
What are the benefits of records management? 

Records enable and support an agency's work to fulfill its mission. Every 
organization, including Federal agencies, must address well-defined objectives that 
add value, either by achieving the organization's goals or by reducing costs. Since 
records contain information, a valuable resource, it is essential to take a systematic 
approach to the management of records. Records management: 

• Contributes to the smooth operation of your agency's programs by making the 
information needed for decision making and operations readily available 
  

• Helps deliver services in a consistent and equitable manner 
  

• Facilitates effective performance of activities throughout an agency 
  

• Protects the rights of the agency, its employees, and its customers 
  

• Provides continuity in the event of a disaster 
  

• Protects records from inappropriate and unauthorized access 
  

• Meets statutory and regulatory requirements including archival, audit, and 
oversight activities 
  

• Provides protection and support in litigation 
  

• Allows quicker retrieval of documents and information from files 
  

• Improves office efficiency and productivity 
  

• Provides better documentation more efficiently 
  

• Supports and documents historical and other research 
  

• Frees up office space for other purposes by moving inactive records to storage 
facilities 
  

• Avoids unnecessary purchases of office equipment 
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