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Preface 

The Society of American Archivists Records Management Roundtable (RMRT) Records 
and Information Bibliography is a compilation of works culled from a multitude of 
related popular, scholarly, and professional literary sources.  It is the culmination of 
efforts put forth by members of the RMRT Steering Committee and other Working 
Group volunteers who took time out of their busy schedules to collaborate over the last 
year.  Contributors include: Michael Courtney, Carrie Fager, Elizabeth Fairfax, Russell 
James, Debra Kimok, Elizabeth Stankrauff, and Brad Wiles. 
 
The Working Group began with the following mandate: to compile literature from the 
last ten years (give or take) in the areas of records and archives administration, library 
and information science, and other records-related disciplines, resulting in an extensive 
and organized collection of records management sources that can be utilized by SAA 
and RMRT constituents.  To this end, working group members used their own compiled 
sources, borrowed from available listings, and consulted records colleagues far and 
wide for their input into what we hope proves to be a useful document. 
 
It should be noted that this bibliography is by no means exhaustive or final.  It is meant 
to be illustrative and extensible; that is, we hope that it is regularly updated, expanded, 
critiqued, improved, and made more usable to those who consult it.  The bibliography 
is organized into sub-areas that attempt to articulate the issues, themes, and vernacular 
that records management professionals, students, and associates should be able 
recognize (See the Table of Contents).  Hopefully this arrangement does some justice in 
conveying the broad range of topics that the records management world touches, while 
at least partially demonstrating the attendant connections between these topics. 
 
 
Bradley J. Wiles MA, MLS 
Society of American Archivists 
Records Management Roundtable Steering Committee 
Records and Information Management Bibliography Working Group Coordinator  
      
 
 
 
 
 
 
 
 
 



 4 

Access and Accountability 
Adams, Margaret O. "An Early Perspective on the 'Electronic Freedom of Information 
Act Amendments of 1996.'" IASSIST Quarterly 21 (1997): 58-62.  

Bearman, David, and Trant, J. ―Authenticity of Digital Resources: Towards a Statement 
of Requirements in the Research Process.‖ D-Lib Magazine 4 (1998). 
www.dlib.org/dlib/june98/06bearman.html 

Bearman, David, and Trant, J. ―Electronic Records Research Working Meeting May 28-
30, 1997. A Report from the Archives Community.‖ D-Lib Magazine 3 (1997). 
www.dlib.org/dlib/july97/07bearman.html 

Brown, Thomas E. "The Freedom of Information Act in the Information Age: the 
Electronic Challenge to the People's Right to Know." American Archivist 58 (1995): 202-
211.   

Chumbler, Martha Harrell. Access to Government in the Computer Age: An Examination Of 
State Public Records Laws. Chicago: ABA, 2007.  

Cullen, C. T., P. B. Hirtle, D. Levy, C. A. Lynch, and J. Rothenberg. Authenticity in a 
Digital Environment.: Council on Library and Information Resources, 2000.  

Dollar, C. M. Authentic Electronic Records: Strategies for Long Term Access. Chicago, IL: 
Cohasset Associates, Inc., 1999.  

Duff, Wendy.  ―Issues of Authenticity, Social Accountability, and Trust With Electronic 
Records.‖ The Information Society 17 (2001):  229-231. 
 
Duranti, Luciana. ―Reliability and Authenticity: The Concepts and Their Implications.‖ 
Archivaria 39 (1995): 6-10. 
 
Gilliland-Swetland, Anne J. ―Metadata and the Management of Authentic Electronic 
Records.‖ Paper presented at the EDUCAUSE Conference, Long Beach, CA, October 
1999. 

Hedstrom, Margaret. "How do Archivists Make Electronic Archives Usable and 
Accessible?" Archives and Manuscripts 26 (1998): 6-23.  

Holsen, Sarah, ―Freedom of Information in the U.K., U.S., and Canada.‖ Information 
Management Journal 41 (2007): 50-55.   

Monash University, Records Continuum Research Group. "SPIRT Project. 
Recordkeeping Metadata Standards for Managing and Accessing Information 
Resources in Networked Environments over Time for Government, Social and Cultural 
Purposes." http://www.sims.monash.edu.au/rcrg/research/spirt/index.html 

http://www.dlib.org/dlib/june98/06bearman.html
http://www.dlib.org/dlib/july97/07bearman.html
http://www.sims.monash.edu.au/rcrg/research/spirt/index.html


 5 

Palmer, Marlize. ―Records Management and Accountability versus Corruption, Fraud 
and Maladministration.‖ Records Management Journal 10 (2000): 61-72. 
 
Parkinson, Catherine Mary. ―Website Accessibility Statements: A Comparative 
Investigation of Local Government and High Street Sectors.‖ Library and Information 
Research 31(2007): 29-44. 

Phillips, M. E. ―Ensuring Long-Term Access to Online Publications.‖ JEP: The Journal of 
Electronic Publishing 4 (1999). www.press.umich.edu/jep/04-04/phillips.html 

Sawyer, D., and L. Reich. ―Reference Model for an Open Archival Information System 
(OAIS) CCSDS 650.0-W-5.0.‖ White Book 5 (1999).  

Scherlis, W. L. ―Repository Interoperability Workshop: Towards a Repository Reference 
Model.‖ D-Lib Magazine 2 (1996). 
www.dlib.org/dlib/october96/workshop/10scherlis.html 

Wamukoya, Justus. ―Records and Archives as a Basis for Good Government: 
Implications and Challenges for Records Managers and Archivists in Africa.‖ Records 
Management Journal 10 (2000): 23-33. 
 
 
Appraisal and Description 
Bearman, David, and Duff, Wendy. ―Grounding archival description in the functional 
requirements for evidence.‖ Archivaria 41 (1996): 275-281.  
 
Boles, Frank. Selecting and Appraising Archives and Manuscripts. Chicago: Society of 
American Archivists, 2005. 
 
Cook, Terry. ―Macro-appraisal and Functional Analysis:  Documenting Governance 
Rather Than Government.‖ Journal of the Society of Archivists 25 (2004):  5-18. 

Hurley, Chris. "The Making and Keeping of Finding Aids: (1) What are Finding Aids 
For?" Archives and Manuscripts 26 (1998).  

Man, Elizabeth. ―A Functional Approach to Appraisal and Retention Scheduling.‖ 
Records Management Journal 15 (2005):  21-33. 

McNeil, Heather. "Metadata Strategies and Archival Description: Comparing Apples to 
Oranges." Archivaria 39 (1996): 22-32.  

Peters, Victoria. ―Developing Archival Context Standards for Functions in the Higher 
Education Sector.‖ Journal of the Society of Archivists 26 (2005): 75-85. 
 
Robinson, Catherine. ―Records Control and Disposal Using Functional Analysis.‖ 
Archives & Manuscripts 25 (1997): 288-303. 

http://www.press.umich.edu/jep/04-04/phillips.html
http://www.dlib.org/dlib/october96/workshop/10scherlis.html


 6 

Thibodeau, Kenneth. "International Research: Appraisal and Preservation of Scientific 
Databases," Archivum 43 (1997): 320-329.  

Weibel, S., and Miller, E. “Image Description on the Internet.” D-Lib Magazine 3 (1997). 

www.dlib.org/dlib/january97/oclc/01weibel.html 

 
Archives Management 
Boles, Frank. Selecting and Appraising Archives and Manuscripts. Chicago: Society of 
American Archivists, 2005. 
 
Daniels, Maygene. And Timothy Walch. A Modern Archives Reader: Basic Reading on 
Archival Theory and Practice. Washington, DC: NARA, 1984. 
 
Kurtz, Michal. Managing Archival Manuscripts and Repositories. Chicago: Society of 
American Archivists, 2004. 
 
Norton, Margaret Cross. Norton on Archives: The Writings of Margaret Cross  
Norton on Archival and Records Management. Thornton Mitchell editor.  
Chicago: Society of American Archivists Archival Classics Series, 2003. 
 
O‘Toole, James. & Richard J. Cox. Understanding Archives and Manuscripts.  
Chicago: Society of American Archivists, 2006. 
 
Pearce-Moses, Richard. A Glossary of Archival and Records Terminology. Chicago: Society 
of American Archivists, 2005. 
 
Pugh, Mary Jo. Providing Reference Services for Archives and Manuscripts.  
Chicago: Society of American Archivists, 2005. 
 
Roe, Kathleen. Arranging and Describing Archives and Manuscripts. Chicago: Society of 
American Archivists, 2005. 
 
Schellenberg, Theodore. Modern Archives: Principles and Techniques. Chicago:  
Society of American Archivists Archival Classics Series, 2003. 
 
Williams, Caroline. Managing Archives: Foundations, Principles and Practice. Oxford: 
Chandos Publishing, 2006. 
 
Yakel, Elizabeth. Starting an Archives. Chicago: Society of American Archivists, 1994.  
  
 
 
Business Process Management/Modeling (BPM) 
Chambers, Bill and Anders, Bob. ―Best Practices for BPM Deployments.‖ AIIM E-doc 
Magazine 17 (2003): 17-22. 

http://www.dlib.org/dlib/january97/oclc/01weibel.html


 7 

 
Fischer, Lanya. ―BPM and Workflow Standards.‖ AIIM E-doc Magazine 20 (2006): 60-61. 
 
Harney, John. ―Explaining BPM.‖ AIIM E-doc Magazine 20 (2006): 22-24. 
 
Hedge, Arthur. ―The Modeling of Business Processes.‖ AIIM E-doc Magazine 20 (2006): 
37-38. 
 
Kemsley, Sandy. ―BPM Implementation Pitfalls.‖ AIIM E-doc Magazine 20 (2006): 35. 
 
Lamont, Judith. ―BPM Evolution Brings Automation, Integration and Analysis.‖ 
KMWorld 16 (2007): 10-11, 24. 
 
Lamont, Judith. ―BPM: From the Users Perspective.‖ KMWorld 15 (2006): 14-15. 
 
Mancini, John F. ―Confusion Over ECM and BPM.‖ AIIM  E-doc Magazine 19 (2005): 8. 
 
Puccinelli, Bob. ―Stages for BPM Success.‖ AIIM E-doc Magazine 17 (2003): 12-17. 
 
Silver, Bruce. ―Sketching Out Business Process Modeling.‖ InfoWorld (2006): 27-35. 
 
Smyth, Zoe A. ―Adopting a Functional Classification of Business Processes in Northern 
Ireland.‖ Journal of the Society of Archivists 26 (2005): 233-242. 
 
 
 
Compliance 
Allman, Thomas Y.  ―Fostering a Compliance Culture:  The Role of the Sedona 
Guidelines.‖ Information Management Journal 39 (2005):  54-61. 
 
Arnold, James R. ―We‘re Not in Kansas Anymore.‖ AIIM E-doc Magazine 21 (2007): 50-
54. 

Bailey, Steve. ―Beyond Compliance? The Future of Records Management.‖  Update 6 

September (2007). 

 
Brett, Charles P. ―Demand for a Comprehensive, compliant enterprise records 
management program is clear.‖ AIIM E-doc Magazine 20 (2006): 32-36. 
 
Brumm, Eugenia K. Managing Records for ISO 9000 Compliance. Milwaukee, WI: ASQ 
Quality Press, 1995. 
 
Cellini, Richard J. ―Compliance risk: A top-10 list.‖ Directors and Boards 31 (2007): 52-53. 
 
Gable, Julie. ―Compliance: Where do we go from here?‖ Information Management Journal 
40 (2006): 28-34. 



 8 

 
Gable, Julie. ―Navigating the Compliance Landscape.‖ Information Management Journal 
39 (2005): 28-35. 
 
Gincel, Richard. ―The Awful Truth About Compliance.‖ InfoWorld 27 (2005): 29-33. 
 
Kahn, Randolph A.  "A Compliant Information Management Program - The Best Gift of 
All." AIIM E-doc Magazine 16 (2002).  
 
Kahn, Randolph A. ―Records Management and Compliance: Making the Connection.‖ 
Information Management Journal 18 (2004): 28-35. 
 
Lamont, Judith. ―Compliance: Process and Content.‖ KMWorld 15 (2006): 10-11. 
 
Lamont, Judith. ―Keeping Pace with Compliance.‖ KMWorld 16 (2007): 9-10. 
 
Ludwick, Kevin. ―Tackling Risk-based Compliance.‖ The Journal of Investment  
Compliance 7 (2006): 61. 
 
Martin, David and Manley, Mark R. ―Linking compliance, risk management.‖ Pensions 
and Investments 34 (2006): 12. 
 
Montana, John C. ―The Information Management Implications of ‗Public Citizen v. 
Carlin.‘‖ Information Management Journal 35 (2001): 54-57. 
 
Montana, John C. ―Y2K Compliance and Records Retention.‖ Information Management 
Journal 33 (1999): 56-58.       
 
Montana, John C., Dietel, J. Edwin, and Martins, Christine S. Sarbanes-Oxley Act: 
Implications for Records Management. Lenexa, KS: ARMA International, 2003. 
 
Montana, John C., Dietel, J. Edwin, and Martins, Christine S. ―Strategies for RIM 
Program Compliance with Sarbanes-Oxley.‖ Information Management Journal 40 (2006): 
54-60. 
 
Page, Stephen. Achieving 100% Compliance of Polices and Procedures. Westerfield: OH: 
Process Improvement Publishing, 2000. 
 
Sharon, Bill. ―Operational Risk Management: The Difference Between Risk 
Management and Compliance.‖ Business Credit 108 (2006): 12-13. 
 
Swartz, Nikki, ―Enterprise-wide Records Training: Key to Compliance Success.‖ 
Information Management Journal 40 (2006):34-44. 
 
Swartz, Nikki, ―From the Mouths of CIOs.‖ Information Management Journal 38 (2004): 
30-36. 



 9 

 
Train, T. K.  ―Email Management Compliance: Why Technology Alone Is Not Enough.‖ 
AIIM E-doc Magazine 20 (2006): 36-38. 
 
 
 
Copyright, Intellectual Property, and Privacy 
Brown, Thomas E. "Privacy and Computerized Data Bases," IASSIST Quarterly 22 
(1998): 12-16.  
 
Brownlee, Charlene. and Blake D. Waleski. Privacy Law. New York: Law Journal Press, 
2006. 
 
Dauphinee, W. D. and Frecker, Richard C. ―Routinely Collected Educational Data: 
Challenges to Ethics and to Privacy.‖ Medical Education 39 (2005): 877-879. 
 
Delasalle, Jenny. ―The CLA HE Trial Scanning Licence – How We‘re Using It.‖ Library 
and Information Research 31 (2007): 16-28. 
 
Duff, Wendy M., Smieliauskas, Wally, and Yoos, Holly. ―Protecting Privacy.‖ 
Information Management Journal 35 (2001): 14-30. 
 
 
 
Electronic Records Management 
Adams, Margaret O. "Punch Card Records: Precursors of Electronic Records," American 
Archivist 58 (1995): 182-201.   
 
ANSI/ARMA. Procedures and Issues for Managing Electronic Messages as Records. Lenexa, 
KS: ARMA International, 2007. 
 
ARMA International Standards Development Task Force. Requirements for Managing 
Electronic Messages as Record. Lenexa, KS: ARMA International, 2004. 
 
Avedon, Don. Introduction to Electronic Imaging. 3rd edition. Silver Spring, MD: AIIM 
International, 1996. 
 
Bantin, Philip C. ―Electronic Records Management – A Review of the Work of a Decade 
and a Reflection on Future Directions.‖ Encyclopedia of Library and Information Science, 
2002. 
 
Bantin, Philip C. ―Strategies for Managing Electronic Records: A New Archival 
Paradigm? An Affirmation of Our Archival Traditions?‖ Archival Issues 23 (1998):  15-34. 
 



 10 

Downing, Douglas A., Michael A. Covington, Meldoy Mauldin, Catherine Covington, 
and Anne Covington. Dictionary of Computer and Internet Terms. 8th edition. Hauppage, 
NY: Barraon‘s, 2003.   
 
Duranti, Luciana. ―Concepts and Principles for the Management of Electronic Records, 
or Records Management Theory is Archival Diplomatics.‖ Records Management Journal 9 
(1999): 149-171. 
 
Duranti, Luciana. ―Concepts, Principles, and Methods For the Management of 
Electronic Records.‖ The Information Society 17 (2001): 271-279. 

Hofman, Johan (National Archives of the Netherlands). "The Dutch Experience in the 
Field of Electronic Records." Journal of the Irish Society for Archivists (1997): 37-41.  

Flynn, Nancy. Instant Messaging Rules: A Business Guide to Managing Polices,  
Security, and Legal Issues for Safe IM Communication. Lenexa, KS: ARMA  
International, 2003. 
 
Gable, Julie. ―Everything You Wanted to Know about DOD5015.2.‖ Information 
Management Journal 36 (2002): 32-38. 
 
Gilliland-Swetland, Anne J. ―Metadata and the Management of Authentic Electronic 
Records.‖ Paper presented at the EDUCAUSE Conference, Long Beach, CA, October 
1999. 
 
Harries, Stephen. ―The End of 'Print to Paper.'‖ Update 1 (2002). 
 
Hunter, Gregory S. ―Digital Records.‖ In Developing and Maintaining Practical Archives. 
Second Edition. New York: Neal-Schumann Publishers, 2004. 237-283. 
 
JISC (Joint Information Systems Committee) Electronic Management System 
Implementation Toolkit. http://www.jiscinfonet.ac.uk/InfoKits/edrm 
 
Kahn, Randolph A.  "Beyond HIPAA: The Complexities of Electronic Records 
Management." Reprint from Journal of AHIMA 74 (2003): 31-36. 
http://library.ahima.org/xpedio/groups/public/documents/ahima/pub_bok1_01816
0.html 
 
Kittmer, Sarah, and Pelz-Sharpe, Alan. ―The Electronic Records Management 
Challenge.‖ KMWorld 13 (2004): 14-15. 
 
Larrivee, Bob. ―Electronic Document Management: Still Viable?‖ AIIM E-doc Magazine 
19 (2005): 80. 
 
Launchbaugh, Cynthia. ―E-Records Management: A Sad State of Affairs or Golden 
Opportunity.‖ Information Management Journal 38 (2004): 20-24. 

http://www.jiscinfonet.ac.uk/InfoKits/edrm
http://library.ahima.org/xpedio/groups/public/documents/ahima/pub_bok1_018160.html
http://library.ahima.org/xpedio/groups/public/documents/ahima/pub_bok1_018160.html


 11 

 
Miller, Ron.  ―Get a Grip:  Strategies and Insights for Managing Electronic Records.‖ 
EContent Magazine 29 (2006): 38-43. 

Minnesota Historical Society, State Archives Department "Electronic Records 
Management Guidelines." By Shawn P. Rounds, Robert Horton, and Jennifer Johnson, 
February 2003 (Version 3). 
http://www.mnhs.org/preserve/records/electronicrecords/erguidelines.html  

Moore, R., Baru, C., Rajasekar, A., Ludaescher, B., Marciano, R., Wan, M., Schroeder, 
W., and Gupta, A.. ―Collection-Based Persistent Digital Archives - Part 1.‖ D-Lib 
Magazine 6 (2000). www.dlib.org/dlib/march00/moore/03moore-pt1.html 

 Moore, R., Baru, C., Rajasekar, A., Ludaescher, B., Marciano, R., Wan, M., Schroeder, 
W., and Gupta, A. ―Collection-Based Persistent Digital Archives - Part 2.‖ D-Lib 
Magazine 6 (2000). www.dlib.org/dlib/april00/moore/04moore-pt2.html 

The National Electronic Commerce Coordinating Council "Electronic Records 
Management Guidelines for State Government: Ensuring the Security, Authenticity, 
Integrity, and Accessibility of Electronic Records." December 2001. 
http://www.ec3.org/Downloads/2001/Records_Mgmt_ED.pdf  

New York State Archives and Records Administration (SARA). "Building Partnerships: 
Developing New Approaches to Electronic Records Management and Preservation, 
Final Report." ftp://unix6.nysed.gov/pub/building-partnerships/03final.pdf 

Philadelphia Electronic Records Project. "Philadelphia Electronic Records Project". 
http://www.lis.pitt.edu/~nhprc/perp.html  

Roberts, David. Documenting the Future: Policy and Strategies for Electronic 
Recordkeeping in the New South Wales Public Sector. (New South Wales, Australia: 
Records Management Office, Archives Authority of New South Wales, July 1995). 
http://www.records.nsw.gov.au/erk/dtf/tofcont.htm 

Saffady, William. Digital Document Management. Lenexa, KS: ARMA International, 2007. 
 
Saffady. William. Managing Electronic Records. 2nd edition. Prairie Village, KS: ARMA 
International,1998. 
 
Smallwood, Robert. ―Surveying the State of ERM.‖  KMWorld  15 (2006): 20, 26. 
 
Stephens, David. Records Management: Making the Transition from Paper to Electronic. 
Lenexa, KS: ARMA International, 2007. 

http://www.mnhs.org/preserve/records/electronicrecords/erguidelines.html
http://www.dlib.org/dlib/march00/moore/03moore-pt1.html
http://www.dlib.org/dlib/april00/moore/04moore-pt2.html
http://www.ec3.org/Downloads/2001/Records_Mgmt_ED.pdf
ftp://unix6.nysed.gov/pub/building-partnerships/03final.pdf


 12 

Sutton, Michael J. D. "Organizational Obstacles to Managing Electronic Records: 
Corporate Dis-eases to Overcome for a Successful Initiative," Information Management: 
Strategies, Systems and Technologies, Spring 1997.  

Young, Jeanne. ―Electronic Records Management on a Shoestring: Three Case Studies.‖ 
Information Management Journal 39 (2005): 58-60. 

Williams, Robert F. "The New Paradigms of Managing Electronic Records/Images." 
Imaging World (1997).  

 
 
Email 
Allman, Thomas Y. ―Email Retention: Time For a New Approach.‖ AIIM E-doc Magazine 
19 (2005): 49-51. 
 
ANSI/ARMA. Requirements for Managing Electronic Messages as Records. (2004). 

Baron, Jason R. "E-mail Metadata in a Post-Armstrong World." Paper in Metadata '99: 
Third IEEE Computer Society Metadata Conference, Bethesda, Maryland April-7, 1999.  

Craine, Kevin.  ―Email Archival: What Do You Need?‖ AIIM E-doc Magazine 20 (2006):  
32-35. 

English, Erin. "E-mail Paper Trail." Communications International 23 (1996): 14-15.  

E-Policy Institute, 2004 Workplace E-Mail and Instant Messaging Survey. 
http://www.epolicyinstitute.com/survey/index.html 
 
Flynn Nancy & Randolph Kahn. E-Mail Rules: A Business Guide to Managing Polices, 
Security, and Legal Issues for E-Mail and Digital Communication. Lenexa, KS:  
ARMA International, 2003. 
 
Gundling, Mike. ―Lifecycle Management of Email.‖  AIIM E-doc Magazine 18 (2004): 46-
48. 
 
National Archives of Australia. Managing Electronic Messages as Records. 
http://www.naa.gov.au/recordkeeping/er/elec_messages/contents.html 
  
National Archives of the United Kingdom. Guidelines on Developing a Policy for Managing 
Email. 
http://www.nationalarchives.gov.uk/electronicrecords/advice//pdf/managing_emai
ls.pdf 
 
New York State Government Records Management Information. Managing E-Mail 
Effectively. http://www.archvies.nysed.gov/a/nysaservices/ns_mgr_pub62.shtml 

http://www.epolicyinstitute.com/survey/index.html
http://www.naa.gov.au/recordkeeping/er/elec_messages/contents.html
http://www.nationalarchives.gov.uk/electronicrecords/advice/pdf/managing_emails.pdf
http://www.nationalarchives.gov.uk/electronicrecords/advice/pdf/managing_emails.pdf
http://www.archvies.nysed.gov/a/nysaservices/ns_mgr_pub62.shtml


 13 

O'Shea, Greg. Managing Electronic Messages as Records. (Dickson, ACT: 
Commonwealth of Australia, 1997). 
http://www.aa.gov.au/AA_WWW/AA_Issues/EMcontents.HTM 

Train, T. K.  ―Email Management Compliance: Why Technology Alone Is Not Enough.‖ 
AIIM E-doc Magazine 20 (2006): 36-38. 
 
 
 
Emergency Management and Disaster Recovery 
Aikin, Jane. "PREPARING FOR A NATIONAL EMERGENCY: THE COMMITTEE ON 
CONSERVATION OF CULTURAL RESOURCES, 1939-1944." Library Quarterly 77(2007): 
257-285.  
 
Anthes, Gary. "THE Disaster Recovery Maze.‖ Computerworld 41(2007): 28-32. 
 
ARMA International. Vital Records: Identifying, Managing, and Recovering Business-Critical 
Records. Prairie Village, KS: ARMA International, 2003. 
 
Balík, Vojtech & Jirí Polišensky. "The National Library of the Czech Republik and the 
Floods of 2002." Alexandria 16 (2004): 17-24.  
 
Beckett, Helen. "MAKE SURE IT IS BUSINESS AS USUAL." Computer Weekly (2006): 44-
45. 
 
Buchanan, S. "Disaster. Prevention, preparedness and action." Library Trends 30 (1981): 
241-252. 
 
Buchanan, S. A., and Murray, T. "Disaster planning: preparedness and recovery for 
libraries and archives." Report No: ED 297 769 (1988). 
 
Bulgawicz, S., and Nolan, C.E. "Information disaster planning: theory & practice." 
Information disaster planning: theory & practice (1990): 556-567. 
 
Carmichael, David.  Rescuing Family Records: A Disaster Planning Guide. Iowa City, IA: 
Council of State Archivists, 2007. 
 
Chiyoko, Ogawa. "Disaster planning and assistance activities in the field of archives and 
records management." Joho Kanri 48 (2005): 340-350. 
 
Connor, Deni. "Hurricanes to test disaster recovery." Network World 23 (2006): 12-12. 
 
Council of State Archivists.  Safeguarding a Nation’s Identity: The readiness of state archives 
to protect the records that identify who we are, secure our rights, and tell our story as a nation.  
Iowa City, IA: Council of State Archivists, 2006. 
 

http://www.aa.gov.au/AA_WWW/AA_Issues/EMcontents.HTM


 14 

Craig, Roger, Selzer, Tamara, and Josette, Seymour. "There is disaster planning and 
there is reality—the Cayman Islands National Archive (CINA) experience with 
Hurricane Ivan 1." Journal of the Society of Archivists 27 (2006): 187-199. 
 
Dearstyne, Bruce W. "TAKING CHARGE: Disaster Fallout Reinforces RIM's 
Importance." Information Management Journal 40 (2006): 37-43. 
 
Fernberg, Patricia M. "Staying in business despite the worst." Managing Office Technology 
39 (1994): 10. 
 
Fortson, Judith.  Disaster Planning and Recovery, A How-To-Do-It Manual for  
Librarians and Archivists.  New York: Neal Schuman, 1992. 
 
Garvey, Martin J. "Up And Running In A Disaster." Information Week 98 (2004): 71-71. 
 
Georges, Jo-Ann. "Skills Development and Management for Disaster Mitigation 
Planning: the Specific Case of Electronic Equipment and Digital Data." International 
Preservation News 34 (2004): 12-14. 
 
Gifford, James M. "Disaster Recovery Technology Moves Off the Back Burner." Federal 
Times 38 (2002): 6. 
 
Gifford, James M. "Companies Slow to Enact IT Protection Plans." Federal Times 38 
(2002): 6.  
 
Golden, Cynthia and Oblinger, Diana G. "The Myth about Business Continuity and 
Disaster Recovery." Educause Review 42 (2007): 10-11.  
 
Goodwin, Bill. "Business continuity: A third of companies have no plan for ensuring 
business continuity." Computer Weekly (2005): 15.  
 
Johnson, Maryfran. "Disaster Homework." Computerworld 38 (2004): 18-18.  
 
Jones, Virginia, and Keyes, Kris.  Emergency Management for Records and Information 
Management Programs. Prairie Village, KS: ARMA International, 2001. 
 
Kazuko, Takagi. "International organizations' efforts for disaster reduction. (English)." 
Joho Kanri 48 (2005): 333-339. 
 
Marine, Rick. "Don't Wait to Prepare a Digital Disaster Recovery Plan." Hawaii Business 
47 (2002): 61.  
 
Mechaber, Douglas. "Recovering Servers." Certification Magazine 6 (2004): 36.  
 
Mehling, Herman. "When disaster strikes." eWeek 23 (2006): 21-25.  
 



 15 

Moss, Valerie. "Records Preservation Meets Disaster Preparedness." Credit Union 
Magazine 73 (2007): 62-64.  
 
Myers, Kenneth M. Manager’s Guide to Contingency Planning for Disasters. Indianapolis, 
IN: Wiley, 1999. 
 
National Fire Protection Association, Inc.  NFPA 232, Standard for the Protection of 
Records, 2000 edition.  Quincy, MA: National Fire Protection Association, Inc., 2000. 
 
Ngulube, Patrick. "PUTTING THE HORSE IN FRONT OF THE CART: THE ROLE OF 
DISASTER PLANNING AND SECURITY IN THE PROTECTION OF DOCUMENTARY 
MATERIALS IN AFRICA." S. A. Archives Journal 43 (2003): 58-68.  
 
"Online Disaster Planning Tool for Libraries and Archives." International     Preservation 
News (2004): 34. 
 
Pedersen, Jarle. "Warning for flood--threatening increase of the quantity of 
information." Tidsskrift For Den Norske Laegeforening 123 (2003): 2098-2098.  
 
Pember, Margaret E. "Information disaster planning: An integral component of 
corporate risk management." Records Management Quarterly 30 (1996): 31.  
 
Preston, W. Curtis. "Backup and Disaster Recovery Techniques: Look and Forward." 
Computer Technology Review 25 (2005): 4-26. 
 
Rekrut, Ala. "Ounce of Prevention: Integrated Disaster Planning for Archives, Libraries 
& Record Centers, An (Book)." Archivaria (2003): 155-159. 
 
Rike, Barb. "Prepared or Not...That Is the Vital Question." Information Management 
Journal 37 (2003): 25-32. 
  
Rosenfeld, Ken. "Adding intelligence to archiving of data, images. New enterprise-wide 
management platforms support multisite, multisource storage." Health Management 
Technology 26 (2005): 20. 
 
Saulter, R., and Shea, M. "Disaster planning and recovery for archival materials in 
Rhode Island." Report No: ED252237 (1984). 
  
"Securing Today, Securing Tomorrow." Best's Review 105 (2004): 18-19.  
 
Schmidt, Tim. "Beyond Disaster Recovery: Architecting a Business Continuance 
Solution Capable of Yielding Real Business Value." Business Credit 104 (2002): 67. 
 
Silverman, Randy. "The Seven Deadly Sins of Disaster Recovery." Public Library 
Quarterly 25 (2006): 31-46. 
 



 16 

Spencer, Susie. "Overcoming Recovery Barriers." Computer Technology Review 24 (2004): 
8-8. 
 
Stoddard, Bud. "Online Data Backup & Recovery Takes Hold." Computer Technology 
Review 24 (2004): 22.  
 
Sugano, Alan. 2005. "10 Steps to Building a Sound Disaster Recovery Plan." Windows IT 
Pro 11 (2005): 76-80.  
 
The Online Disaster-Planning Tool. http://www.dplan.org/ 
 
Trinkley, Micheal.  Hurricane! Surviving the Big One:  A Primer for Libraries, Museums and 
Archives. Columbia, SC: Chicora Foundation, Inc., 1993. 
 
Varlamoff, Marie-Thérèse. "De l'utilité des plans d'urgence. (French)." Alexandria 16 
(2004): 143-151. 
 
Wainwright, Victor L. "Business Continuity by Design." Health Management Technology 
28 (2007): 20-21. 
 
Wellheiser, Johanna, Scott, Jude and Barton, John.  An Ounce of Prevention: Integrated 
Disaster Planning for Archives, Libraries and Records Centers. Lanham, MD: Rowman & 
Littlefield Pub Inc, 2002. 
 
Yamamoto, Bazzell Tokiko. "Halloween Eve Flash Flood Disaster in paradise: Disaster 
recovery report for Hamilton Library of the University of Hawaii at Manoa." Joho Kanri 
48 (2005): 356-365. 
 
 
 
Enterprise Content/Knowledge Management (ECM, EKM) 
Blair, Barclay T. ―An Enterprise Content Management Primer.‖ Information Management 
Journal  38 (2004): 64-66. 
 
Frappaolo, Carl. ―Does Your Content Management Strategy Put You At Risk?‖ 
KMWorld 14 (2005): 12-14. 
 
Gibson, Stanley M. Records Retention for Enterprise Knowledge Management.  
Washington, DC: Bureau of National Affairs, 2006. 
 
Jenkins, Tom. Enterprise Content Management. Waterloo, Ontario, Canada, 2004.  
 
Mancini, John F. ―Confusion Over ECM and BPM.‖ AIIM E-doc Magazine 19 (2005): 8. 
 
Mescan, Suzanne. ―Why Content Management Should Be A Part of Every 
Organization‘s Global Strategy.‖ Information Management Journal 38 (2004): 54-57. 

http://www.dplan.org/


 17 

 
Sprehe, J. T. ―The Positive Benefits of Electronic Records Management In the Context of 
Enterprise Content Management.‖  Government Information Quarterly 22 (2005): 297-303. 
 
White, Martin. The Content Management Handbook. London: Neal-Schuman Publishers, 
Inc.,  2007. 
 
Wisniewski, Jeff and Stenstrom, Cheryl.  ―Content Management Systems.‖ Infotoday 24 
(2007): 17-22. 
 
 
 
Institutional Management 
Adler, Michael S. ―Avoiding the Perils of Imaging System Implementation.‖ Information 
Management Journal 14 (2000): 4-22. 
 
ARMA International. Records and Information Management Core Competencies. Prairie 
Village, KS: ARMA International, 2007. 
 
ARMA International Standards Committee Glossary Teaks Force. Glossary of Records 
Management Terms. Prairie Village, KS: ARMA International, 2000.  
 
ARMA International Standards Records Center Operations Task Force. Records Center 
Operations: A Guideline. Prairie Village, KS: ARMA International, 2002. 
 
Dilnutt, Rod. ―Surviving the Information Explosion.‖ IEE Engineering Management 16 
(2006): 39-41. 
 
Farrell, Katharine T. and Lute, Janet E. ―Document-Management Technology and 
Acquisitions Workflow: A Case Study in Invoice Processing.‖ Information Technology and 
Libraries 24 (2005): 117-122. 
 
Gibbons, Paul, and Shenton, Caroline. ―Implementing a Records Management Strategy 
for the UK Parliament:  The Experience of Using Keyword AAA.‖  Journal of the Society of 
Archivists 24 (2003): 141-157. 

Hedstrom, Margaret. "Building Record-Keeping Systems: Archivists are not Alone on 
the Wild Frontier." 43 Archivaria (1998): 44-71.  

International Records Management Trust (IRMT). Management of Public Sector 
Records Training Materials. London: IRMT, 1999.  http://www.irmt.org/  

Kallaus, Norman F. and Judith Read Smith. Records Management, 7th Edition. Cincinnati, 
OH: South-Western Educational Publishing Company, 1997. 

http://www.irmt.org/


 18 

Kennedy, Jay and Schauder, Cherryl. Records Management: A Guide for Students and 
Practitioners of Records Management. Melbourne: Addison, Wesley, Longman, 1998.  

Kittmer, Sarah.  ―The Evolution of Federated Records Management.‖ KMWorld 14 
(2005): 8, 10, 34. 
 
Langemo, Mark. Winning Strategies for Successful Records Management Programs. Denver, 
CO: Information Requirements Clearinghouse, 2003. 

Minnesota Historical Society, State Archives Department "Electronic Records 
Management Guidelines." By Shawn P. Rounds, Robert Horton, and Jennifer Johnson, 
February 2003 (Version 3). 
http://www.mnhs.org/preserve/records/electronicrecords/erguidelines.html  

National Archives of the United Kingdom. ―Framework for Strategic Planning and 
Implementation.‖ 
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm 

The National Electronic Commerce Coordinating Council "Electronic Records 
Management Guidelines for State Government: Ensuring the Security, Authenticity, 
Integrity, and Accessibility of Electronic Records." December 2001. 
http://www.ec3.org/Downloads/2001/Records_Mgmt_ED.pdf  

New York State Archives and Records Administration (SARA). "Building Partnerships: 
Developing New Approaches to Electronic Records Management and Preservation, 
Final Report." ftp://unix6.nysed.gov/pub/building-partnerships/03final.pdf 

Penn, Ira A., Gail B. Pennix, and Jim Coulson. Records Management Handbook.  
Brookfield, VT: Ashgate Publishing Co., 1994. 
 
Roberts, David. ―From Policy to Practice: A Whole of Government Approach to Records 
Management in New South Wales.‖ Paper presentation at IIR Conference "Electronic 
Document and Records Management for Corporate and Public Sector Environments," 
Sydney, Australia, 5 February 1997.   
 
Read, Judith., Virginia Jones, Mary Lea Ginn, and Dianne S. Rankin. Records  
Management.  Cincinnati, OH: South-Western Educational & Professional, 2001. 
 
Saffady, William.  Records and Information Management Fundamentals of Professional 
Practice. Lenexa, KS: ARMA International, 2004. 
 
Saffady, William. Cost Analysis Concepts and Methods for Records Management Projects. 
Prairie Village, KS: ARMA International, 1998. 
 
Shepherd, Elizabeth and Yeo, Geoffrey. Managing Records: A Handbook of Principles and 
Practice. London: Facet Publishing, 2003. 

http://www.mnhs.org/preserve/records/electronicrecords/erguidelines.html
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm
http://www.ec3.org/Downloads/2001/Records_Mgmt_ED.pdf
ftp://unix6.nysed.gov/pub/building-partnerships/03final.pdf


 19 

 
State Records Authority of New South Wales and National Archives of Australia. 
Designing and Implementing Recordkeeping Systems (DIRKS Manual). 
http://www.naa.gov.au/recordkeeping/dirks/dirksman/contents.html 
 
Stephens, David O. ―Megatrends in Records Management.‖ Records Management 
Quarterly  32 (1998): 3-9.  

Sutton Michael J.D. "Obstacles to Overcome for a Successful Enterprise Document 
Management System Initiative." ARMA Technologies for Managing Information 
(Spring 1997).  

Sutton, Michael J. D. "Organizational Obstacles to Managing Electronic Records: 
Corporate Dis-eases to Overcome for a Successful Initiative," Information Management: 
Strategies, Systems and Technologies (1997).  
 
Yusof, Zawiyah M. and Chell, Robert W. ―The Eluding Definition of Records and 
Records Management: is a Universally Acceptable Definition Possible? Part I: Defining 
the Record.‖ Records Management Journal 8 (1998): 95-112. 
 
Yusof, Zawiyah M. and Chell, Robert W. ―The Eluding Definition of Records and 
Records Management: is a Universally Acceptable Definition Possible? Part II: Defining 
Records Management.‖ Records Management Journal 9 (1999): 9-20. 
 
Yuson, Zawiyah M. and Chell, Robert W. ―Toward a Theoretical Construct for Records 
Management.‖ Records Management Journal 12 (2002): 55-64. 
 
 
 
International Records Management 
Alexander-Gooding, Sharon and Sonia Black. ―A National Response to ISO 15489: A 
Case Study of the Jamaican Experience.‖ Information Management Journal 39 (2005): 62–
67.  

Connelly, James C. ―The New International Records Management Standard: ITS 
CONTENT AND HOW IT CAN BE USED.‖ Information Management Journal 35 (2001): 
26–34.  

Hofman, Johan (National Archives of the Netherlands). "The Dutch Experience in the 
Field of Electronic Records." Journal of the Irish Society for Archivists 4 (1997): 37-41.  

International Records Management Trust (IRMT). Management of Public Sector 
Records Training Materials. London: IRMT, 1999.  http://www.irmt.org/  

―Putting the International in ARMA International.‖ Information Management Journal 36 
(2002): 4. 

http://www.naa.gov.au/recordkeeping/dirks/dirksman/contents.html
http://www.irmt.org/


 20 

Roberts, David. From Policy to Practice: A Whole of Government Approach to Records 
Management in New South Wales. Paper for presentation at an IIR Conference 
"Electronic Document and Records Management for Corporate and Public Sector 
Environments," Sydney, 5 February 1997.   

State Records Authority of New South Wales and National Archives of Australia. 
Designing and Implementing Recordkeeping Systems (DIRKS Manual). 
http://www.naa.gov.au/recordkeeping/dirks/dirksman/contents.html 

Stephens, David O. ―The World's First International Records Management Standard.‖ 
Information Management Journal 35 (2001): 68–71. 
 
Stephens, David O. ―Megatrends in International Records Management.‖ Information 
Management Journal 35 (2001): 66–70.  
 
Stephens, David O. ―RIM in Developing Countries: The IRMT Trust.‖ Information 
Management Journal 34 (2000): 68–72.  
 

Stephens, David O. ―Document Security and International Records Management.‖ 
Records Management Quarterly 31 (1997): 69–74. 

Wallace, David. "Background Briefing on the State of Electronic Records Research and 
Implementation Across the World." Archives and Museum Informatics (1997). 

Yusof, Zawiyah M. and Chell, Robert W. ―Records Management Education and 
Training World-Wide: A General Overview of the Current Situation.‖ Records 
Management Journal 8 (1998): 25-54. 
 
 
 
Law, Evidence, and Discovery 
Brownlee, Charlene. and Blake D. Waleski. Privacy Law. New York: Law Journal Press, 
2006. 

Bearman, David, and Sochats, K. ―Metadata Requirements for Evidence.‖ University of 
Pittsburgh, www.lis.pitt/edu/~nhprc/BACartic.html 

Bearman, David, and Duff, Wendy. ―Grounding archival description in the functional 
requirements for evidence.‖ Archivaria 41 (1996): 275-281.  

Cogar, Rae N. ―Legal 101 for RIM Professionals.‖ Information Management Journal 39 
(2005): 49-56. 
 
Cox, Richard J. Managing Records as Evidence and Information. Westport, CT:  
Quorum Books, 2001. 

http://www.naa.gov.au/recordkeeping/dirks/dirksman/contents.html
http://www.lis.pitt/edu/~nhprc/BACartic.html


 21 

Cox, Richard J. "More Than Diplomatic: Functional Requirements for Evidence in 
Recordkeeping." Records Management Journal 7 (1997): 31-57.  

Cunningham, George C. The Lawyer’s Guide to Records Management and Retention. 
Chicago, IL: American Bar Association, 2006. 
 
Hedges, Ronald. Discovery of Electronically Stored Information: Surveying the Legal 
Landscape. Chicago, IL: BNA, 2007. 

Kahn, Randolph A.  "Managing Information in the Electronic Age: A Lawyer's Guide to 
Digital Information Life Cycle Management." The Federal Lawyer 49 (2002).  

Kahn, Randolph A. "The Sarbanes-Oxley Act Didn't Invent Penalties For Destruction of 
Evidence, But It Did Perfect Them." AIIM E-doc Magazine 16 (2002).  

Nelson, Sharon. And Olson, Bruce. The Electronic Evidence and Discovery Handbook: 
Forms, Checklists, and Guidelines. Chicago, IL: American Bar Association, 2008. 
 
Skupsky, Donald & John Montana. Law, Records and Information Management: The Court 
Cases. Denver, CO: Information Requirements Clearinghouse, 1994. 

University of Pittsburgh. School of Information Sciences. Project on the Functional 
Requirements for Evidence in Recordkeeping. Framework For Business Acceptable 
Communications. http://www2.sis.pitt.edu/%7Ercox/FunReqs.htm 

 
 
Marketing, Promotion, and Advocacy 
Adkins, Elizabeth W. ―The Development of Business Archives in the United States: An 
Overview and a Personal Perspective.‖ American Archivist 60 (1997): 8-33. 
 
Advocating Archives, ed. Elsie Freeman Finch. Chicago: Society of American Archivists, 
2004. 
 
Broady-Preston, Judith and Steel, Lucy. ―Internal marketing strategies in LIS: a strategic 
management perspective.‖ Library Management 23 (2002): 294-301. 
 
Brown, Suzan A. ―Marketing the Corporate Information Center for Success.‖ Online 21 
(1997): 74-79. 
 
Chosky, Carol E.B. ―Where RM Should Report to Ensure Effective Electronic Records 
Management.‖ Information Management Journal 42 (2008): 20-25. 
 
Cox, Richard J. ―Building Internal and External Support for Institutional Archives 
Programs.‖ Managing Institutional Archives: Foundational Principles and Practices. New 
York: Greenwood Library Management Collection, Greenwood Press, 1992: 155-182. 

http://www2.sis.pitt.edu/%7Ercox/FunReqs.htm


 22 

 
Dearstyne, Bruce W. ―Wellsprings of Change.‖ Information Management Journal, 42 
(2008): 50-59. 
 
Dionne, Mimi. ―Marketing the Archivist: The History of the Society of American 
Archivists‘ Task Force on Archives and Society.‖ in Strategic marketing in library and 
information science, ed. Irene Owens. New York: Haworth Information Press, 2002: 175-
196. 
 
Fogerty, James E. ―Archival Brinksmanship: Downsizing, Outsourcing, and the Records 
of Corporate America.‖ American Archivist 60 (1997): 44-55 
 
Fogerty, James E. ―Archives and Business in the International Age.‖ American Archivist 
60 (1997): 4-7. 
 
Hyman, Steven J. ―Marketing Records Management: essential elements to a solid 
campaign.‖ http://insideselfstorage.com/ - Virgo Publishing, 2004. 
 
Jones, Robert D. ―Don‘t Sell Records Management – Give it Away.‖ Records Management 
Quarterly 32 (1998): 36-43. 
 
McBratney, Cathy. ―Marketing Records Management.‖ Wired West 1 (1998). 
http://units.sla.org/chapter/cwcn/wwest/v1n2/mcbrat12.htm 
 
Rabchuk, Gord. ―Life After the ‗Big Bang‘: Business Archives in an Era of Disorder.‖ 
American Archivist 60 (1997): 34-43. 
 
Sanders, Robert L. ―The records manager steps out of the comfort zone: The problem 
with selling records management.‖ Records Management Quarterly 32 (1998): 56-73. 
 
Schwartz, Mathew. ―Reconciling with Records Management: Top 10 Requirements.‖ 
Enterprise Systems Journal (2007). 
http://esj.com/enterprise/print.aspx?editorialsId=2961 
 
Stratigos, Anthea. ―Information Centers and the Marketing Equation.‖ Online 23 (1999): 
67-72. 
 
Waller, Jane. ―Marketing your archive.‖ First steps in archives: a practical guide. Compiled 
by the ARLIS/UK & Ireland Visual Archives Committee, ARLIS, Great Britain, 2004: 33-
42. 
 
 
 
 
 
 

http://insideselfstorage.com/
http://esj.com/enterprise/print.aspx?editorialsId=2961


 23 

Metadata and Cataloging 
Acland, G., K. Cumming, and S. McKemmish. ―The End of the Beginning: The SPIRT 
Recordkeeping Metadata Project.‖ Australian Society of Archivists 1999 Conference, 
1999, www.archivists.org.au/events/conf99/spirt.html 

Ahronheim, Judy. "Judy and Magda's List of Metadata Initiatives." http://www-
personal.umich.edu/~jaheim/alcts/bibacces.htm  

Baker, T. ―Languages for Dublin Core.‖ D-Lib Magazine 4 (1998). 
www.dlib.org/dlib/december98/12baker.html 

Baron, Jason R. "E-mail Metadata in a Post-Armstrong World." Paper in Metadata '99: 
Third IEEE Computer Society Metadata Conference, Bethesda, Maryland April-7, 1999.  
 
Bearman, David. "Capturing Records' Metadata: Unresolved Questions and Proposals 
for Research." Archives and Museum Informatics 11 (1997): 205-211.  

Bearman, David. ―NISO/CLIR/RLG Technical Metadata Elements for Images 
Workshop, April 18-19, 1999.‖ NISO (National Information Standards Organization), 
www.niso.org/imagerpt.html 

Bearman, David, and Sochats, K. ―Metadata Requirements for Evidence.‖ University of 
Pittsburgh, www.lis.pitt/edu/~nhprc/BACartic.html 

Chilvers, A. and J. Feather. "The Management of Digital Data: a Metadata Approach." 
Electronic Library 16 (1998): 365-72.  

Cisco, Susan L. and Tom Dale. Indexing Business Records: The Value Proposition.  
Silver Spring, MD: AIIM International, 1998. 

IEEE. "The Metadata and Data Management Information Page". 
http://www.llnl.gov/liv_comp/metadata/metadata.html 

IFLA. International Federation of Library Associations and Institutions. "Digital 
Libraries: Metadata Resources." http://ifla.inist.fr/II/metadata.htm 

InterPARES. "International Research on Permanent Records in Electronic Systems 
(InterPARES) Project." http://www.interpares.org 

Kirschenbaum, M. "Documenting Digital Images: Textual Meta-data at the Blake 
Archive." Electronic Library 16 (1998): 239-241.  

Levin, Rich. "Meta Matters." Informationweek 692 (1998): 18-19.  

Library of Congress. "Encoded Archival Description (EAD) Official Web Site." 
http://lcweb.loc.gov/ead/ 

http://www.archivists.org.au/events/conf99/spirt.html
http://www.dlib.org/dlib/december98/12baker.html
http://www.niso.org/imagerpt.html
http://www.lis.pitt/edu/~nhprc/BACartic.html
http://lcweb.loc.gov/ead/


 24 

McKemmish, Sue, Acland, Glenda, Ward, Nigel and Reed, Barbara. ―Describing 
Records in Context in the Continuum: The Australian Recordkeeping Metadata 
Schema.‖ Archivaria 48 (2003): 3-37. 

McKemmish, Sue and Adrian Cunningham and Dagmar Parer. "Metadata Mania." 
Paper Presented to the Australian Society of Archivists 1998 Conference, Place, Interface 
and Cyberspace: Archives at the Edge, Fremantle, August 1998.  

McKemmish, Sue and Dagmar Parer. "Towards Frameworks for Standardising 
Recordkeeping Metadata." Archives and Manuscripts 26 (1998): 24-45.  

McNeil, Heather. "Metadata Strategies and Archival Description: Comparing Apples to 
Oranges." Archivaria 39 (1996): 22-32.  

Meta Data Coalition. "Meta Data Coalition." http://www.mdcinfo.com/ 

Miller, Paul. ―Metadata for the Masses.‖ Ariadne 5 (1996). 
www.ariadne.ac.uk/issue5/metadata-masses/intro.html 

Minnesota State Archives, Minnesota Recordkeeping Metadata Standard. 
http://www.mnhs.org/preserve/records/metadatastandard.html 
 
Monash University, Records Continuum Research Group. "SPIRT Project. 
Recordkeeping Metadata Standards for Managing and Accessing Information 
Resources in Networked Environments over Time for Government, Social and Cultural 
Purposes." http://www.sims.monash.edu.au/rcrg/research/spirt/index.html  

Myburgh, Susan. "Metadata and its Meaning for Records Managers." Records & 
Information Management Report, 14 May 1998. 

National Archives of Australia. Recordkeeping Metadata Standard for Commonwealth 
Agencies. Version 1.0. National Archives of Australia, May 1999. 
http://www.naa.gov.au/govserv/techpub/rkms/intro.htm 

Reed, Barbara. "Metadata: Core record or Core Business." Archives and Manuscripts 25 
(1997): 218-41.  

Research Libraries Group. "Working Group on Preservation Issues of Metadata, 1998, 
Final Report." Mountain View, California: Research Libraries Group, 1998. 
www.rlg.org/preserv/presmeta.html 

U.K. Office for Library and Information Networking (UKOLN). "Metadata." Available 
from http://www.ukoln.ac.uk/metadata/ 

University of British Columbia, School of Library, Archival and Information Studies. 
"Protection of the Integrity of Electronic Records Project." 
http://www.slais.ubc.ca/users/duranti/ 

http://www.ariadne.ac.uk/issue5/metadata-masses/intro.html
http://www.mnhs.org/preserve/records/metadatastandard.html
http://www.rlg.org/preserv/presmeta.html
http://www.ukoln.ac.uk/metadata/
http://www.slais.ubc.ca/users/duranti/,


 25 

University of Pittsburgh, School of Information Sciences. "Metadata Specifications 
Derived from the Functional Requirements: A Reference Model for Business Acceptable 
Communications." http://www.sis.pitt.edu/~nhprc/meta96.html 

Peters, Victoria. ―Developing Archival Context Standards for Functions in the Higher 
Education Sector.‖ Journal of the Society of Archivists 26  (2005): 75-85. 
 
Sabourin, Paul. ―Constructing a Function-Based Records Classification System: Business 
Structure Classification System.‖ Archivaria 51 (2006): 137-154. 
 
 
 
Policies and Procedures 
Beagrie, Neal, and Greenstein, D. ―A Strategic Policy Framework for Creating and 
Preserving Digital Collections.‖ Arts and Humanities Data Service, 1998. 
www.ahds.ac.uk/manage/framework.htm 

Beagrie, Neal, and Greenstein, D. ―Managing Digital Collections: AHDS Policies, 
Standards and Practices Version 1.‖ Arts and Humanities Data Service, 1998. 
www.ahds.ac.uk/public/srg.html 

Downing, Lynette.‖ Implementing EDMS:  Putting People First.‖ Information 
Management Journal (Jul/Aug 2006):  44-50. 
 
Duranti, Luciana. ―Concepts, Principles, and Methods For the Management of 
Electronic Records.‖ The Information Society 17 (2001): 271-279. 
 
Griffin, Andrew.  ―Records Management Capacity Assessment System (RMCAS).‖ 
Archival Science 4 (2004): 71-97. 

Hodge, G. M. ―Best Practices for Digital Archiving: An Information Life Cycle 
Approach.‖ D-Lib Magazine 6 (2000). www.dlib.org/dlib/january00/01hodge.html 

Kahn, Randolph A.  "Making Your Technologist an Electronic Record Builder." AIIM e-
doc Magazine, November/December 2001. 
http://www.kahnconsultinginc.com/library/KCI%20Report-Record%20Building.pdf  

Kirtley, T. ―Preservation and digitisation: principles, practice and policies: The 1996 
National Preservation Office Conference.‖ Library Conservation News 53 (1997):  

Lyman, P., and Kahle, B. ―Archiving Digital Cultural Artifacts: Organizing an Agenda 
for Action.‖ D-Lib Magazine 4 (1998). www.dlib.org/dlib/july98/07lyman.html 

 

http://www.sis.pitt.edu/~nhprc/meta96.html
http://www.ahds.ac.uk/manage/framework.htm
http://www.ahds.ac.uk/public/srg.html
http://www.dlib.org/dlib/january00/01hodge.html
http://www.kahnconsultinginc.com/library/KCI+Report-Record+Building.pdf
http://www.dlib.org/dlib/july98/07lyman.html


 26 

Minnesota Historical Society, State Archives Department "Electronic Records 
Management Guidelines." By Shawn P. Rounds, Robert Horton, and Jennifer Johnson, 
February 2003 (Version 3). 
http://www.mnhs.org/preserve/records/electronicrecords/erguidelines.html  

Myler, Ellie and Broadbent, George. ―ISO 17799: Standard for Security.‖ Information 
Management Journal 40 (2006): 43-52. 

National Archives of Australia, Archiving Web Resources: policy and guidelines for 
keeping records of web-based activity in the Commonwealth Government, National 
Archives of Australia, 2001. 
http://www.naa.gov.au/recordkeeping/er/web_records/intro.html  

National Archives of the United Kingdom. ―How to Produce a Corporate Policy on 
Electronic Records.‖ 2001. 
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm 

The National Electronic Commerce Coordinating Council "Electronic Records 
Management Guidelines for State Government: Ensuring the Security, Authenticity, 
Integrity, and Accessibility of Electronic Records." December 2001. 
http://www.ec3.org/Downloads/2001/Records_Mgmt_ED.pdf  

New York State Archives and Records Management Software Guidelines. 
http://www.nysarchives.org/a/nysaservices.ns_mgr_storage_rms.shtml 
 
Page, Stephen.  Best Practices in Polices and Procedures. Westerfield, OH: Process  
Improvement Publishing, 2002. 
 
Page, Stephen. Seven Steps to Better Written Polices and Procedures. Westerfield, OH: 
Process Improvement Publishing, 2001. 
 
Page, Stephen. Establishing a System of Polices and Procedures. Westerfield, OH: Process 
Improvement Publishing, 1998. 

Roberts, David. Documenting the Future: Policy and Strategies for Electronic Recordkeeping 
in the New South Wales Public Sector. New South Wales, Australia: Records Management 
Office, Archives Authority of New South Wales, 1995. 
http://www.records.nsw.gov.au/erk/dtf/tofcont.htm 

Robertson, Guy. ―CIA for Beginners:  Records Management Training for Library 
Technicians.‖ Feliciter 5 (2005): 204-206. 
 
Robertson, Guy. ―Records Management For Office Managers: A Special Librarian‘s Clip 
‗N Share.‖ Feliciter 3 (2005): 138-140. 

http://www.mnhs.org/preserve/records/electronicrecords/erguidelines.html
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm
http://www.ec3.org/Downloads/2001/Records_Mgmt_ED.pdf
http://www.nysarchives.org/a/nysaservices.ns_mgr_storage_rms.shtml
http://www.records.nsw.gov.au/erk/dtf/tofcont.htm


 27 

Rothenberg, J. Avoiding Technical Quicksand: Finding a Viable Technical Foundation for 
Digital Preservation. Washington, DC: Council on Library and Information Resources 
(CLIR), 1999. www.clir.org/pubs/reports/rothenberg/contents.html 

Sutton, Michael. Document Management for the Enterprise: Principles, Techniques and 
Applications. New York: Wiley, 1996. 
 
Stephens, David O., and Wallace, Roderick C. ―Electronic Records Retention:  Fourteen 
Basic Principles.‖ Information Management Journal 14 (2000):  38-52. 
 
 
 
Preservation 
Abid, A. ―Memory of the World: Preserving our Documentary Heritage.‖ Information 
and Informatics Division, UNESCO, 1997. 
www.unesco.org/webworld/memory/Abid.htm 

Arms, C. R. ―Keeping Memory Alive: Practices for Preserving Digital: Content at the 
National Digital Library Program of the Library of Congress.‖ RLG DigiNews 4 (2000). 
www.rlg.org/preserv/diginews/diginews4-3.html#feature 

Banks, P. N., and Pilette, R. (eds.) Preservation: issues and planning. Chicago: American 
Library Association, 2000.  

Beagrie, Neal, and Greenstein, D. ―A Strategic Policy Framework for Creating and 
Preserving Digital Collections.‖ Arts and Humanities Data Service, 1998. 
www.ahds.ac.uk/manage/framework.htm 

Beagrie, Neal, and Greenstein, D. ―Managing Digital Collections: AHDS Policies, 
Standards and Practices Version 1.‖ Arts and Humanities Data Service, 1998. 
www.ahds.ac.uk/public/srg.html 

Beagrie, Neal and Jones, Maggie, and the Digital Preservation Coalition. The Handbook. 
Heslington, York, United Kingdom: The Digital Preservation Coalition, 2006. 
http://www.dpconline.org/graphics/handbook/ 

Bearman, D. ―Reality and Chimeras in the Preservation of Digital Records.‖ D-Lib 
Magazine 5 (1999). www.dlib.org/dlib/april99/bearman/04bearman.html 
 
Cornell University Library. Digital Preservation Management: Implementing Short-
term Strategies for Long-term Problems, 2003. Online Tutorial. Available at: 
http://www.library.cornell.edu/iris/tutorial/dpm/eng_index.html 

Derby, D. ―Caring for Your Photographs.‖ American Institute for Conservation, 1997. 
http://palimpsest.stanford.edu/aic/treasure/photos.html 

http://www.clir.org/pubs/reports/rothenberg/contents.html
http://www.unesco.org/webworld/memory/Abid.htm
http://www.rlg.org/preserv/diginews/diginews4-3.html#feature
http://www.ahds.ac.uk/manage/framework.htm
http://www.ahds.ac.uk/public/srg.html
http://www.dpconline.org/graphics/handbook/
http://www.dlib.org/dlib/april99/bearman/04bearman.html
http://www.library.cornell.edu/iris/tutorial/dpm/eng_index.html
http://palimpsest.stanford.edu/aic/treasure/photos.html


 28 

Feeney, M., (ed.) Digital culture: maximising the nations investment: a synthesis of 
JISC/NPO studies on the preservation of electronic materials. 1999, London: British 
Library Board.  

Fresko, M., and Tombs, K. Digital Preservation Guidelines: The state of art in libraries, 
museums and archives. European Commission, 1998.  

Gorman, G.E. and Shep, Sydney J. (Eds). Preservation Management for Libraries, Archives 
and Museums. London: Facet Publishing, 2006. 

Gould, S., and Ebdon, R. (eds.). IFLA/UNESCO Survey on Digitisation and 
Preservation, 1999.  

Hendley, T. Comparison of Methods & Costs of Digital Preservation: A Consultancy 
Study., British Library Research and Innovation Report 106. London: British Library 
Research and Innovation Centre, 1998.  

Jürgens, M. C. ―Preservation of Ink Jet Hardcopies.‖ Royal Netherlands Academy of 
Arts and Sciences, 1999.  www.knaw.nl/ecpa/publ/jurgens.html 

Kahle, B. ―Preserving the Internet.‖ Scientific American 276 (1997). 
www.sciam.com/0397issue/0397kahle.html 

Kirtley, T. ―Preservation and digitisation: principles, practice and policies: The 1996 
National Preservation Office Conference.‖ Library Conservation News 53 (1997).  

Kuny, T. ―The Digital Dark Ages? Challenges in the Preservation of Electronic 
Information.‖ International Preservation News 17 (1998): 8-13.  

Lynch, C. ―Canonicalization: A Fundamental Tool to Facilitate Preservation and 
Management of Digital Information.‖ D-Lib Magazine 5 (1999). 
www.dlib.org/dlib/september99/09lynch.html 

McIntyre, J. E. ―Protecting the Physical Form.‖ In Guidelines for Digital Imaging: papers 
given at the Joint National Preservation Office and Research Libraries Group Preservation 
Conversation in Warwick 28th - 30th September 1998. London: The National Preservation 
Office, 1998. 33-38 

Monash University, Records Continuum Research Group. "SPIRT Project. 
Recordkeeping Metadata Standards for Managing and Accessing Information 
Resources in Networked Environments over Time for Government, Social and Cultural 
Purposes." http://www.sims.monash.edu.au/rcrg/research/spirt/index.html 

National Library of Australia. ―PADI: Preserving Access to Digital Information.‖ 
www.nla.gov.au/padi 

http://www.knaw.nl/ecpa/publ/jurgens.html
http://www.sciam.com/0397issue/0397kahle.html
http://www.dlib.org/dlib/september99/09lynch.html
http://www.sims.monash.edu.au/rcrg/research/spirt/index.html
http://www.nla.gov.au/padi


 29 

Ogden, S., (ed.) Preservation of Library and Archival Materials: a Manual. 3rd edition, 
revised and expanded, 1999.  

Ogden, S. ―Temperature, Relative Humidity, Light and Air Quality. Basic Guidelines 
for Preservation.‖ Northeast Document Conservation Center (NEDCC), 1999. 
www.nedcc.org/plam3/tleaf21.htm 

Phillips, M. E. ―Ensuring Long-Term Access to Online Publications.‖ JEP: The Journal of 
Electronic Publishing 4 (1999). www.press.umich.edu/jep/04-04/phillips.html 

Puglia, S. ―Creating Permanent and Durable Information, Physical Media and Storage 
Standards.‖ CRM 2 (1999). http://tps.cr.nps.gov/crm/archive/22-2/22-02-10.pdf 

Research Libraries Group. ―PRESERV - The RLG Preservation Program.‖ 2000 
www.rlg.org/preserv 

Research Libraries Group. "Working Group on Preservation Issues of Metadata, 1998, 
Final Report." Mountain View, California: Research Libraries Group, 1998. 
www.rlg.org/preserv/presmeta.html 

Smith, A. ―Preservation in the Future Tense.‖ CLIR Issues 3 (1998). 
www.clir.org/pubs/issues/issues03.html#preserve 

Smith, A. The Future of the Past: Preservation in American Research Libraries. 
Washington, DC: Council on Library and Information Resources (CLIR), 1999. 
www.clir.org/cpa/reports/pub82/pub82text.html 

Society of American Archivists. ―Statement on the Preservation of Digitized 
Reproductions.‖ 1997, www.archivists.org/governance/handbook/app_k6.htm 

van der Werf-Davelaar, T. ―Long-term Preservation of Electronic Publications: The 
NEDLIB project.‖ D-Lib Magazine 5 (1999). 
www.dlib.org/dlib/september99/vanderwerf/09vanderwerf.html 

Thibodeau, Kenneth. "Boundaries and Transformations: An Object-Oriented Strategy 
for Preservation of Electronic Records." Proceedings of the DLM Forum on Electronic 
Records, Brussels, 18-20 December 1996. Office for Official Publications of the European 
Communities, 1997, 161-167.    

Thibodeau, Kenneth. "Planning for Preservation of Digital Information: an Archival 
Perspective." Proceedings of the 6th Annual Federal Depository Library Conference. 
Washington, DC:United States Government Printing Office., 1997, 176-178.  

  
 
 
 

http://www.nedcc.org/plam3/tleaf21.htm
http://www.press.umich.edu/jep/04-04/phillips.html
http://tps.cr.nps.gov/crm/archive/22-2/22-02-10.pdf
http://www.rlg.org/preserv
http://www.rlg.org/preserv/presmeta.html
http://www.clir.org/pubs/issues/issues03.html#preserve
http://www.clir.org/cpa/reports/pub82/pub82text.html
http://www.archivists.org/governance/handbook/app_k6.htm
http://www.dlib.org/dlib/september99/vanderwerf/09vanderwerf.html


 30 

Records and Information Management (IM, RIM) 
Andolson, Alan A. ―Does Your RIM Program need a Strategic Alignment?‖ Information 
Management Journal 41 (2007): 35-40. 
 
Brumm, Eugenia K. ―Standards: Building Blocks for a Strong RIM Program.‖ 
Information Management Journal 39 (2005): 31-39. 
 
Cox, Richard J. ―7 Paths to Developing or Sustaining RIM Programs.‖  Information 
Management Journal 40 (2006): 48-50, 52-57. 
 
Hibberd, Betty J. and Evatt, Allison. ―Mapping Information Flows: A Practical Guide.‖ 
Information Management Journal 38 (2004): 58-64. 
 
Hutchinson, C. and Sharples, C. ―Information Governance: Practical Implications for 
Record-Keeping.‖ Nursing Standard 20 (2006): 59-64. 
 
Information and Records Management: Document-Based Information Systems (4th 
Edition). Edited by Robek, Mary, Brown, Gerald, & Stephens, David. Woodland Hills, 
California: Glencoe/McGraw-Hill, Inc., 1995. 
 
Kahn, Randolph A.  "Corralling Electronic Information: Does your company need a 
rancher?" AIIM e-doc Magazine (2000). 
http://www.kahnconsultinginc.com/library/KCI%20Report-Coralling%20E-
Information.pdf  

Kahn, Randolph A.  "What is a Record? The Most Important Definition in Information 
Management." AIIM e-doc Magazine (2002). http://www.e-
docmagazine.com/vault_articles.asp?ID=25000&header=e_features_header.gif  

Kahn, Randolph A.  "When The Context of Information Became King: Managing Logical 
Connections Between Company Records Has Become as Important as the Content 
Itself." e-doc Magazine, February 2003. http://www.e-
docmagazine.com/vault_articles.asp?ID=25845&header=e_webexclusive_header.gif 

Kahn, Randolph A. and Blair, Barclay. Information Nation. AIIM International, 2004. 
 
Pemberton, Anne E., Pemberton J. M. Williamson, Jeanine M., and Lounsbury, John W. 
―RIM Professionals: A Distinct Personality?‖ Information Management Journal  39 (2005): 
54-60. 
 
Ricks, Betty R., Ann J. Swafford and Kay F. Gow. Information and Image Management: A 
Records Systems Approach. Cincinnati, OH: South-Western Publishing Company, 1992. 
 
Robek, Mary F., Gerald F. Brown and David O. Stephens. Information and Records 
Management. 4th edition. Highstown, NJ: Glencoe/McGraw-Hill, 1995.  
 

http://www.kahnconsultinginc.com/library/KCI+Report-Coralling+E-Information.pdf
http://www.kahnconsultinginc.com/library/KCI+Report-Coralling+E-Information.pdf
http://www.edocmagazine.com/vault_articles.asp?ID=25000&header=e_features_header.gif
http://www.edocmagazine.com/vault_articles.asp?ID=25000&header=e_features_header.gif
http://www.edocmagazine.com/vault_articles.asp?ID=25845&header=e_webexclusive_header.gif
http://www.edocmagazine.com/vault_articles.asp?ID=25845&header=e_webexclusive_header.gif


 31 

Thomas, G.H. and Langemo, M. ―A New Look at Information Systems and Records 
Management.‖ Records Management Quarterly 26 (1992): 3-7. 
 
 
 
Records Continuum 
Atherton, Jay. ―From Life Cycle to Continuum: Some Thoughts on the Records 
Management-Archives Relationship.‖  Archivaria 21 (Winter 1985/86): 44-51. 
 
Deserno, Ineke, and Kynaston, Donna. ―A Records Management Program That Works 
for Archives,‖ Information Management Journal 39 (2005):  60-62. 
 
Flynn, Sarah J. A. ―The Records Continuum Model In Context and Its Implications for 
Archival Practice.‖ Journal of the Society of Archivists 22 (2001): 79-93. 
 
Ghetu, Magia. ―Two Professions, One Goal.‖  Information Management Journal 38 (2004): 
62-66. 

Gilliland-Swetland, A. J. Enduring Paradigm, New Opportunities: The Value of the Archival 
Perspective in the Digital Environment. Council on Library and Information Resources, 
2000.  

Manion, Kevin. ―Integrating Archives, Records, and Research.‖  Information Management 
Journal 39 (2005):  50-56. 
 
McKemmish, Sue and Acland, Glenda, and Ward, Nigel and Reed, Barbara. ―Describing 
Records in Context in the Continuum: The Australian Recordkeeping Metadata 
Schema.‖ Archivaria 48 (2003): 3-37. 

Upward, Frank. "The Continuum: Principles, Structures and Dualities." Archives and 
Manuscripts 25 (1997): 10-35. 

Upward, Frank. ―Modelling the Continuum as a Paradigm Shift in Recordkeeping and 
Archiving Processes, and Beyond – A Personal Reflection.‖ 1996. 
http://www.sims.monash.edu.au/research/rcrg/publications/Frank%20U%20RMJ%2
02001.pdf 
 
Wickman, D. ―What‘s New?: Functional Analysis in the Life Cycle and Continuum 
Environments.‖ Archives & Manuscripts 27 (1999): 114-127. 
 
 
 
Records Retention 
Clark, Jesse L. The Encyclopedia of Records Retention. Englewood Cliffs, NY: The Records 
Management Groups, 1990. 
 

http://www.sims.monash.edu.au/research/rcrg/publications/Frank%20U%20RMJ%202001.pdf
http://www.sims.monash.edu.au/research/rcrg/publications/Frank%20U%20RMJ%202001.pdf


 32 

Cunningham, George C. The Lawyer’s Guide to Records Management and Retention. 
Chicago, IL: American Bar Association, 2006. 
 
Fischer, Laurie. ―Condition Critical:  Developing Records Retention Schedules.‖ 
Information Management Journal 40 (2006):  26-34. 
 
Julien, Janelle.  ―The Retention Game.‖  AIIM E-doc Magazine 20 (2006):  29-31. 

Kahn, Randolph A.  . "Electronic-Records Retention: Managing Messaging Technology 
is IT's Problem." Wall Street & Technology (2002). 
http://www.kahnconsultinginc.com/library/KCI-WSTReprint-InstantMessaging.pdf  

Man, Elizabeth. ―A Functional Approach to Appraisal and Retention Scheduling.‖ 
Records Management Journal 15 (2005):  21-33. 
 
National Archives of the United Kingdom. ―Toolkit for Compiling and Inventory of 
Electronic Record Collections.‖ 
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm 
 
Otrompke, John. ―Stopping the Paper Chase.‖ University Business (2006): 37-40. 

Prescott, Daryll R.‖Debunking the Myth of Electronic Records Retention. Does it Really 
Cost Less to Retain Electronic Records than Paper Records?‖ Inform 11 (1997): 32-33. 

Skupsky, Donald S. Records Retention Procedures: Your Guide to Determine How Long to 
Keep Your Records and How to Safely Destroy Them. Denver, CO: Information 
Requirements Clearinghouse, 1990. 
 
Stephens, David O., and Wallace, Roderick C. ―Electronic Records Retention:  Fourteen 
Basic Principles.‖ Information Management Journal 34 (2000):  38-52. 
 
Stevens, Donald S., and Wallace, Roderick C. Electronic Records Retention: New Strategies 
for Life Cycle Management. Prairie Village, KS: ARMA International, 2003. 
 
Torres, Tina. ―Creating a Process-Focused Retention Schedule.‖ Information Management 
Journal 40 (2006): 62-69. 
 
 
 
Risk Management 
Altenbach, J. ―A Comparison of Risk Assessment Techniques from Qualitative to 
Quantitative.‖ Proceedings of the ASME Pressure and Piping Conference, Honolulu, 
Hawaii, July 23-27, 1995.  
 
Apke, Thomas M. ―Minimizing Liability with an Effective Document Creation and 
Retention Policy.‖ Review of Business 27 (2007): 64-71. 

http://www.kahnconsultinginc.com/library/KCI-WSTReprint-InstantMessaging.pdf
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm


 33 

Apostolakis, G. E. ―How Useful is Quantitative Risk Assessment?‖ Risk Analysis 24 
(2004): 515-520. 

Council on Library and Information Resources (CLIR) "Risk Management of Digital 
Information: A File Format Investigation." By Gregory W. Lawrence, William R. Kehoe, 
Oya Y. Rieger, William H. Walters, and Anne R. Kenney, June 2000. 
http://www.clir.org/pubs/reports/pub93/pub93.pdf  

Covello, V. & Mumpower, J. ―Risk Analysis and Risk Management: An Historical 
Perspective.‖ Risk Analysis 5 (1985): 103-119  

Golden, David. ―Sarbanes-Oxley will keep risk managers busy.‖ Business Insurance 37 
(2003): 12. 
 
Grey, Maurine. ―Mitigating the Risks of Messaging.‖ Information Management Journal 40 
(2006): 68-72. 
 
Haider, Mary W. ―Product Liability: Retention and Risk Management Solutions.‖ 
Information Management Journal 40 (2006): 56-62. 

Hansson, S.O. ―Fallacies of Risk.‖ Journal of Risk Research 7 (2004): 353-360 

Inland Marine Underwriters Association. Libraries & Archives: An Overview of Risk and 
Loss Prevention. New York: Inland Marine Underwriters Association, 1993.  

Kenney, Ann R. and McGovern, Nancy Y. ―Preservation: Risk Management for Web 
Resources.‖ Information Management Journal 36 (2002): 52-61. 
 
Lemieux, Vicki L. Managing Risks for Records and Information. Lenexa, KS: ARMA, 
International, 2004.   
 
Marchetti, Anne M. ―How to set up an ERM Program.‖ Journal of Corporate Accounting 
and Finance 17 (2005): 57-59. 
 
Martin, David and Manley, Mark R. ―Linking compliance, risk management.‖ Pensions 
and Investments 34 (2006): 12. 
 
McAdams, Arthur C. ―Security and Risk Management: A fundamental business issue.‖ 
Information Management Journal 38 (2004):  

Nelson, N. ―Special Section: Risky Business; Legal and Liability Issues Related to 
Internet Access.‖ Library Administration & Management 15 (2001): 14-38.  

Peglar, Rob. ―Evidence Management Solutions for Mitigating E-Records Risks.‖ 
Information Management Journal 41 (2007): 56-60. 

http://www.clir.org/pubs/reports/pub93/pub93.pdf


 34 

Saffady, William. ―Risk Analysis and Control: Vital to Records Protection:‖ Information 
Management Journal 39 (2005): 62-68. 
 
Sarewitz, D., Pielke, R. Jr., and Keykhah, M. ―Vulnerability and Risk: Some Thoughts 
from a Political and Policy perspective.‖ Risk Analysis 23 (2003): 805-810. 
 
St. Germain, Rene. ―Information Security Management Best Practice Based on ISO/IEC 
17799.‖ Information Management Journal 39 (2005): 60-66. 
 
Sharon, Bill. ―Operational Risk Management: The Difference Between Risk 
Management and Compliance.‖ Business Credit 108 (2006): 12-13. 
 
 
 
Storage and Filing 
ARMA International Standards Filing Systems Task Force. Filing Procedures: A  
Guideline. Prairie Village, KS: ARMA International, 1989. 
 
ARMA International Standards Filing Systems Task Force. Numeric Filing: A Guideline. 
Prairie Village, KS: ARMA International, 1989. 
 
ARMA International Standards Filing Systems Task Force. Subject Filing: A Guideline. 
Prairie Village, KS: ARMA International, 1989.  
 
Bennick, Ann. Active Filing for Business Records. Prairie Village, KS: ARMA  
International, 2000. 
 
Blau, Scott. ―SOA for Document Capture.‖ AIIM E-doc Magazine 21 (2007): 14-16. 

Cisneros, Laura, Hunt, David Hunt, and McCollam, Donald. "Information Architecture: 
Bring the University's Information Inventory Under Control," in The Information 
Professions and the Information Professional: Proceedings of the1997 CAUSE 
Conference." CAUSE, 1997. 
http://www.educause.edu/ir/library/html/cnc9759/cnc9759.html  

DeStefanis, Bill. ―MFPs for Capture.‖ AIIM E-doc Magazine 41 (2007): 16-18. 

Lyman, P., and Kahle, B. ―Archiving Digital Cultural Artifacts: Organizing an Agenda 
for Action.‖ D-Lib Magazine 4 (1998). www.dlib.org/dlib/july98/07lyman.html 

Moore, R., Baru, C., Rajasekar, A., Ludaescher, B., Marciano, R., Wan, M., Schroeder, 
W., and Gupta, A.. ―Collection-Based Persistent Digital Archives - Part 1.‖ D-Lib 
Magazine 6 (2000). www.dlib.org/dlib/march00/moore/03moore-pt1.html 

http://www.educause.edu/ir/library/html/cnc9759/cnc9759.html
http://www.dlib.org/dlib/july98/07lyman.html
http://www.dlib.org/dlib/march00/moore/03moore-pt1.html


 35 

 Moore, R., Baru, C., Rajasekar, A., Ludaescher, B., Marciano, R., Wan, M., Schroeder, 
W., and Gupta, A. ―Collection-Based Persistent Digital Archives - Part 2.‖ D-Lib 
Magazine 6 (2000). www.dlib.org/dlib/april00/moore/04moore-pt2.html 

National Archives of the United Kingdom. ―Business Classification Scheme [File plan] 
Design.‖ http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm 
 
National Information Standards Organization Staff and William K. Wilson.  
Environmental Guides for the Storage of Paper Records. Ann Arbor, MI: NISO  
Press, 1996. 
 
Phillips, John T. ―Should PDF Be Used for Archiving Electronic Records?‖  Information 
Management Journal (Jan 2001):  60-63. 

Puglia, S. ―Creating Permanent and Durable Information, Physical Media and Storage 
Standards.‖ CRM 2 (1999). http://tps.cr.nps.gov/crm/archive/22-2/22-02-10.pdf 

Sawyer, D., and L. Reich. ―Reference Model for an Open Archival Information System 
(OAIS) CCSDS 650.0-W-5.0.‖ White Book 5 (1999).  

Scherlis, W. L. ―Repository Interoperability Workshop: Towards a Repository Reference 
Model.‖ D-Lib Magazine 2 (1996). 
www.dlib.org/dlib/october96/workshop/10scherlis.html 

Williams, Robert F. "Media Migration: A New Issue that Needs New Accounting." 
Imaging World (1997). 

Yates, JoAnne. ―From Press Books and Pigeonhole to Vertical Filings: Revolution in 
Storage and Access Systems for Correspondence.‖ Journal of Business Communication 19 
(1982): 5-26. 
 
 
The Records Professions and Society 
ARMA International. www.arma.org 

Baron, Jason R. "Recordkeeping in the 21st Century." Information Management Journal 33 
(1999): 8-16.  

Bearman, David. "How the Information Revolution Might Affect Us Professionally." 
Canadian Journal of Information and Library Science 22 (1997): 38-55.  

Brown, Thomas E. "Myth or Reality: Is There a Generation Gap Among Electronic 
Records Archivists?" Archivaria 41 (1996): 234-243.   

Duranti, Luciana. ―The Odyssey of Records Managers.‖ In Canadian Archival Studies and 
The Rediscovery of Provenance. Metuchen: Society of Canadian Archivists and Association 
of Canadian Archivists, 1993. 29-60. 

http://www.dlib.org/dlib/april00/moore/04moore-pt2.html
http://www.nationalarchives.gov.uk/electronicrecords/advice/default.htm
http://tps.cr.nps.gov/crm/archive/22-2/22-02-10.pdf
http://www.dlib.org/dlib/october96/workshop/10scherlis.html
http://www.arma.org


 36 

Gilliland-Swetland, Anne J. Enduring Paradigm, New Opportunities: The Value of the 
Archival Perspective in the Digital Environment. Council on Library and Information 
Resources, 2000.  

Henry, Linda J. and Southerly, Tom. "Archivists and Statistical Literacy." Of 
Significance...A Topical Journal of the Association of Public Data Users: Statistical Literacy 
1(1999): 31-34.  

Henry, Linda J. "Schellenberg in Cyberspace," American Archivist 61 (1998): 309-327.  

Institute of Certified Records Managers. www.icrm.org 

Kahn, Randolph A.  "Carpe Diem: Records Management Does Not Get Any Sexier." 
AIIM e-doc Magazine (2002). http://www.e-
docmagazine.com/expert_article.asp?ID=25033&header=e_expertcorner_header.gif 

Society of American Archivists. www.archivists.org 
 
Understanding Society Through Its Records. http://johncurtin.edu.au/society/ 
 
Webster, Bernika M. ―Records Management: From Profession to Scholarly Discipline.‖ 
Information Management Journal 33 (1999): 20-29. 
 
Yusof, Zawiyah M. and Chell, Robert W. ―Records Management Education and 
Training World-Wide: A General Overview of the Current Situation.‖ Records 
Management Journal 8 (1998): 25-54. 

http://www.icrm.org
http://www.edocmagazine.com/expert_article.asp?ID=25033&header=e_expertcorner_header.gif
http://www.edocmagazine.com/expert_article.asp?ID=25033&header=e_expertcorner_header.gif
http://www.archivists.org
http://johncurtin.edu.au/society/

