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ROTARY’S RECORDS MANAGEMENT PROGRAM GOALS 

 Retain important records with operational, legal, fiscal, and/or historical value;  

 Appropriately dispose of records that are no longer necessary for the proper functioning 
of Rotary or required by law;  

 Ensure that each employee of Rotary knows what records should be retained, the length 
of their retention, means of storage, and when and how they should be destroyed;  

 Identify and secure confidential and private information and data;  

 Identify records that are of sufficient and continuing informational and historical value to 
warrant their transfer to and preservation in Rotary’s archives. 
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ROTARY’S RECORDS COORDINATORS 

 Assigned by manager of each business area 

 Trained by records management team to: 

 Differentiate between a record and non-record 

 Identify records for which a business area is an owner of record 

 Use the retention schedule to determine retention and final disposition of records 

 Accurately complete a transmittal form to transfer items to archives 
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RECORDS COORDINATOR RESPONSIBILITIES 

 Liaison to the Records staff  

 Promote the Records Program to staff members in their area 

 Coordinate records holds 

 Propose changes to the retention schedule  

 Train staff members in their area 

 Coordinate off-site records storage as needed 

 Ensure that historical records are transferred to Archives 

 Coordinate and encourage participation in records clean up events 
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ARCHIVES TRANSFER CALENDAR 

 Internal tool for archives staff 

 Developed based on retention schedules 

 Refined based on conversations with Records Coordinators 

 Ensures regularly recurring records are transferred to archives 

 Prompts archives staff to request materials not received 

 Tracks receipt of records 

 Documents the best time of year to request materials per Records Coordinators 
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ARCHIVES TRANSFER CALENDAR 

 

ORIGINATOR 
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ARCHIVES TRANSFER CALENDAR 

 

RECORD SERIES 
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ARCHIVES TRANSFER CALENDAR 

 

DESCRIPTION, NOTES 
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ARCHIVES TRANSFER CALENDAR 

 

DUE DATES (MONTH, YEAR) 
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ARCHIVES TRANSFER CALENDAR 

 

REQUESTED, RECEIVED 


	RECORDS MANAGEMENT PROGRAM
	ROTARY’S RECORDS MANAGEMENT PROGRAM GOALS
	ROTARY’S RECORDS COORDINATORS
	RECORDS COORDINATOR RESPONSIBILITIES
	ARCHIVES TRANSFER CALENDAR
	ARCHIVES TRANSFER CALENDAR
	ARCHIVES TRANSFER CALENDAR
	ARCHIVES TRANSFER CALENDAR
	ARCHIVES TRANSFER CALENDAR
	ARCHIVES TRANSFER CALENDAR

