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This brief article is intended to describe sev-
eral data categories (“buckets”) that may con-
tain records in most organizations and to pro-
vide practical tools to identify, schedule, and
migrate the data for scheduled retention peri-
ods. Experienced records managers and archi-
vists who use established paper-based records
retention schedules are now confronting me-
dium- (6 years) and long-term (10 years+) re-
tention of electronically formatted records. It
is likely that the business units enabled by
information systems departments will go
through two to three different automated infor-
mation systems during these time periods.
Many of these records managers are complet-
ing electronic records inventories for their or-
ganizations and will need to retain the file for-
mat information, if for no other reason than to
communicate effectively with IT staff. This
field guide poses some of the survey questions
they will have to ask the business unit staff
who have data creation responsibilities (data
stewards), and it also provides limited exam-
ples of the most well-known file formats that
records managers and the system administra-
tors may utilize to address recordkeeping re-
quirements.

Communications Bucket. The email message
was received in a Microsoft (MS) Outlook envi-
ronment and displayed a subject line that
read: “Citibank Security Update.” The mes-
sage was ostensibly sent from Citibank on
Sunday, October 10, 2004. Well, | do have a
Citibank relationship but | don't normally re-
ceive this kind of mail on my work computer's
desktop. Hmmm, let me right mouse click on
the message line while not OPENING the mes-
sage since it has an attachment. OK, the drop-
down menu displayed by MS Outlook has
“options” available. Selecting that line dis-
plays the “Message Options” window. Now i
can view all of the hidden Internet Headers.
Scanning down a few lines for the Received:
from mof-gw-01-213245013152.chelio.fr
([213.245.13.152]) by ..Sun, 3 Oct 2004
09:51:45 -0400. Ah, there it is, the network
machine is from France. How do | know this?

The Internet Protocol (IP) address is from “fr.” That
little two letter abbreviation is all | need to know
that this probably isn’t an official Citibank message.
DISPOSED.

Electronic mail has become so complicated and has
created such a chilling effect in terms of record-
keeping that organizations are trying to use techno-
logical solutions to overcome the spamming, virus
exposure, and wasting of time and storage space. A
cheaper more practical approach is for organiza-
tions to educate the email system users on basic
common sense usage of the technology. For exam-
ple, users can be taught to protect themselves by
visually scanning suspect email messages for the
types of clues mentioned above. Email users can
find lists of the country codes at several web-based
pages sponsored by standards bearing organiza-
tions.

In terms of file formats created on email
(communications) systems, there are a number of
proprietary formats that cannot be saved for ap-
proved retention periods. Microsoft creates the
.msg format and the Exchange Server saves the
message as a .pst file. Microsoft will not maintain
these file formats forever, so each organization
should develop an electronic email management
system for its own use. Until then, messages that
have to be saved should be retained as vanilla text
(.txt) files. Attachments will come in as their native
formats and will be read by your email system using
sophisticated Application Programming Interfaces
(AP1) that go out and launch office automation prod-
ucts such as Microsoft Word or Excel. Other exam-
ples of communications systems that are not dealt
with in this article include Facsimile Transmission
and Electronic Document Interchange (EDI). | sug-
gest that you start reading about the file formats
and the technical requirements needed to keep the
data types associated with these systems.

Office Automation. Generally, office automation
includes but is not limited to word processing and
spreadsheet functions. Database management
systems are described separately below as they still
command the greatest percentage of automated
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ARMA Gaithersburg November Meeting
" Alphabet Soup Has Joined Chicken Soup for Health"
Speaker: Carol Bickford

Wednesday, November 10, 2004
Far East Restaurant, 5505 Nicholson Lane, Rockville, MD
6:00 PM Networking; 6:30 Dinner; 7:30 Program

Program: Grandma's chicken soup has long been a remedy for cold symptom management.

But today's healthcare alphabet soup reflects the complexity of American healthcare and contains
words like HIPAA, NHII, CHI, CMS, JCAHO, NQF, AHRQ, NCQA, URAC, HON, APRN,
CNS, NP, CRNA, ABCcodes, HCPCS, CPT-4, ICD-10 CM, HL7, NCVHS, DHHS, and on and
on. What do those terms mean for consumers? How should ARMA take part in this soupmak-
ing? Gaithersburg Chapter member Carol Bickford, PhD, RN,BC, will try to make sense of the
confusing terms and answer these questions.

Speaker: Dr. Bickford is a retired Navy Nurse Corps Officer, currently holds a Senior Policy
Fellow position in the Department of Nursing Practice and Policy at the American Nurses Asso-
ciation, and is also a managing member of her own small, women-owned business, Informatics
Consulting and Continuing Education, L.L.C. She regularly presents at national and interna-
tional conferences and has authored numerous publications.

Menu: Lazy Susan buffet including Egg Rolls, Shrimp Toast, Steak on a Stick, Asparagus
Shrimp, Beef Szechwan Style, String Bean Szechwan, House Lo Mein, Steamed and Fried Rice,
Dessert and Tea. Cash bar.

Cost: $25.00 for members and $30.00 for non-members.

Reservations: Please RSVP by 5 PM Monday, November 8 by sending an e-mail to gbur-
garma@yahoo.com. No shows and cancellations after 5:00 PM Tuesday, November 9 will be
billed. For last minute information and recorded directions please call the History Associates
Hotline 301-279-9126 x200.

Directions: Follow Rockville Pike (Route 355) north from the Beltway or 270. Turn east at the
intersection with Nicholson Lane (between White Flint Mall and the White Flint Metro Station).
Proceed approximately 1/2 mile on Nicholson to the top of the hill, just past the light at Nebel
Street. The Far East Restaurant is on the left, across the street from the La-Z-Boy.
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