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Records creation 
 
Good records management starts at the point of records creation - when you first capture the 

information, name and store the original record. This document covers four key considerations:  
 

 Creating records that are fit for purpose; 

 Using suitable file names (to allow records to be identified easily); 

 Using suitable filing systems and structures (to enable records to be found easily); 

 E-mail management. 

 
1 Fit for purpose records: 

 

The nature of the records you create will vary depending on your business activity but you should 
ensure the records you create are: 

 
 clear, fit for purpose and relevant; 

 easily understood by others, for example, colleagues who may need to refer to them later 

(avoid abbreviations as these can be misinterpreted); 

 dated and identifying the author and creating body (team, department etc.); 

 factual (or where personal opinion, speculation or uncertain information is recorded, it 

should be clearly identified). 
 

2 File names: 

When saving electronic records or naming paper files, choose an appropriate file name. The file 

name should:  
 identify the record clearly; 

 enable your colleagues to easily find and use the record. 

 

Your public body, department or team may have its own file naming guidelines in place. Good file 
names typically include: 

 date;  

 document type (for example: Minutes, Agenda, PDR, Invoice); 

 subject; 

 version (for example: ‘v1-0’, ‘draft’). 

 

Avoid using special characters, spaces or fullstops in your electronic file names (and also folder 
names), as these can lead to errors in the file path. The only fullstop should be the one that is 

automatically inserted by your computer before the file format. 

 

3 File plans: 

Members of staff in your team should save records into one common file structure that is used 

by the whole team (although confidential management records may require separate storage). 
This structure is usually known as a ‘file plan’ or ‘classification scheme’. 

 

A shared file plan helps to ensure everyone knows where to find information/records when they 
are needed.  

 
Your organisation, department or team may already have agreed a file plan into which records 

are to be stored. This may take the form of one or more of the following: 

 a shared network drive with an agreed folder structure; 
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 a paper filing system; 

 an Electronic Document, Records Management or Content Management System (a special 

computer application designed for records management); 
 a SharePoint site. 

 

The best file plans are organised by functions and activities, rather than by the names of 
departments, teams or individuals. This is because functions and activities usually remain 

constant, whereas teams or individuals can change over time  
 

4 E-mails: 

E-mails received and sent from your work e-mail account may be important records of your 

organisation’s activities. If you leave your job, your e-mail account will be deleted. This could 
result in important records being lost.  

 
You must take action to ensure that e-mail records are captured, stored and managed in the 

same way as other records. Try to set aside a little time each day or week to managing your e-

mails. Consider: 
 

o Is this e-mail a record that needs to be kept for legal or business purposes? Examples 
might include e-mails that record key decisions, provide evidence of transactions with 

clients or discuss aspects of policy and strategy. 

o How and where should I store this e-mail record? 
 

Consider saving e-mail records that need to be kept in your team’s shared file structure (if 
confidential, another suitable network/file space). When saving e-mails, use appropriate file 

names (see section 2 above) to clearly identify the record. 

 
5 How can I get further IOMPRO guidance? 
 

All our factsheets can be found on our website http://www.gov.im/pro; if you have access to the 
IOM Government intranet, you can also find them under Public Records on the Government page.  

 

If you wish to talk to someone about any information given in this document or any issues raised 
by it, please contact the IOMPRO on 693569 or email us at public.records@gov.im. 
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