
RM Ops Mgr 1/18/2006 Page 1 of 20

Challenges Facing
a

New Records Manger 

Scott Carlson
Operations Manager, Philip Morris USA

Presented to
Richmond ARMA/AIIM Chapter



RM Ops Mgr 1/18/2006 Page 2 of 20

Overarching Challenge

Compliance: Part of the Business Process
– People want to do the right thing
– Make people confident
– Build compliance in without it being a burden

INPUT OUTPUT

COMPLIA
NCECOMPLIANCE
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Topics

• A Little Background Information

• Specific Challenge Areas
– Infrastructure
– Training
– Storage
– Technology
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Background

Over 200,000 boxes of records stored
– Paper and Microfilm/fiche

Large Diverse Employee Population
– 11,000 + employees (hourly & salary)

Factors that affect our RM Program
– Compliance requirements

• Laws, Regulations, and Business Requirements
– Litigation
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Infrastructure

Challenge
– Communication (large diverse population)

How are we addressing: 
Compliance Leaders

On-boarding Manual
Law Info Sharing Sessions

RM functional support structure
Quarterly Forums
CLP Courses
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Infrastructure

How are we addressing (Cont’d): 
Resources

Webpage (Policies & Procedures)
4 The Record Live
4 The Record Biweekly Questions

• Intranet and Desk Drop
Ask Records Management Mailbox
Frequently Asked Questions



RM Ops Mgr 1/18/2006 Page 7 of 20

Webpage
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Training

Challenge
– The right training at the right time

How are we addressing: 
RM Training Project Team (X-functional)

Focus Groups
Assessment Results
Analysis (Training vs. Requirements)
Project Management Methodology
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The Methodology

Project 
Initiation

Project 
Planning

Project 
Execution

Project 
Close-out
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Storage

Challenge
– Storing different types of media

How are we addressing: 
Building a Records Center

Temperature & Humidity Controlled
Security Classified Materials
Vault (e-media)
Boxed Record Management Workflow
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Technology

Challenge
– Build Records Control into process and system 

design/retirement
How are we addressing:

RM Technology Group
Example: Electronic Laboratory Notebook
Example: System Retirement Board

Disposal Suspension System
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What is DSS?

DSS is a custom software add-on to Microsoft 
Outlook that forwards selected e-mail and other 
electronic files to a permanent litigation archive

System is “user-centric:” users are prompted to 
forward sent and received e-mails to archive, but must 
apply disposal suspension rules

Once user makes DSS determination, user may 
generally either save or delete remaining Outlook copy
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DSS for Sent Mail

• Yes/No menu pops 
up for all e-mail when 
user hits “Send”

• “Yes” adds DSS 
archive as a “bcc” to 
the message and any 
attachment

• “Pop Up” also works 
when e-mail sent from 
within  Word, Excel, 
PowerPoint, etc.
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DSS for Received Mail

• Mail from outside the Company is automatically 
identified with a “?” through connection to HR and IS 
lists of employees and email accounts

• Users must only determine disposal suspension status 
of emails received from the outside, since sending 
employee makes the determination for messages sent 
from within
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DSS for Received Mail

• User highlights the “?” message (or a group 
of messages) and clicks on the DSS toolbar, 
which pops up the familiar “Yes/No” menu

• Clicking “Yes” forwards the message and 
any attachment to archive

• “?” turns to a “Yes” (or a “No”) after user 
makes determination
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PM USA “DSS” Help Screen

Users can “drill down” from 
the Help Screen summary
to a Compilation of all DSN’s 
to each individual DSN
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DSS for Other E-Files

• Dragging files into 
Dropbox opens DSS 
menu box

• User may send 
additional files by 
clicking “Add Files” 

• When user selects 
“Send to DSS,” files 
are individually 
forwarded as 
attachments to 
archive
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DSS for Other E-Files

• Each user’s desktop 
has a DSS “Dropbox” 
folder

• Disposal suspended 
files can be dragged-
and-dropped into 
Dropbox



RM Ops Mgr 1/18/2006 Page 19 of 20

DSS for Other E-Files

• In addition to 
Dropbox, users may 
right-click on files 
from Windows 
Explorer and select 
“Send To” and “DSS 
Dropbox”

• DSS Dropbox is 
used for electronic 
files not circulated 
by Outlook email
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QUESTIONS


