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	Title
	Description
	Author
	Date

	Applying Technology to Record Systems: A Media Guideline
	
	U.S. General Services Administration Information Resources Management Service
	1993

	The Digital Records Conversion Process: Program Planning, Requirements, Procedures
	This document was prepared as part of the work of the ARMA Task Force on conversion requirements.  The aim of the Task Force was to develop conversion requirement that an organization can use to ensure that its electronic records remain authentic and trustworthy as they are converted from one recordkeeping system to another.

Approved as American National Standards Institute (ANSI) Standard, March 1, 2007
	ARMA International
	2007

	Document Management for the Enterprise: Principles, Techniques, and Applications
	
	Sutton, Michael J. D.
	1996

	Electronic Document Imaging: Technology, Applications, Implementation
	Intended for records managers, information systems analysts, office automation specialists, librarians, archivists, and other information professionals who want a systematic introduction to electronic document imaging technology and applications.
	Saffady, William
	2001

	Electronic Records Retention: An Introduction
	
	Stephens, David O., CRM, CRC

Wallace, Roderick C., CRM
	1997

	E-Mail Rules
	A Business Guide to Managing Policies, Security, and Legal Issues for E-Mail and Digital Communication
	Flynn, Nancy

Kahn, Randolph, Esq.
	2003

	Emergency Management for Records & Information Programs
	
	Jones, Virginia A., CRM

Keyes, Kris E.
	1997

	Emergency Management for Records & Information Programs, 2nd Edition
	Assists records managers, information technology managers, risk managers, compliance managers, and all who are responsible for the protection of their organization’s information resources
	Jones, Virginia A., CRM, FAI
Barber, Darlene, CRM
	2011

	Gates
	How Microsoft’s Mogul Reinvented and Industry and Made Himself the Richest Man in America
	Manes, Stephen

Andrews, Paul
	1994

	Glossary of Records and Information Management Terms, 3rd Edition
	
	ARMA International
	2007

	Guideline for Evaluating Offsite Records Storage Facilities
	This guideline provides guidance in the evaluation of and negotiation with commercial storage facilities for the storage of business records in physical form, as well as related information services
	ARMA International
	2007

	Guideline for Outsourcing Electronic Records Storage and Disposition
	This guideline is designed to provide information and assist recordkeeping personnel who choose to contract out the storage, retrieval, and disposition of electronic records.
	ARMA International
	2008

	Guideline for Outsourcing Records Storage to the Cloud
	This guideline discusses cloud-based solutions for RIM.  These include software as a service and hosted applications.
	ARMA International
	2010

	Information and Image Management
	Addresses the need for a systematic approach to managing records throughout their life cycle, from creation to final disposition
	Ricks, Betty R., CRM

Swafford, Ann J.

Gow, Kay F.
	1992

	Information & Records Management
	Textbook - Second Edition
	Maedke, Robek & Brown
	1981

	Information & Records Management: Document-Based Information Systems
	4th Edition
	Robek, Mary F., CRM

Brown, Gerald F., CRM

Stephens, David O., CRM, CMC
	1996

	Information Resource Management
	A Records Systems Approach - Second Edition
	Ricks, Betty R., CRM

Gow, Kay F.
	1988

	Instant Messaging Rules
	A Business Guide to Managing Policies, Security, and Legal Issues for Safe IM Communication
	Flynn, Nancy
	2004

	Introduction to Electronic Imaging
	
	Avedon, Don M.
	1996

	Job Descriptions for Records & Information Management
	A guide to the creation of effective records and information management job descriptions
	ARMA International
	2008

	Legal Requirements for Microfilm, Computer & Optical Disk Records
	Evidence, Regulation, Government, and International Requirements
	Skupsky, Donald S., JD, CRM
	1991

	Managing Electronic Records
	4th Edition
	Saffady, William, Ph.D.
	2009

	Managing Records in Microsoft SharePoint 2010
	This report is intended for those who know very little about recordkeeping principles, practices, and methods but wish to learn how to properly and effectively leverage the new recordkeeping capabilities of SharePoint 2010
	Miller, Bruce
	2012

	Office Systems Integration
	A Decision-Maker’s Guide to Systems Planning and Implementation
	Fischer, Barbara S.
	1987

	Procedures and Issues for Managing Electronic Messages as Records
	This technical report addresses privacy, confidentiality, security, electronic message policy compliance, appropriate use, legal considerations, and disaster recovery

An ANSI Technical Report prepared by ARMA International, Approved by American National Standards Institute (ANSI), August 26, 2007
	ARMA International
	2007

	Productivity & Records Automation
	
	Kalthoff, Robert J.

Lee, Leonard S. CRM
	1981

	Recordkeeping Requirements
	The First Practical Guide to Help You Control Your Records...What You Need to Keep and What You Can Safely Destroy
	Skupsky, Donald S., JD, CRM
	1988

	Records and Information Management Fundamentals of Professional Practice
	2nd Edition
	Saffady, William, Ph.D.
	2011

	Records and Information Management

Fundamentals of Professional Practice
	Principles and practices for systematic management of recorded information
	Saffady, William
	2004

	Records Management Handbook
	
	Penn, Ira A.

Morddel, Anne

Pennix, Gail

Smith, Kelvin
	1989

	Records Management: Making the Transition from Paper to Electronic
	
	Stephens, David O., CRM
	2007

	Records Retention Procedures
	Your Guide to Determine How Long to Keep Your Records and How to Safely Destroy Them!
	Skupsky, Donald S., JD, CRM
	1990


