
From email correspondence 
to complex geospatial 
databases and vital statistics, 
electronic records are rapidly 
replacing paper in state government 
business. Furthermore, the volume and 
complexity of these electronic records 
and information continues to increase. 
As such, state agencies, employees, 
and contractors must prioritize records 
management, digital preservation, and 
continued accessibility. Below are a few 
points to consider when developing a 
plan to manage your electronic records:

TAKE IMMEDIATE ACTION
Electronic records require immediate 
attention to ensure they are preserved 
and accessible. Do not wait until your 
software is being replaced or a project is 
ending to think about how your records 
are going to be preserved.

MAKE YOUR RULES
Naming conventions, hierarchical file 
organizations, version control, and 
disposition strategies will help you now 
and in the long term.  Ensure all state 
employees and contractors know and 
follow these rules.

BACKUP YOUR RECORDS
Backups serve to guarantee short-term 
continuity of operations, capturing a 
snapshot of electronic records at a 
certain moment in time and allowing for 
quick restoration after data loss, system 
crashes, or natural disasters.

MORE INFORMATION
For more information on electronic 
records, please contact the Alaska State 
Archives by calling (907) 465-2270 or 
emailing archives@alaska.gov.
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Archimedes H. Hoot @wiseguy  • 14h
Replying to @herring4lyfe

Well, that depends. Has @therealAKbear taken the 
necessary steps to ensure the longevity and continued 
accessibility of her records?

Ursa Major @therealAKbear  • 18h
Replying to @herring4lyfe

Romeo Lupin @wolfpack907  • 1d
Replying to @herring4lyfe

But did you remember to backup your records?

49

Oh c’mon! Of course I know to create one or more 
backup copies and store them somewhere other than 
my main computer.
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