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1.	Introduction


Despite the growing acceptance of the importance of records management, the field has been continually debated as  bearing undervalued concept especially when theory is concerned. Findings of several surveys attest to this situation, but do not explain many reasons that contribute to the lack of understanding and acceptance of records management as a separate discipline. The paper will consider whether there exists an accepted body of theory underlying records management methods and practices as there is an ongoing debate over the issue. Some authors assert that the field depends upon a distillation of existing theory, whilst others argue that records management is underpinned by distinct and separate theories. For any field or discipline to be accepted, it must posses a strong foundation in theory.  In relation to that, the author will  examine theories from other areas and disciplines relevant to records management.





Upon exploring the theoretical dimensions of the field, an attempt is made to create an appropriate model that will help to explain the state of the art of the discipline to enable a degree of agreement in understanding records management.  This approach is used as Schwartz and Hernon (1993: 296), who argued that records management would remain a cross-disciplinary field which benefits from the theory, research and practices of different disciplines and professions. But at the same time, such a situation poses difficulties for the discipline if it is to develop its own identity within academic development. 





2.	What is Theory


Theory is important for any discipline because it is the underlying description of the nature of the field. It is vital, especially when hypothetical underpinning is needed to identify and explain relevant relationships between facts. Verma and Beard (1981: 10) stress that sometimes the formulation of a theory may indicate missing ideas or links and the kinds of additional data required. But it is also essential in stimulating the advancement of knowledge still further.





A theory must have certain specific characteristics to be useful (Senn, 1990: 117). These include: a method for organising and categorising things; a sense that future events should be predictable from the theory; and that past events should be explainable in terms of theory; a sense of understanding about what causes events or results should emerge from consideration of the theory; and that theory should have the potential for controlling events. 





Interestingly, sometimes the term ‘model’ is used, instead of, or interchangeably with ‘theory’. Cohen and Manion (1980: 18) explain that:


“both may be seen as explanatory devices or schemes having a conceptual framework, though models are often characterised by the use of analogies to give a more graphic or visual representation of a particular phenomenon. Providing they are accurate and do not misrepresent the facts, models can be of great help in achieving clarity and focusing on key issues in the nature of phenomenon”.





The variation in terminology used to represent theory is often encountered in records management. Penn (1983: 3) uses “model” while Seibel (1987: 13) and Pedley (1992: 11) uses “paradigm” and “concept” respectively to mean a body of theory in records management. 





3.	Debates Regarding Theories in Records Management 


Records management experts continue the debate over theoretical issues underlying their practice. On one hand the literature suggests that the development of the discipline has not been based on a concrete body of theory. This argument is supported by the findings of analysis of records management courses offered by institutions of higher learning world-wide (Zawiyah and Chell, 1998)�. It is this diversion in perceptions about the subject that implies that records management lacks a theoretical basis, apart from the fact that it is relatively newer subset of information. 





The debate that records management is yet to establish a body of theory to support the field both as a profession and a discipline can be hark back to Cox. The field of records management is under-developed where theory is concerned and suggests that records management textbooks reflect a limited body of knowledge about the nature, theory and practice of records management (Cox, 1994: 119). This is significant since most records management writings has been limited to textbooks for education and for the dissemination of information about the parameters of the field.





On the other hand, Pemberton argues that “records management has evolved around a specific body of knowledge which is generally contained in many textbooks (Penn, Pennix, and Coulson, 1994: xii). Walters adopts the same opinion by admitting that records management:


“has a base of theoretical knowledge that informs the work of records managers. He stresses that records management as a discipline is strongly supported by the existence of its own theory. To him, the claim that records management is lacking of theoretical support is based on  misunderstanding of the disciplinary nature of the profession. The discipline of a profession means that it has a body of theoretical knowledge that informs the methods and  practices of its members” (Walters, 1995: 139). 





Both Walters and Pemberton are supported by Brumm who tries hard to convince educators that records management deserves a graduate education programme. The field does not suffer from a paucity of theory:


“records management includes knowledge, and if anything, it suffers from multiple theory disorder, since it encompasses knowledge of theories of information uses and users, concepts of information search and retrieval, and knowledge of the information life cycle theory - interwoven with theories of management. ... problems arise when information professionals seem not to understand the disciplinary nature of their professions and that this can lead to the misunderstanding of records management”� (Brumm, 1992: 333).





Mellody (1992: 18) supports this argument and asserts that the theory of information is as fully applicable to records management as it is to information science itself.  As such the study of information systems has a very significant contribution to the theoretical basis of records management.





According to Buckland, (1990: 801-9) the nature of the field, both practically and conceptually, is complex if it is viewed as the management of access to the working records of an organisation. On the other hand, it would be trivial if records management is viewed only as an activity concerned with the accessioning, arranging and acquiring of documents. He suggests that there  is a body of records management theory that has not yet been well-formulated; parts of this theory are and will increasingly be shared with other fields; and much of it is, perhaps, not yet properly recognised as theory (1990: 805). 





Buckland is right when records management education and training is taken into account. There is as yet no standard format to the course content. Thurston (1992: 166) realised this problem and this urged her to carry out a two year project (1992-1994) which aimed to produce a series of practical field training manuals and which describe the action required to develop or rehabilitate recordkeeping systems in commonwealth countries. The manuals are intended for use by academics and national archives and records managers’ in a field training programmes. The project revealed that there is as yet no standard guide to records management training. This situation further indicates that the field lacks a body of knowledge than can guide both trainers and practitioners.





The problem faced by records management in acquiring its own theory could be the result of two factors: firstly, that it is a professional practice thus it tends to emphasise the practical over the hypothetical (Dearstyne, 1993); and secondly, that it is still evolving (Robek, Brown, and Maedke,1987: v). 





Daniels and Walch (1984: xi) affirm that “records management, in a similar way to archives, is partly intellectual discipline and partly applied science ... [Practitioners] base their actions and judgements on a framework of ideas. Yet within this framework they apply concepts to their practice” 





However, records managers seem to identify a theory that is “unique” to their occupation, even though many issues involving records management are shared with other disciplines. The issues of records management theory can be better understood if discussed in a broader context that will help to yield a body of theory. These broader theoretical contexts include the functional contexts�; the professional contexts�; and the intellectual contexts�.





Despite these opinions, Dearstyne (1993: 222) argues the issue from a different perspective. He prefers the adaptation and modification of traditional archival theory to accommodate the challenges in managing records as the result of advances in technology. Under these new circumstances, archivists and records managers will have to continue applying and refining their approaches to fit changes in their practice. This opinion is based on an existing body of archival theory and practice which was developed primarily for records in a tangible form containing information that is fixed and unalterable. Dearstyne observes that:


“the archival field includes little in the way of formal theory or abstract notions and concepts. Writings on archival theory are rare, and nowhere in the literature is there a distillation of theory. Archivists have developed a theoretical basis for some work and operate on some important general principles and pragmatic approaches, mostly modified from practical American experience. But they lack a more fundamental philosophical under-pinning that addresses such basic questions as the ultimate purposes of archival work, the role of the archivist in documenting society, or how to gauge archival achievements�” (1993: 222).








The above is supported by Polden (1995: 95) who suggests that:


“archive administration is not an exact science. It stands on a very small number of general principles, the application of which must be tempered by common-sense and a measure of flexibility to fit the framework and contours of the organisation concerned but also consistent with a genuine acknowledgement of the purpose behind the principles even if it cannot be followed out to the letter”.





4.	Areas of Disciplines Relevant to Records Management 


A review of the literature of records management reveals that for a considerable time the theoretical framework underlying the discipline has been constructed from an archival perspective. Such a phenomenon is unavoidable as the development of the discipline is closely associated with, and has heretofore been regarded as a part of, the archives business. It projected out as a limb of archives and has only become a separate discipline as it seeks its own professionalism and recognition. A major difference between the two is that the main concern of archives is the value that non current records possess for secondary purposes, whilst records management emphasises the management of current records in order to add value to business administration. 





As the field has developed, records managers have emphasised the management aspect. The strong “sense” of management in records management has been particularly discussed by Pemberton (1995). In this regard, many organisations have adopted records management practices without the need to retain records for historical purposes but merely to eliminate problems caused by the inefficient and unsystematic management of their records. As a result,  records management has become increasingly identified as an administrative tool, vital to the efficiency of organisational management. This is illustrated in figure 1 below.





The reason for locating records management within management is that, today, information management is not solely a technical or professional issue, but also a business issue concerned with an organisation’s structure and objectives. Information management is required by business to manage its information resources. Understanding information management concepts help to avoid pitfalls. Following the increasing importance placed upon information, it can be said that the term information management has become very common in management, business and information literature (Taylor and Farrell, 1994:1). Management needs information to make decisions; businesses need their information to be managed; and information professionals recognise the importance of management skills in managing this resources.





A recent study reveals that the interest in and discovery of the need for records management in industry is relatively recent (Gill, 1993:3). But despite this recent development, the need to manage records is pressing. This need for a records management component in business management training, has urged some business and management schools to teach related courses. Such steps have been taken with the intention of fusing together elements from management theory, information management and business principles into a cohesive approach (Taylor and Farrell, 1994:1).








Figure  1


Records Management and Its Conceptual Framework
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However, it can be argued that there is a strong tendency for records management itself to incorporate the work of other disciplines in its search for a compliant body of theory. Figure 2 illustrates this.  This paper attempts to construct this body of theory incorporating three distinct areas of knowledge: namely archives; Records and Information Management (RIM) that encompasses information science and general management; and information technology (IT).





5.	Records Management from the Archive Administration (AA) Perspectives


Viewing records management from an archival perspective has been widely accepted within the profession. Historically, records management has often been strongly associated with archives. Jenkinson, Schellenberg, and Cook are perhaps the most influential figures in theorising records management from the archives standpoint. This is widely discussed in most of the existing textbooks in the field. Cook points out that records management is linked to archives because archives are a specialised type of record which have passed out of currency but possess continuing value (1977: 1-2). Like the records manager, the concern of the archivist is for the materials - the records.





From this perspective, the archivist assumes responsibility for all records as are judged to be worthy of treatment as archives (Cook, 1977: 5). This is a central principle of archive work. Cook’s  illustration  of   the  working  of  an archive office (1977: 11) clearly  involves  records management as part of its programmes. Such a notion is clearly reflected in the UK where archives  offices  often  include  a  records management function (Cook, 1977: 22).





Thus, records management is seen as an activity concerned with the control of the processes whereby records become archives. Withdrawal of non-current records, their handling and storage, and their evaluation as potential archives are essential elements of records management.





In addition to Cook, Paul (1988: 34) observes that Schellenberg, a leading archival theorist, clearly acknowledges the archival interest in records management. He asserts that the practices of appraisal, arrangement and description have evolved largely in response to the conditions in which  records  were  created  and  maintained, which in turn, largely defines their authenticity, preservation and use.








Figure  2


Records Management and Its Conceptual Framework
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As discussed above, a significant body of literature suggests that archival theory is applicable to records management. The debate over several issues shared by both profession reveals that both are adopting similar methods.





However, records management distinguishes itself from archives as a result of the need to respond to the management of active records. But they are in fact mutually dependent upon each other for complete success and share a common concern for the identification and preservation of records essential to the continuation of activity of their institutions and that both archivists and records managers are natural members of the larger information management profession (Paul, 1988: 35). They share the goal of the systematic acquisition of useful information.





The influence of archives in records management is yet again affirmed in The University of British Columbia (UBC) project - The Preservation of the Integrity of Electronic Records - led by Luciana Duranti and Terry Eastwood. The project focuses on questions of reliability and authenticity inrelation to electronic records using traditional archival principles to define requirements for achieving them (Mackenzie, 1997: 208). Notably, although records management has developed from the perspectives of archive to IT through RIM,  it is clear that the archival aspect is still dominant even in  the IT environment. This is evident in the work of the Edith Cowan University project where “the basic principles of recordkeeping and archive management continue to be a sound framework for electronic records management” (Erlandsson, 1997: 34).





6.	Records Management from Management (Records and Information Management - Information Science and General Management) Perspectives





Discussing records management from an RIM perspective is becoming common as much of the literature in the field now approaches the subject from this aspect. However, writing on records management from the IT perspective is likely to be more common in the near future as the creation of electronic records becomes more pervasive.





6.1	Information Science Perspective


It is difficult to define or determine the scope of information science as it brings together many different intellectual disciplines (Olsgaard, 1989: 8). The nature of the discipline is such that it is changing, enriching and developing itself. However, the discipline is accepted as an empirical science, observing phenomena associated with various processes such as information generation, transmission, transformation, compression, storage and retrieval with the ultimate purpose of gaining a better understanding of the nature of information (Zunde, 1985: 35).





In quoting Borko (1968), Vakkari and Cronin (1992: 9-10) spelt out that information science is:


“a discipline that investigates the properties and behaviour of information, the forces governing the flow of information, and the means of processing information for optimum accessibility and usability. It is concerned with that body of knowledge relating to the origination, collection, organisation, storage, retrieval, interpretation, transmission, transformation, and utilisation of information ... It has both a pure science component, which inquires into the subject without regard to its application, and an applied science component, which develops services and products.” 





 Borko’s definition was later expanded and simplified by Vakkari and Cronin (1992: 11) who  define information science as “a field devoted to scientific inquiry and professional practice addressing the problems of effective communication of knowledge and knowledge records among humans in the context of social, institutional and/or individual use or need for information.” 





The definition accorded to information science is closely related to the wide meaning of information itself. Information has been described as a commodity which generates economic value; as energy that can be transmitted by, or embedded in, ordinary forms of energy; as communication that involves exchange of data or transferring of data; as facts that serve as evidence; as data that needs to be processed; and as knowledge that implies a state of understanding beyond awareness (Debons, Horne, and Cronenweth, 1988: 2-3).





The concern of information science are many, but for this paper, it is the discipline which emphasises the need to develop scientific principles governing the storage and retrieval of information. Information specialists regard the organisation and storage for retrieval of information as the most familiar area of information science (Olsgaard, 1989: 6). 





Information science develops procedures and principles to be applied in practice alongside its aim to further what is known and utilise the flow of information in order to improve the living and working environment. Information retrieval has been one of the foci of information science. Information needs a system to be effectively stored and retrieved. Information retrieval systems involve matching the information needs of users with items that resolve those needs (Turner, 1987: 3).  This includes supplying users with documents and providing access to information via technology. Information retrieval systems include a population of documents; selection and acquisition; conceptual analysis; translation (by mean of description and indexing); document storage; and users. Selection and acquisition is crucial, for without the relevant information in the systems, all else fails (Turner, 1987: 4). The  elements of acquiring current and relevant information in a fast and efficient manner, are vital in the information retrieval process. 





The description and indexing subsystems in information retrieval involves the process of identifying what an item is about or what it is trying to say and then describing it in a way which will match the search requirements of the user. The subsystem will require vocabularies or lists of indexing� terms, or classification schemes, as well as systems that will allow the users to describe precisely the subject content of an item in a consistent manner.





The principles discussed above are adopted by records management in its seeking to enhance the access and use of records. It is in this context that principles and techniques developed in information science which have been widely accepted by library science, are applicable to records management. These procedures have been adopted in an empirical way, since records management does not limit itself to its traditional activities. Within this framework, records are not, in the first place, created for posterity (as might have been perceived in the past), but are utilised in helping to achieve a better decision-making process. Thus the adoption of information science techniques and principles enhances the  comprehension/understanding of the benefits of records management as it improves access to records.





6.2	The General Management Perspective


Weihrich and Koontz (1993: 23) define management as the process of designing and maintaining an environment for the purpose of the efficient accomplishment of selected aims. Managing is an essential activity at all organisational levels with the major  concern being to create a profit and to increase productivity. Managers are responsible for carrying out the functions of planning, organising, staffing, leading and controlling.





Management theory, according to Senn (1990: 117), is important in directing the practice of management and information usage in an organisation. This theory guides management to a better understanding of how the complexities of business interrelate by helping to explain why a certain event takes place.





The history of management shows that four distinct views have been formulated: scientific management,� human relations,� management science� and the sociotechnical� (Senn, 1990: 118-119); (Weihrich and Koontz, 1993: 30-50). 





All four theories of management, however, are being challenged in their inadequacy to answer current problems by the contingency view. This latest view suggests that the most important influence on management includes several other elements�. According to contingency theory, managers introducing information systems must constantly be aware of changes in the internal and external environment.  





Regardless of the type of management theory, it is obvious that information is crucial in exercising all these ideas. Each of these approaches relies on information for planning and decision-making. It is then argued that, for organisations to survive, they must have information systems to enable them to collect information, communicate it internally and process it so that managers can make decisions quickly and effectively in pursuit of organisational objectives (Wilson,1993: 3). Decisions are impossible without information and managers are constantly seeking more and better information to support their decision making. This characteristic is applicable to all organisations.





Regardless of the scale, all organisations, whether operating in a business or an administrative environment, have certain common features. Accordingly, Glew, Watts and Wells believe that all organisations must have some system for recording information relating to their activities, which also provides guidance for future action (1986: 4). Records are required that relate to the matters needed for performing activities. This information is essential to develop production, purchasing, personnel, financial and other strategies in most business settings. Many of these strategies have to be based on past experience. In addition, the organisation needs to retain records  to meet the legal requirements imposed by government. Theoretically, business structures form the basis of the formal communication network through which information generated by various information systems flows from one function to another.





Writings on records management from the management perspective have been the main concern of much of the literature in the field. Benedon, Emmerson, Penn, Rhoads, Schwartz, Hernon, and Diamond are all noted for their contributions to the area. However, Emmerson appears to extend the purely management focus in introducing business elements that add a further dimension to records management.





Emmerson firmly holds that records management is an administrative system by which an organisation seeks to control the creation, distribution, filing, retrieval, storage and disposal of its records. These records are either created or received by an organisation in the course of its business (Emmerson, 1984: 5). In other words, records arise naturally from the functions, activities, processes and transactions, substantive and facilitative, of the creating organisation. The valuable information contained in records is needed to support business. As such, records are required in two major areas; firstly, as evidence of the policies and activities of the business and secondly, since records provide information for the day-to-day management of the business. Emmerson’s argument clearly indicates that records management is an administrative tool to support business performance.





Pemberton too, in his foreword to Penn, Pennix and Coulson’s work (1994: xi), asserts that records management is a specialisation within the larger parent discipline of management. As a management tool, records management ensures the supply and protection of valuable and vital information for the purpose of business re-engineering. The information management and general management components in records management have triggered the incorporation of IT as technology comes to dominate administrative work. 





7.	Records Management from the Information Technology (IT) Perspective 


Under this heading, this paper will attempt to view records management from the standpoint of technology supported information systems that include MIS. Although it is argued that MIS is more closely associated with information science, for the purpose of this paper it is categorised by its use of information technology.  





The essence of information systems theory is that all information needs to be acquired, processed, stored, maintained and retrieved systematically in order to be of significant value and be used to gain improved efficiency. These activities are approximated by the information sector as information technologies and are closely interwoven. Implementation of these activities needs to be planned and managed effectively. This means that efficiency in each of those areas will result in the better performance of the organisation. Information management in this context is directed towards managing information to contribute to business performance. 





Touche Ross Management Consultants in a survey carried out in 1994, defined an information system as “the effective production, storage, retrieval and dissemination of information in any format and on any medium to support business objectives”. Best (1996: 4) observes that such a definition is also used by several other bodies notably the UK Association of Information and Image Management and Cimtech. 





According to Hirschheim (1989: 2), MIS is the approach or policy that an organisation adopts to manage its data/information resource. It involves the actual formal information an organisation chooses to account as its information resource; the information system designed to provide information to the various groups and individuals who request and/or need the information; the information technology used to manage the information resource; and the implementation approach to introduce both information systems and information technology into the organisation.


 


Osterle, Brenner and Hilbers (1993: 10) assert that MIS is the management of an enterprise’s information processing to ensure that the enterprise recognises the potential of its information resources. Information required by managers needs to be managed in a kind of system. This system is defined as “a collection of people, procedures, a base of data and sometimes hardware and software, that collects, processes, stores and communicates data for transaction processing at the operational level and information to support management decision-making” (Duffy and Assad, 1980: 6). 





Keary (1997: 6) asserts that organisations need an approach to help them identify clearly the internal sources of data in contrast to the external sources of data and to show how these interrelate by capturing information flows. This will help to create a greater awareness of what is available; where it is held; how to match information to needs and what information can be used to add new value for the customer. Information management, for that matter, is a methodology for identifying all existing information resources within an organisation, providing data to facilitate the assessment of available sources, and to help prioritise decisions for better delivery, improved organisation and accessibility of that information.  





Moreover, information management can also be used to help organisations to identify their own core business and the sources of information needed to support related activities. This will then alert managers to the amount of internally-generated information that exists and its potential for further use.  





The discussion above explains the fundamental assertions that have dominated the practice of information management. These are that information and information systems help an enterprise to achieve  competitive advantage; that the enterprise should assign resources to system development in accordance with the strategic significance of the information systems; that the information systems architecture must support the firm’s critical success factors; and that an enterprise-wide information systems architecture is a prerequisite for a competitive information system (Osterle, Brenner and Hilbers, 1993: xi) 





Successful implementation of an information system means achieving an acceptable contribution to the business over an extended period, at an acceptable cost and risk, and with the commitment of the business community at large. MIS is one of the principal mechanisms put in place for optimising this value.





On the other hand, Wards and Griffiths (1996: 395) make the point that the whole of the information environment throughout an organisation cannot be treated in the same way, and it is useful to categorise it in an information portfolio, related to business needs and potential. The starting point for implementing information management is in identifying high-level information portfolios for each business unit, aligned to their respective application portfolios and their business needs. The aim then is to bring information into the managed environment according to needs and priorities, and the risks associated with not managing it. This entails: focusing on strategic information which must be managed;  evaluating the key operational information in the current portfolio and determining how best to exploit its potential, at acceptable cost and risk; focusing on high potential information which may become strategic, but where structures and relationships are as yet hazy; and  choosing to ignore information which does not warrant a high priority for being managed.





For records management, this understanding of the information system is essential since the records manager’s main function is facilitating the flow of records and information throughout the organisation. Information storage and retrieval, subjects that have been extensively studied in information science, are significant to records management in many aspects (Mellody, 1992: 3). As such, information management theory has a remarkable contribution to make to the theoretical basis of records management. In many organisations, the services of information in general and records management in particular are complementary. They together fulfil the information needs of the organisation.


 


Information systems theory confirms that organisations rely on information and has identified the following aspects: having an effective information and information system gives an organisation a distinct competitive edge;  information and information systems tend to enhance the importance of people, the management of the information system is of concern to all members of an organisation;  and  information systems affect all levels of the organisation (Senn, 1990: 2).





The relevance of information systems to records management has been discussed by Smith. He argued for the integration of the records management and MIS department in an organisation as each of these areas has unique expertise to share with the other (1986: 35-7). 





Consequently, the impact of technology on records management is potentially immense. The inappropriateness of the approach and  concepts used in paper-based records management to the electronic environment has been discussed extensively. Projects have been carried out to define new approaches to records management. The most well known being The University of Pittsburgh Recordkeeping Functional Requirements Projects which was set up to seek a new definition of records. With the influence of technology, only records that have a functional role in the organisation qualify to be called records. Others that do not have such a role should be discarded. 





The Australian archivists have injected a new argument into the field of records management, in proposing that electronic records do not have a life cycle similar to/of the same nature as that of records in paper form. To them the concept of the life cycle is too limited to cater for technology generated records. They have argued that the concept of the life cycle should be replaced by the records continuum. 





8.	A New Framework for Records Management Theory


An attempt is made to construct a model  consisting a compliant theories of records management which will be of significance and a contribution to existing knowledge of records management. Reference has already been made to the fact that in the past, records management has been formed on a framework of two primary relevant bodies of knowledge. One perceives records management as a management technique (under the umbrella of RIM), whilst the other is influenced by the archival point of view. These conceptual frameworks are well established and continue to underlie much present records management practice.





The author would argue that such a framework is no longer suitable for an era where records management is confronted with issues brought about by technology. Records managers are no longer isolated from the advent of technology. In practice they are already reviewing their methods and principles to accommodate such changes.


 


Today, technologies that are already dominating administrative work introduce another challenge to records management.  Information technology generated records call for new ideas, as the concepts, principles and methods introduced by paper records are no longer adequate for records in this latest environment. This needs a new methodology and  body of knowledge. This situation has been used to justify the construction of a new conceptual framework for the discipline.





Figure 3 below indicates how records management work fits the determined theoretical model. Figure 3  supports  the claim made by Cook (1993: 16) that the records management service has a place alongside other information services, distinguished by the nature of the materials on which the organisation concentrates, and  by the  kind of  user  service offered.  This model is then used  in the construction of a new conceptual framework that underpins the theories of records management, as illustrated in Figure 4.





Figure 4 has  several purposes. Firstly, it illustrates a new proposed model which reflects the true state of records management. The inclusion of information systems has been suggested by  Mellody (1992: 18)  in  that  the  theory  of  information  systems  is  as  fully applicable to records management as it is to information science itself. This is suggested by Hannabus (1995: 4) who concludes that theory may be imported from one discipline to another.





Secondly, figure 4 concludes that records management is based upon a body of theory that has resulted in a set of principles or applications. This is based on the definition of theory by Weihrich and Koontz (1993: 13) that theory is a systematic grouping of interdependent concepts and principles that gives a framework to, or ties together, a significant area of knowledge. The principles that become a set of rules are the theories applicable to archives or records  management work universally (Jenkinson (1965: 19). These principles or applications have been widely agreed upon, and realised in  practice.





Although principles in records management have become widely accepted and strongly established, the advent of new technologies is making an impact on records management practice. The structure of theories that underlie it has been modified in parallel to what has been stressed by Cook (1993: 22) that theory is not or should not be rigid and narrowing, instead it should give the guidelines on which future development and change will be based.
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Figure  3


Looking for Compliant Theories of Records Management
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Thirdly,  figure 4 reflects actual current practice of records management. The influence of IT is unavoidable. The discipline has to recognise the rapid changes in technology. By accepting this fact, and mastering the technology, records managers will  enable to achieve an equal standing with other professionals in the information sector,  such as librarians and information scientists. As one impact of technology, records are being created by various methods and  in various forms. The ability of records managers to face the challenge will portray the profession as very relevant to technology, casting aside the perception that it only handles unwanted papers. 





The adoption of technology, however, does not mean that the discipline will have to abandon its strong roots in archives since part of the ultimate aim in retaining records is as historical evidence. Technology will not deny the historical function of records; instead it enhances the role of  evidence. This itself is a distinctive feature of records management.     





It  therefore can be argued that a truly comprehensive theory of records management derives from the amalgamation of the three areas of knowledge. The theory and practices of records management continue to be framed by a chain of similar factors which apply equally to the practical and the theoretical sides of the discipline.





Although figure 4 clearly illustrates the three areas of knowledge that are helping to shape and direct records management,  the accepted principles supporting the practice best fit  paper-based records. If records management theory (as a separate entity) does exist, it is in fact inappropriate for electronic records. Thus, the discussions encapsulated in figure 4 needs further elaboration to provide a clearer picture of what  records  management is all  about.  This  requires  the construction of  figure 5 within
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Figure  4 


  Three Areas of Knowledge Underlying Records Management
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which the traditional understanding of records management is visualised. This figure elaborates the fact that paper records management has developed from archives, to IT,  through management. But the management of records created and held in IT systems adds a tremendous challenge. Many of the conceptual issues need to be readdressed, since several concepts established for paper-based records are inappropriate for electronic records. Figure 6 illustrates the life cycle of electronic records. Figures 7 shows the activities that are shared among the three areas of knowledge discussed above. It indicates that  their practices are overlapping and interwoven.  Figures 5, 6 and 7 must  be woven together  to form one  single linear projection,  representing  the coherent whole of records management. The three figures are simplified in figure 8. 





Figure 7 illustrates the concept of the records continuum. The continuum has no definite end point in terms of  electronic records. Electronic “records”  will need to be regularly migrated to new hardware, software and media in accordance with retention requirements where succeeding generations of both hardware and software are relatively short-lived (perhaps less than five years).





The management of electronic records poses many challenges.  One of the biggest challenges is the ability to anticipate future development in technology. Records managers need to be far-sighted enough to be able to decide what hardware, software, storage media and documentation techniques need to be employed in preserving records. Media and format should not hinder  access to the records. The solution to this problem, as suggested by  Bearman (1993a: 20-21), is that standards must be established for intellectual control and documentation that rise above  software-dependent norms.  In addition, the value of an electronic record should be identified  before a record is created. This means that records need to be identified as having enduring value  as archives  even before the moment of their creation. This is referred to by Erlandsson (1997: 16) as the pre-creation or conception stage. Failure to identify records in this way means  that records may not survive. Thus, unlike paper records where preservation is usually considered at the end of the life cycle, the decision to preserve electronic records occur before the  record is created. 





The nature of electronic records also demands that records managers must be involved in the design of systems for the creation, use, and preservation of records produced by  computers. Cox, through functional requirements analysis, defines only those records that become the product of a transaction as qualifying  records. This mean that it is vital to determine what function these records document. The ability to identify the function of the record is important, so that only  those records that document business transactions  are created and maintained in the electronic environment. This implies that an appraisal process has been applied. 





Figure 7 also elaborates the fact that appraisal of records must start as early as at their pre-creation stage. This is to avoid the accumulation of unnecessary documents. Decisions must be made as to what media and as to what purpose records have in order for them to be created. Those records that are required to fulfil several functional requirements will have to be organised to ease access. Indexing is therefore essential to ensure access to these records.  





9.	Conclusion 


It has been argued that archival-information management model provides the initial basis for theory in records management. But because this framework owes so much to archives and management theory, it is believed that this have contributed to the slow progress in developing a distinct theoretical basis for itself and in establishing its own territory. This, in turn has contributed to the underdevelopment of serious academic research in the area.  The perception of records from the standpoint of an archives or management function limits newer records management approaches that incorporate the use of IT. This newer approach referred to as ‘electronic records management’ is inevitable in providing additional insight and offer a better understanding to the dynamics of the records management function.





Because analysis of the effectiveness of records management functions, by their nature, requires theories that allow researchers to explore the dynamics between information professions, a number of attempts has been made to model these dynamics (as in figure 4). Although such a conceptual model tends to show that records management has moved from one distinct territory to another leaving no connection with the former, but this is not really true in practice. Inevitably, records management methodology consists of a blend of several disciplines. It is a fact that the discipline has moved away from its original discipline, the archival discipline, and is included in the management area. But the appraisal process that fixes the value of records and helps determine what records will be retained means that archival principles still remain crucial. Records management seems more able to compromise with the methodologies and practices developed by other disciplines. There is no single discrete territory for the subject, but a  coalescence or convergence of related theory and practice.





The model constructed not only act as a bridge between three areas of knowledge to form a good foundation for the development of records management theory, but also suitably benefits researchers. Its contribution is as a new means to help them study records management systems and present their findings in an organised, comprehensive and meaningful manner. In addition,  the conceptual model could also help practitioners by giving them a framework for evaluating records management systems. 





Interestingly, despite the absence of a comprehensive theoretical critique, records managers attempt to improve the results of their strategic records management systems by modifying the construct and relationships in theory. Records management systems models and theory are thus an important target for research and an important challenge for practitioners. Thus the model proposed in this paper could serve as an impetus to researchers and practitioners both in terms of understanding and practice.  





Figure 5


The Traditional Understanding of Records Management 
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Figure 6


The ‘Life Cycle’ of Electronic Records
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Figure 7


The Records Continuum
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Figure 8


Simplified True Records Management
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� The course outlines and the departments by which records management courses are delivered, reveal that the subject of records management has been perceived and influenced by several streams of thought. Though courses on records management are predominantly offered through Departments of Information and Library Studies or similar departments, in some institutions, they are also offered through Business Schools, a Computer and Mathematical Science Department, a Management School, a History Department, and an Archives Department.  


�There are five areas of misconception about records management. These include: filing equals records management; records management should be an undergraduate course; one course in records management is sufficient preparation for a records manager; records management should be taught in business schools; and records management has no theoretical or conceptual construct (Brumm,1992: 333). 


�In this context, the mission of a records management service needs to be related to and be supportive of the mission of the organisation (Buckland,1990: 808).


�Records management is seen as a segment of information services sharing some common features (despite some differences) with archives, library and corporate management. All these segments of information services involve the retrieval of information (ibid.)


�One source of records management ideas is archival theory. On the other hand, some ideas in computer science, especially MIS, have  their roots in records management (ibid.: 809).


�Dearstyne asserts that this lack of a significant body of theory troubles some archivists who view theory as a prerequisite to full standing as a profession. Lack of an extensive theoretical base has sometimes made it difficult for the profession to maintain consistent direction while at the same time, adjusting to changing needs(1993: 222).


� Indexing is  a process that enables various surrogates for items to be manipulated in a wide variety of ways whilst the item itself is retained in some information store or physical arrangement (Turner, 1987: 5).


�Management began as an area of industrial interest during the second century of the Industrial Revolution. Frederick W. Taylor  considered to be the father of scientific management. He believed that success in business was the result of maximising productivity. The key to  this theory  is the belief that standards are needed to establish and communicate the level of work individuals are expected to perform.


�In the late 1920s and early 1930s, the importance of workers’ social needs began to gain recognition. Knowing how to maintain the interest and productivity of employees and managers at all levels of the organisation is an important issue in modern management.


�This view is concerned with the application of mathematical and statistical theory to business problems. The techniques emerging from management science research include: forecasting techniques, simulation techniques, and optimization techniques. Mathematical models become the prime tool where equations and formulas are used to describe the variables most significant in the problem being studied.


�This concept arose in the British coal mining industry in the 1950s when increasing levels of technology were being introduced. This theory states that organisations consist of four interrelated components - the task, people, structure and technology. All these components are interdependent on each other. 


�These elements are the nature of the job or work the individual must perform; the characteristics of the workers themselves; the sophistication and complexity of the tools and techniques used to perform a task; and the external economic, politialc and social environment of the work group and of the firm itself (Senn, 1990: 119).  
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The School of Thought Influencing  the Perception of Records and Records Management





Management School.


Views records from management perspective.


Records are essential in the management of organisations and in decision-making








Archives School.


Views records from the archival standpoint.


Records as corporate memory should be retained for posterity








The School Of Thought to Govern Records Management
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INFORMATION SCIENCE


Information must be organised, indexed, and accessible to be meaningful





RIM


Information needs systems to be  effective. Technology   enhances information service
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