needs to reflect: 

• what happened, the order of events 

• what was decided or recommended 

• what advice or instruction was given 

• when it happened and who was involved 

 

1. When should I create a record?  

Knowing when to save and manage business information and records involves understanding QRM 
business and associated risks with what you do: 

• knowing the requirements of legislation and your QRM’s business including its policies, 
procedures and directives 

• using work process analysis to identify what records are needed to document business or 
work processes 

• assessing the risks associated with not creating a record or an action or event 

 

2. Capturing information 

An essential part of managing QRM’s business information and records is to capture it into systems 
that manage and support its use over time. 

Presiding clerks and Committee members should know where to capture their information. Business 
information and records should not be kept on personal drives or group work spaces. 

Approved locations may include: 

• business systems and databases specific to QRM business 

• administration systems for finance and human resources management 

• paper filing systems 



2 | P a g e  
HOW TO: 3 Creating and managing records 
 

3. Describing information 

Describing information and records allows users to understand what they are, who created them, 
what happened to them and the relationships they have with other information assets. The better 
the description, the easier it is to find the right information and manage it. Describing information 
allows users to: 

• identify individual records 

• differentiate one record from another 

• search for information 

• bring similar records together 

Describing information makes it possible for future users to: 

• find the information when they need it 

• understand why it was created, by whom and when 

• determine the controls under which it can be used 

We can describe individual items and objects like a single document, a photograph, a film or an 
audio recording. We can also describe groups of information like data sets, records files, collections 
of pictures, or a forest  of trees. This descriptive information is called metadata. The most useful and 
relevant descriptive metadata for information and records management includes the use of: 

• relevant and meaningful titles 

• consistent and uniformly-applied business classifications 

• agreed and universally applied vocabularies and thesauruses 

 

4. Storing information 

Deciding how to store QRM information will affect its ease of access, how it can be found, used and 
managed over time. 

Determining how best to store QRM information depends on: 

• the format, either digital or physical 

• security and privacy requirements 

• how long information needs to be kept 

• how often information will be accessed 

• the value of the information compared to the cost of storage solutions 
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Effective, cost efficient storage allows QRM to manage its information in an appropriate format for a 
long as it is required. There are 2 types of storage: Digital and Physical storage 

 

Digital Storage of information 

There are a number of ways in which digital information can be stored, including:  

• online by hosted storage through the internet, for example in cloud storage.  Online storage 
is characterised by quick access to the information. 

• in offline storage where data can be quickly accessed through a near-line storage 
system.  Offline storage is typically a tape library or CD jukebox . 

• on removable media such as magnetic tapes, CDs, DVDs, memory cards, flash drives (USB 
sticks).  These devices are not usually directly accessible. 

When digital information includes high risk or archival value records, we need to ensure that the 
storage used will keep the information authentic, reliable, discoverable, accessible, usable, 
protected and preserved for as long as needed. 

Risks with using removable media: it may have a short life span; its existence be forgotten over time; 
resources required to ensure its continuing survival may no longer exist. Removable media are often 
overlooked when systems are upgraded and digital records migrated to new formats. 

Records held in online storage devices are immediately accessible to users and more likely to be 
identified and included in changes to agency systems such as system wide migration processes. 
Regular integrity checks and back up of digital records are more easily undertaken. 

What to consider when storing digital information 

• Conduct regular integrity checks:  are important to ensure that there has been no 
inadvertent change, deterioration or data loss. This should be a routine part of testing QRM 
business continuity plans. 

• Store devices in appropriate conditions; when storing digital records over time ensure 
storage devices and facilities housing them can appropriately protect the records and make 
them accessible. 

• Digital storage devices are susceptible to dust and fluctuations in humidity, temperature and 
radiation. It is important to ensure stable environmental conditions are maintained. 

• Refresh storage devices 
• Computer hardware and digital storage media can become obsolete rapidly. Software 

changes may also require format conversion to ensure  information remains accessible.  It is 
imperative to continuously monitor digital records and refresh them as needed. 
Deterioration of digital storage devices doesn’t become obvious until the point of data loss, 
by which time it’s often too late to salvage records.  A regular back-up strategy can mitigate 
this risk. 
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• When storage devices are replaced or upgraded, check that records needing to be refreshed 
or migrated are included.  It’s also the time to dispose of information due for disposal in 
accordance with the QRM Retention and Disposal Schedule. 
 

Physical Storage of information 

Physical records created  and captured as part of QRM’s business need to be stored. Where and how 
depends on: 

• Format – are they paper, film, or photographs 

• how long the records need to be kept 

• how often they will be accessed 

Storing records in appropriate conditions will prevent deterioration and is a major factor in ensuring 
their long-term access and preservation. 

If QRM is using a storage provider it is important to remember that it is still QRM’s responsibility to 
make sure that records are kept in appropriate conditions and can be accessed when required. 

Records sentenced under a records Retention and Disposal Schedule can be transferred to an 
appropriate archival institution. After transfer QRM is no longer responsible for the storage of those 
records. 

 

5. Preserving information 

Preserving information and records means ensuring they remain accessible and usable. Information 
and records will deteriorate over time, whether  paper, photographic, digital or audio-visual. While 
the rate of deterioration differs, the lifespan of QRM information and records will depend on how 
they are managed and preserved. 

The preservation strategies to consider are: 

• the ongoing value of the information to QRM business compared to the cost of preservation; 

• how long the information and records need to kept; and 

• how accessible the information needs to be. 

 

6. Preserving physical records 

Careful handling, transport and display procedures, along with a controlled storage environment, 
will help the preservation of QRM records. Processes include: 

• Housing records in appropriate containers 
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• Using stable products – Archival quality paper; no metal products; avoiding plastics 
• Integrated Pest Management – keeping the bugs away and managing the bugs if they get in 

 

Record keeping Training (Free and online) 

http://www.naa.gov.au/information-management/support/elearning/keep-the-
knowledge/index.aspx (National Archives of Australia) 

 

https://www.forgov.qld.gov.au/recordkeeping-training (Qld State Archives) 

 Recordkeeping and you e-learning 

 Records Management challenge e-Learning 

 

 

Based on National Archives of Australia 2019 Information on Recordkeeping 


