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 What comes to mind when you think of  
 information?

New to 
Records
Management?
We have
the information
you’re looking for.

As a business asset, these records hold significant economic, fiscal, legal, 
risk-management and competitive value. Given the potential impact 
poor record keeping practices can present, effective policies to control 
these critical assets is essential. Without this control, retention periods 
may be ignored, which could result in records being stored longer than 
required, which can then result in unnecessary storage costs. Improper 
record keeping can also translate into valuable staff time being spent 
on retrieving lost or misplaced information, not to mention the risk of 
penalties for non-compliance or legal infractions.

Recent corporate scandals have demonstrated that the failure to 
follow established records management procedures not only puts an 
organisation’s critical information at risk, it also puts the company’s 
reputation at risk. The EasyCorp team would like to help you avoid these 
issues. Whether your records are hard copy, electronic or a combination 
of the two, we will guide you through each step of the process to develop 
your records management program. We encourage you to refer to 
our Information Sheets as a resource as you enhance your filing 
systems and records management processes.

Information is vital to every organization’s success. The problem is that 
many companies have an abundance of unnecessary information that is 
cluttering up office space. How do you sort through the piles of paper 
or electronic files and organize the individual files? The best approach is 
through records management. 

Records management is the engine that drives the identification of 
records and renders them retrievable at the right time, in the right 
format and to the right people. It also identifies records which are 
obsolete and ensures they are disposed of at the end of their lifecycle, 
which frees up the time of staff resources and valuable office space.

 Letters
 Reports
 Financial statements
 Legal documents
 Customer databases

Every type of industry, whether it’s law, 
insurance, education or healthcare, relies 
on information to manage their business 
operations.

While the way that each of these industries 
uses their information is different, one 
common factor among all industry sectors is 
that the information they generate will result 
in the creation of hard copy and/or electronic 
records. 
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A record therefore, as defined by The International Organisation for 
Standardisation is “information created, received and maintained as 
evidence and information by an organisation or person, in pursuance 
of legal obligations or in the transaction of business.” Foremost, it is 
physical evidence that can be taken into a court of law. In the event 
that it is, one must be able to prove in court that the record of note is 
authentic and reliable,  has maintained its integrity and is useable.

Records management correlates to the term Information Management, 
which is the process of preserving information throughout its lifecycle 
by using technology, systems and processes.  By developing a system, you 
can keep information in an efficient manner for easy retrieval.  A system 
can include the maintenance of physical documents and electronic 
records. Since a records management program is a service-oriented 
initiative that provides services to all departments when a record 
request is made, these specific objectives are fulfilled:

 Availability of accurate and timely information when requested

 Maintenance of an efficient system for the records life cycle,  
 which is creating, storing, retrieving, retention and disposal 
 of records

 Using measures to evaluate and improve the records program

 Training other personnel regarding proper control and  processing 
 of records

The proper management of records is a business practice organisations 
cannot afford to neglect. To do so may result in loss of productivity, 
organisational disorder, increased costs and the possibility of the 
permanent loss of business-critical information assets, which could 
result in litigation. 

By instituting sound record keeping practices, your organisation will 
benefit from improved workflow, streamlined processes, reduced 
records management costs, as well as safeguarding the privacy and 
confidentiality of its most valuable business resource – its information. 

 The record is present
 The record can be accessed
 The record can be interpreted
 The record can be trusted
 The record can be maintained through time

 Reliable records management helps to ensure  
  that:

It is our hope that EasyCorp UK Ltd’s
Records Management will be a

useful resource in assisting 
you with establishing and/or 

assessing your records
management program. 

Should you require the services of
an offsite records storage company,

EasyCorp UK is available to assist you
with all aspects of your records

management requirements.
We encourage you to contact us

with any questions - Just call
0845 678 1234 for freindly advice

http://archive.easycorpuk.co.uk
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