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Degree of recordkeeping understanding 
by Job Position

2%15% 83%
I have a good understanding of recordkeeping

requirements for my job

0 to 4 (Disagree) 5 to 7 8 to 10 (Agree)
RECORDKEEPING PROFESSIONALS

23% 35% 42%

0 to 4 (Disagree) 5 to 7 8 to 10 (Agree)
Senior Executives

11% 41% 48%

0 to 4 (Disagree) 5 to 7 8 to 10 (Agree)
OTHER STAFF
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Creating records as part of your work

Saving records into official recordkeeping
systems

Procedures for handling and storing records

Rules and procedures for deleting or destroying
records

Rules and procedures for providing access to 
your organisation’s records

Policy and rules for managing emails
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Protect sensitive and confidential records from unauthorised
access

Print and file emails, or save emails electronically into the
recordkeeping system

Create minutes of meetings and save into the recordkeeping
system

Transport records, remove records from office accommodation
for meetings or site visits & return to storage

Delete or destroy drafts and working papers

Create notes of telephone conversations, oral decisions and
commitments
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Communication channel preferences
by Total Population (scores 8 to 10 – Interested)

Summary Scorecard

Q16. To what extent to you disagree or agree with each of the following statements about recordkeeping in your job?
Q19 How well do you consider you are up-to-date on the following requirements in your organisation?
Q20. And how well do you understand what to do in relation to these specific actions?
Q39. How interested would you be in each of the following channels for notifying you and informing you about recordkeeping requirements?
Base: total n=995; Recordkeeping Professionals n=336; Senior Executives n=26; Other Staff n=633
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