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Wh y a re  we  
h e re ?
Feedback!!

• Email preservation and 
archiving does not mean 
keeping all email, because 
we can. Not all emails are 
records.

• Email archiving at Williams 
is working. How do I expand 
and share what is working?



Pu b lic  in s t itu t ion s  m u s t  fo llow  s ta te  
m a n d a te d  re c ord s  p o lic ie s  a n d  

s c h e d u le s . Lib e ra l a rts  c o lle g e s  a n d  
p riva te  in s t itu t ion s  h a ve  th e  a b ility to  

exp e rim e n t , im p rove , a n d  exp a n d  wh a t  
g ood  re c ord s  m a n a g e m e n t  a n d  
in s t itu t ion a l h is to rie s  m e a n . Th is  

in c lu d e s  e m a il a rc h ivin g .



Willia m s  Colle g e  a n d  Ba c kg rou n d

• Private
• Small liberal arts college
• Highly selective
• Records management 

policy
• Campus priority to examine 

Williams institutional 
histories



De fin it ion : 
Ca p s ton e  
Ap p roa c h  fo r 
Em a il 

The Capstone Approach is a method of 
email management that bases appraisal 
and scheduling on the account owner's 
role or position rather than individual 
email content, as a means of simplifying 
and automating management. (NC.gov)



Ca p s ton e  works , exc e p t  wh e n  it  
d oe sn 't . Un -c a p s ton e -in g  fo r 

d ive rs ity! 



Ca p s ton e  re su lts  in  a  la c k  of 
d ive rs ity in  th e  h is to ric a l 

re c ord . How  c a n  w e  c ou n te r 
th is ?



Williams is preserving a wide-range 
of email as record



How to  Ma ke  it  Work!: Low-Ba rrie r Em a il 
Arc h ivin g  Toolkit  fo r Sm a ll In s t itu t ion s

• Records/ Information Management Committee: official or unofficial 
committee 

• Records policy
• OIT and data management policies
• General records retention schedule
• Individual schedules
• Personal archiving
• How to do it!: Email Archiver Pro, accession and process, digital 

preservation. and access



Re c ord s  Po lic y

"Records can be recorded 
in any physical form or 
medium, including 
hardcopy and electronic."



Offic ia l o r Un offic ia l 
In form a tion /Re c ord s  

Grou p

Records Manager/ Digital 
Resources Archivist

OIT Director

Library Driector

OIT Head  of Administrative  
Systems

College  Counsel

President's office

Faculty member



OIT a n d  Alig n in g  Da ta  Po lic y w ith  
Re c ord s  Po lic y

"College Records, as described in detail in the 
Policy Regarding the Management of College 
Records, are vital for essential business 
workflows of the college. Some data, as 
containers of records, are historical or are 
legally required to be maintained for certain 
time periods. Data that fits either of these 
requirements must be preserved or disposed 
of in accordance with the college’s records 
policy and the associated records retention 
schedule."

https://specialcollections.williams.edu/recordsmanagement/records-management-policy/


Ge n e ra l Re c ord s  Re te n t ion  
Sc h e d u le

Email is an electronic form of correspondence. As such, it is 
subject to the retention guidelines developed by your office in 
cooperation with the Records Manager. If your office has yet to 
meet with the Records Manager, a good rule of thumb follows:

• Routine correspondence dealing with general administrative 
matters should be retained three years and then confidential 
dispostion.

• Correspondence recording significant transactions, projects, 
events, and operations should be transferred, in accordance 
to your unit’s retention schedule, to the Records Manager for 
permanent retention. This transfer may happen annually or at 
separation from the college.

• The Records Manager preserves the staff, faculty, and 
student listservs. These may be disposed of. 
Recommendation- 1 year.

http://specialcollections.williams.edu/recordsmanagement/email-management/#which-correspondence-is-significant


In d ivid u a l Re c ord s  
Re te n t ion  sc h e d u le s  
a n d  In c lu d in g  Em a il



Personal Archiving and Curation: 
"Everyone is an Archivist"



How  To Do It : Willia m s ' Low -
Ba rrie r Workflow



Cu ra te  a n d  Goog le  Ta ke ou t

• Encourage self-curation and 
personal archiving using Records 
Policy and records schedules 

• Transfer Google Takeout annually 
or when leaving institution



Em a il Arc h ive r 
Pro



Ac c e ss ion , 
Proc e s s , a n d  
Dig ita l 
Pre se rva t ion



e PADD for 
a c c e s s

More  a ll 
c a m p u s  
d ig ita l 

c u ra t ion / 
p e rson a l 
a rc h ivin g  
t ra in in g s

Id e a s  fo r 
w h a t  is  n ext?

PDF 
sp e c ific a t ion s  

for e m a il 
a rc h ivin g



Thank you  and  Que s tions!

• Id e a s  fo r d is se m in a t ion ?
• Da ta  to  c o lle c t?
• Form a ts  o r m e th od s  for 

b u ild in g  a  too lkit?



Lin ks !
• Email Archiving at Williams Site

https://specialcollections.williams.edu/recordsmanagement/email-management/
• Williams Records Management Policy

https://specialcollections.williams.edu/recordsmanagement/records-management-
policy/

• Williams Google Takeout Directions
https://docs.google.com/document/d/1AdoPmAHuVH6vRIJ4nHwolnMdjAo5nQExc
JH2uIMc44k/edit

• Email Archiver Pro
https://emailarchiverpro.com/

• Williams and the Stockbridge- Munsee Partnership
https://diversity.williams.edu/the-stockbridge-munsee-community/

https://specialcollections.williams.edu/recordsmanagement/email-management/
https://specialcollections.williams.edu/recordsmanagement/records-management-policy/
https://emailarchiverpro.com/
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