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A Brief History of Records Management  
The practice of records management has been around since Egyptians first applied dyed gum and 

beeswax to papyrus.   For centuries, the fundamentals of records management were the same.  

Someone documented a transaction on some sort of physical material.  If the document needed to be 

maintained because it was historically significant or had evidentiary importance, someone stored the 

document for a set amount of time or, possibly, decided to keep it indefinitely.  These physical records 

were typically stored in a secure facility and managed through their lifecycle. 

The dawn of the Age of Electronically Stored Information changed everything.  Now the vast majority of 

ŘƻŎǳƳŜƴǘǎ ŀǊŜ ΨōƻǊƴΩ digital, and many will go through their entire lifecycle ς creation, distribution, 

utilization, retention, storage, retrieval, preservation, and final disposition ς without ever being printed 

or otherwise output to some physical media. 

As early as 1981, software companies began creating document imaging and document management 

applications that allowed information workers to create, manage and distribute electronic documents 

throughout their organization.  At about the same time, a number of companies created records 

management applications that enabled organizations to capture documents created in document 

management applications and manage them from a centralized management framework pursuant to 

business, legal, and regulatory requirements. 

Over time, the creators of the document management applications realized they could not manage 

documents across the enterprise without including records management functionality.  Soon the largest 

document management application vendors were buying the smaller records management applications 

vendors and integrating their records management features into the core product code. 

A few stand-alone records management solutions still exist in the market place today, but as time goes 

on, it is anticipated that these applications will continue to decline in number either through acquisition 

or obsolescence. 

Microsoft Document Management  
In 2001, Microsoft entered the document management market with the release of SharePoint Team 

Services (STS).  STS provided limited document management functionality, as well as some collaboration 

and portal features, but no records management functionality.  Due to these limitations, STS was 

generally not well received. 

In 2003, Microsoft released a new version of Office (Office 2003) with an upgraded version of STS which 

it renamed Windows SharePoint Services (WSS).  Due to market demands at the time, the upgrades to 

WSS were focused primarily on the portal features of SharePoint and less on document management.  

Records management was still not addressed in WSS, though many records management application 
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vendors offered integrations that allowed organizations to use WSS as a front-end user interface and 

ƪŜǇǘ ǘƘŜ ǾŜƴŘƻǊΩǎ ǊŜŎƻǊŘǎ ǊŜǇƻǎƛǘƻǊȅ ǘƻ ǎǘƻǊŜ ŀƴŘ ƳŀƴŀƎŜ ǘƘŜ ǊŜŎƻǊŘǎ ƻƴ ǘƘŜ ōŀŎƪ ŜƴŘΦ 

The very public document and records management scandals involving companies like Enron and Arthur 

Andersen resulted in the Sarbanes-Oxley Act and convinced Microsoft to once again refocus 

{ƘŀǊŜtƻƛƴǘΩǎ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǘƻǿŀǊŘ ƳƻǊŜ Ǌƻōǳǎǘ ŘƻŎǳƳŜƴǘ ƳŀƴŀƎŜƳŜƴǘ ŦŜŀǘǳǊŜǎ ŀƴd provide some basic 

records management functionality as well. 

In 2007, Microsoft released Office 2007 with two new versions of SharePoint, Windows SharePoint 

Server 3.0 (WSS 3.0) and Microsoft Office SharePoint Server (MOSS) 2007. 

WSS 3.0 is a free version of SharePoint.  It provides limited document management, collaboration and 

portal functionality and should be perfectly suitable for small organizations that do not need to build 

large, enterprise-wide applications.  WSS 3.0 does not provide out-of-the-box records management 

functionality. 

MOSS 2007 is an upgraded component of Office 2007.  MOSS 2007 provides many more Enterprise 

Content Management (ECM) features than WSS 3.0 and is a more scalable.  MOSS 2007 is also the first 

version of SharePoint to include out-of-the-box records management functionality. 

What is SharePoint? 
At its core, SharePoint is a web-based portal providing enterprise collaboration and document 

management functionality.  To be clear, SharePoint is not so much an application as it is a platform.  End 

users can use the tools provided in SharePoint to customize shared workspaces and documents, as well 

as develop specialized applications such as wikis and blogs. 

SharePoint functionality is exposed through web parts, which are an integrated set of ASP .NET controls 

ǘƘŀǘ ŀƭƭƻǿ ŜƴŘ ǳǎŜǊǎ ǘƻ ƳƻŘƛŦȅ {ƘŀǊŜtƻƛƴǘΩǎ ǿŜō ǇŀƎŜǎ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ŀ ōǊƻǿǎŜǊΦ  ²Ŝō ǇŀǊǘǎ Ŏŀƴ ōŜ 

created to modify the content, appearance and behavior of SharePoint web pages. 

SharePoint and Records Management  
Until recently, any organization using SharePoint for document management was required to use a 

third-party records management application integration to manage their records.  Using these third-

party integrations, organizations are able to create documents in SharePoint and make them widely 

available for other users for collaboration. 

At any point in the lifecycle of these documents, the users are able to declare them records.  Typically, 

this is done one of two ways.  The end user can manually declare the document a record by right-clicking 

on it and selecting an option to send it to the third-party records repository.  Or the record declaration 

ǘŀƪŜǎ ǇƭŀŎŜ ŀǎ ǇŀǊǘ ƻŦ ŀƴ ŀǳǘƻƳŀǘŜŘ ǇǊƻŎŜǎǎ ŀƴŘ ƛǎ ŎƻƳǇƭŜǘŜƭȅ ǘǊŀƴǎǇŀǊŜƴǘ ǘƻ ǘƘŜ ǎƻƭǳǘƛƻƴΩǎ ŜƴŘ ǳǎŜǊǎΦ 
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With the release of MOSS 2007, SharePoint now provides out-of-the-box records management 

functionality that includes a template for creating a unique records repository site called the Records 

Center. 

MOSS 2007 Records Center 
The MOSS 2007 Records Center template provides some rudimentary records management functionality 

that allows organizations to manage documents as άofficial ǊŜŎƻǊŘǎέ ǘƻ ōŜ Ǌetained in accordance with 

ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǊŜǘŜƴǘƛƻƴ ǇƻƭƛŎȅ.  When installed, the Records Center becomes the central point for all 

records management processes. 

The Records Center includes the following records management features: 

Content Types ς Content Types are a new feature added to MOSS 2007.  They are predefined document 

templates that provide the end user with the appropriate metadata for the type of document the end 

user is creating. 

Information Management Policies ς ¢ƘŜ wŜŎƻǊŘǎ /ŜƴǘŜǊ ǇǊƻǾƛŘŜǎ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ wŜŎƻǊŘǎ 

Administrator with the ability to create policies that can be applied to records storage locations or 

content types.  These policies can be set to enforce labeling and auditing of records, as well as records 

disposition. 
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Settings Information Policy in MOSS 2007 Records Center for Auditing and Expiration 
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Records Routing ς Because training end users to properly classify records can be difficult, the Records 

/ŜƴǘŜǊ Ŏŀƴ ōŜ ŎƻƴŦƛƎǳǊŜŘ ǘƻ ŎƭŀǎǎƛŦȅ ǊŜŎƻǊŘǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŀǎŜŘ ƻƴ ǘƘŜ ǊŜŎƻǊŘΩǎ ŎƻƴǘŜƴǘ ǘȅǇŜΦ  ¢ƘƛǎΣ ŦƻǊ 

ŜȄŀƳǇƭŜΣ ǿƻǳƭŘ ŀƭƭƻǿ ŀƴ ŜƴŘ ǳǎŜǊ ǘƻ ǎŜƴŘ ŀ ŘƻŎǳƳŜƴǘ ǿƛǘƘ ŀ ŎƻƴǘŜƴǘ ǘȅǇŜ ƻŦ ΨCƛƴŀƴŎƛŀƭ {ǘŀǘŜƳŜƴǘΩ ǘƻ 

ǘƘŜ Ψ!ŎŎƻǳƴǘƛƴƎΩ ǊŜŎƻǊŘǎ ƭƛōǊŀǊȅ ƛƴ ǘƘŜ wŜŎƻǊŘǎ /ŜƴǘŜǊ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ǘƻ Ƴŀƴǳŀƭƭȅ ƴŀǾƛƎŀǘŜ ǘƘŜ wŜŎƻǊŘǎ 

Center libraries and folders. 

 

Creating a Record Routing Table Entry 
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Litigation Holds ς ! ΨƘƻƭŘΩ ƻƴ ŀ ǊŜŎƻǊŘ ǎǳǎǇŜƴŘǎ destruction practices and procedures as necessary to 
comply with preservation obligations related to actual or reasonably anticipated litigation, 
governmental investigation, or audit.  (It should be noted that holds only suspend the expiration of 
records in the records repository; they do not prevent someone from deleting records manually.) 
 
The MOSS 2007 Records Center provides a Hold feature that allows for the creation of a Hold item and 

the application of that Hold item on any record in the repository. 

 

Creating a Hold in the MOSS 2007 Records Center 
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The Records Center provides an excellent set of core records management features, but the standard 

MOSS 2007 Records Center does not have the records management features that a true enterprise 

solution would require.  Some of the functionality missing includes: 

 A multilevel, hierarchical file plan 

 Metadata propagation  

 Event-based retention scheduling 

 Vital records review processing 

 Record relationships 

 Transfer disposition 

 Multiphase disposition processing 

 Electronically stored records destruction processing 

 Comprehensive email records management 

There are a few other omissions in the MOSS 2007 Records Center feature set that limit its records 

management functionality.  However, for a small to mid-level organization looking to manage a limited 

set of documents as records, it provides an acceptable solution. 

The DoD 5015.2 Records Management Application Standard  
During the early 19флΩǎ ŀ ƴǳƳōŜǊ ƻŦ DǳƭŦ ²ŀǊ ǾŜǘŜǊŀƴǎ ŘŜǾŜƭƻǇŜŘ ŀƴ ŀƛƭƳŜƴǘ ǘƘŀǘ ǿƻǳƭŘ ƭŀǘŜǊ ōŜ ŎŀƭƭŜŘ 

Gulf War Syndrome (GWS).  This mysterious illness baffled military doctors.  Several physicians 

investigating the illness suggested to the US military that it might help if the military examine the 

electronically stored records of GWS sufferers to determine if there were any unique commonalities 

between the locations and duties assigned to the patients as they served in the war. Unfortunately, 

when the military searched ŦƻǊ ǘƘŜ ǇŀǘƛŜƴǘǎΩ ǊŜŎƻǊŘǎΣ ǘƘŜȅ ǿŜǊŜ ǳƴŀōƭŜ ǘƻ ŦƛƴŘ ǊŜŎƻǊŘǎ ŦƻǊ Ƴŀƴȅ ƻŦ ǘƘƻǎŜ 

suffering from GWS and the few records they did find were in such disarray that they were virtually 

unusable. 

This experience taught the US military that it had an urgent need for a way to benchmark its 

electronically stored records management applications.  As a result, the DoD 5015.2-{¢5 Ψ5ŜǎƛƎƴ /ǊƛǘŜǊƛŀ 

{ǘŀƴŘŀǊŘ ŦƻǊ 9ƭŜŎǘǊƻƴƛŎ wŜŎƻǊŘǎ aŀƴŀƎŜƳŜƴǘ !ǇǇƭƛŎŀǘƛƻƴǎΩ (DoD 5015.2) was created.  Version 1 of the 

Standard was released in late 1997 and was quickly endorsed by the National Archives and Records 

Administration for use in civilian agencies.  Within a short period of time, non-government U.S. 

organizations began to rely on the DoD 5015.2 Standard when evaluating records management 

applications. They were soon followed by non-U.S. government and commercial organizations.  By the 

March 2000 release of Version 2 of the standard, it had become the de facto global standard for 

electronic records management applications. 

To be clear, the DoD 5015.2 is a functional standard.  (This distinguishes it from the ISO 15489, which is 

the international standard for records management practices, and is a process standard.)   The DoD 

5015.2 is a comprehensive set of functional records management requirements that must be included in 

an application in order to pass certification. 

http://jitc.fhu.disa.mil/recmgt/
http://jitc.fhu.disa.mil/recmgt/
http://www.archives.gov/records-mgmt/policy/joint-interoperability-letter.html
http://www.archives.gov/records-mgmt/policy/joint-interoperability-letter.html
http://www.archives.gov/records-mgmt/policy/joint-interoperability-letter.html
http://www.iso.org/iso/catalogue_detail?csnumber=31908
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The DoD Joint Interoperability Test Command (JITC) administers all DoD 5015.2 certification testing. The 

testing procedure ensures that the application software is able to perform all the functional 

requirements listed in the Standard.  The current version of the Standard (DoD 5015.2-STD Version 3) 

has about 250 unique functional requirements.  During testing, compliance to each of these 

requirements is demonstrated.  Failure to comply with even one of the requirements in the Standard 

results in complete failure and denial of certification. 

It should be noted that a DoD 5015.2 certified records management application can still be implemented 

in a manner that is not compliant with the standard.  An example of this occurs when the organization 

implements the application to manage their records, but maintains their records in a repository 

different from the one used in testing. 

The DoD 5015.2 Resource Kit for SharePoint Server 2007  
As mentioned earlier, Microsoft has made a strategic decision to position SharePoint as an acceptable 

Enterprise Content Management (ECM) solution.  And since any true ECM solution requires a records 

management component, they added some records management functionality to MOSS 2007 with the 

Records Center.   

The records management features in the Records Center offer enough functionality to manage small 

records repositories.  For true enterprise-wide records management, Microsoft realized that the Records 

Center would require far more RM functionality than it provided out-of-the-box.  So in late 2006 

Microsoft teamed with a partner company and created enhancements to the Records Center that added 

functionality that met all the requirements of the DoD 5015.2 standard. 

In May 2007, the enhanced MOSS 2007 Records Center was tested by JITC and awarded certification.   In 

February 2008, Microsoft released the enhanced Records Center as the DoD 5015.2 Resource Kit for 

SharePoint Server 2007. 

The DoD 5015.2 Resource Kit can be downloaded from the Microsoft Download Center. The Resource 

Kit is only provided for evaluation purposes.  Once the Resource Kit is evaluated, Microsoft recommends 

engaging a qualified partner to help with implementation.   

Records Management Features of the DoD 5015.2 Resource Kit for MOSS 

2007  
The DoD 5015.2 Resource Kit provides MOSS 2007 with much more comprehensive records 

management functionality than the features included in the standard Records Center.  Some of the 

additional features in the Resource Kit include the following: 

File Plan Creation ς The DoD 5015.2 Resource Kit enables system administrators to create a file plan 

structure within the Records Center.  The file plan consists of the primary level, called Categories, and 

the secondary level, called Folders.  This file plan structure mirrors the one used in the DoD 5015.2 Test 

http://jitc.fhu.disa.mil/
http://www.dtic.mil/whs/directives/corres/html/501502std.htm
http://www.microsoft.com/presspass/press/2007/may07/05-29SharePointDoDPR.mspx
http://blogs.msdn.com/sharepoint/archive/2008/02/09/announcing-the-dod-5015-2-resource-kit-for-sharepoint-server-2007.aspx
http://blogs.msdn.com/sharepoint/archive/2008/02/09/announcing-the-dod-5015-2-resource-kit-for-sharepoint-server-2007.aspx
http://blogs.msdn.com/sharepoint/archive/2008/02/09/announcing-the-dod-5015-2-resource-kit-for-sharepoint-server-2007.aspx
http://www.microsoft.com/downloads/details.aspx?FamilyId=5D0681E7-DA18-4A9F-84A0-660934F27B80&displaylang=en
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Procedures.  Records can be declared at both the category and folder levels.  The retention applied to 

the records is inherited from the parent category. 

 

MOSS 2007 DoD 5015.2 Resource Kit Category Metadata ς Part 1 
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MOSS 2007 DoD 5015.2 Resource Kit Category Metadata ς Part 2 

Metadata Propagation - Metadata values assigned to the categories and folders in the DoD 5015.2 

Resource Kit file plan can be inherited by the records they contain.  For instance, one of the metadata 

ǇǊƻǇŜǊǘƛŜǎ ŀǎǎƛƎƴŜŘ ǘƻ ǊŜŎƻǊŘǎ ƛƴ ǘƘŜ ǊŜǇƻǎƛǘƻǊȅ ƛǎ ǘƘŜ ǊŜŎƻǊŘΩǎ ǇŀǊŜƴǘ ŎŀǘŜƎƻǊȅΦ  ¢Ƙƛǎ ƛƴƘŜǊƛǘŜŘ ǇǊƻǇŜǊǘȅ 

allows the solution to identify where the record is classified within records reports and records search 

result lists. 


