
SHIFT
FUNCTIONAL ANALYSIS: 

A NEW PROCESS FOR APPRAISAL AND RECORDS SCHEDULES

AT THE STATE ARCHIVES OF NORTH CAROLINA

paradigm



Objectives

 What is Archival Appraisal?
 How do we Appraise Records?
 Why are we switching to Functional Schedules?
 What is Functional Analysis?
 What will the Functional Schedules look like?
 Next steps



what is APPRAISAL?



APPRAISAL
=

SELECTION



Appraisal Defined

The process of determining 
the length of time records 
should be retained, based 
on legal requirements and 
on their current and 
potential usefulness.
SAA Glossary of Archival Terms

1. 



Appraisal Defined

The process of identifying 
materials that have sufficient 
value to be accessioned into an 
Archives. (i.e. The process of 
determining whether records 
and other materials have 
permanent or “enduring” value.)
SAA Glossary of Archival Terms

2. 



so how do we 
decide what to 

keep?



Values of Records

Administrative Fiscal

Historical Legal



Values of Records

Primary Secondary



Additional Considerations

Content or Artifactual Value

Relationship to Other Records

Authenticity/Reliability

Order and Completeness

Condition

Unprecedented Circumstances



Purposes of Archival Records
 Protect the rights and property of citizens (e.g. 

deeds, estates)
 May have a long-term impact on citizens (e.g. 

asbestos or radioactive waste)
 Document the core functions of an agency
 Document high-level decision-making that shapes 

an agency’s policies or initiatives (e.g. minutes)
 Summarizes an agency’s activities (e.g. annual 

reports)
 Document and make accessible records that are 

historically significant to the state of North 
Carolina



SO…
what’s this got to do 

with FUNCTIONAL 
SCHEDULES?



Functional Analysis is a 
conceptual framework 

(i.e., a theory) for how to 
conduct appraisal.



functional analysis 
≠ 

capable of operating
functional analysis 

= 
of or relating to a 

function of an agency



what is a 
FUNCTION?



Function Defined

n. “the purpose for which 
something is designed or 
exists; role.”
Merriam-Webster

i.e., your statutory mandate



Example

A University’s Functions include:
• Conferring credentials
• Conveying knowledge
• Fostering socialization
• Conducting research
• Sustaining the institution
• Providing public service 
• Promoting culture



Example

A University’s Functions include:
• Conferring credentials
• Conveying knowledge
• Fostering socialization
• Conducting research
• Sustaining the institution
• Providing public service 
• Promoting culture

When tied to Levels these were:
• Registrar’s Office  
• School of Arts & Sciences
• Student Life
• Digital Humanities Department
• Development
• Center for Public Service
• Ackland Art Museum



why are we 
transitioning to a 

NEW APPROACH?



Volume
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Agency Creep

 1905: NC Geological and Economic 
Survey

 1925: Dept. of Conservation and 
Development

 1971: Dept. of Natural and Economic 
Resources

 1977: Dept. of Natural Resources and 
Community Development

 1989: Dept. of Environment, Health and 
Natural Resources

 1997: Dept. of Environment and Natural 
Resources

 2015: Dept. of Environmental Quality
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Big Buckets
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What is FUNCTIONAL 
ANALYSIS??



Functional Analysis 
Defined

A technique that sets priorities 
for appraising and processing 
materials of an office based 
on the relative importance of 
the functions the office 
performs in an organization.
SAA Glossary of Archival Terms



“Functional analysis . . . argues that records 
be appraised only after the functions of an 
institution are defined and understood. 
Record appraisal then becomes a matter 
of identifying or creating records which 
best document the institution's functions.” 
(Mark Greene) 



The Take Away:

FUNCTIONAL SCHEDULES SHIFT 
FOCUS TO WHAT AGENCIES 
DO (FUNCTIONS-BASED), NOT
WHO DOES IT (HIERARCHY-
BASED).



Example

1. To Provide Access to Historically Significant Archival Materials

2. To Provide Guidance Concerning the Preservation and 
Management of Government Records

What are FUNCTIONS of the 
Division of Archives and Records?



Example

1. To Provide Access to Historically Significant Archival Materials
a. Finding Aids 
b. Responses to Reference Requests

2. To Provide Guidance Concerning the Preservation and 
Management of Government Records 

a. Presentations/Online Tutorials 
b. Retention Schedules 

What records document the FUNCTIONS of the 
Division of Archives and Records?



What’s the 
difference between 

a FUNCTION and
CATEGORIZING?



Example

Level→ Category→ Record Type, Description, DI

Department of Administration → Administrative Records → 
Organizational Charts, visual depiction of how an organization is 
structured that often outlines the roles, responsibilities and 
relationships between individuals within an organization. 
Destroy when superseded.



Example

Function → Record Type, Description, DI

Agency management → Structuring the Organization → 
Organizational Charts, visual depiction of how an organization is 
structured that often outlines the roles, responsibilities and 
relationships between individuals within an organization. 
Destroy when superseded.



Note: 
not all CORE 

FUNCTIONs are 
archival



So what will the
functional 
schedule

LOOK LIKE?



Primary Functions
 Agency 

Management
 Asset Management
 Economic 

Development
 Education
 Financial 

Management
 Healthcare
 Human Resources
 Information 

Technology

► Infrastructure 
Management

► Law Enforcement

► Lawmaking

► Legal

► Monitoring and 
Compliance

► Public Assistance

► Public Relations

► Risk Management







Records Control Numbers



Functional schedules are 
based on best practice 

If an agency decides to 
keep records longer than 
recommended, they 
need to document that in 
internal procedures



Scheduling Process

 You will have an agency-specific schedule

 You will work with your analyst to create that 
schedule

 We are toying with the idea of an annual review 
of your schedule to capture new or remove old 
functions/activities/records series



Transferring Records
 We will still accept paper records at the SRC for 

eventual destruction or transfer to the Archives
 Item numbers are still important

Total Records Series

Records Series transfer to SRC for
destruction
Records Series transfer to Archives



Time Line

Winter 
2017

• Agency 
Crosswalk 
Meetings

Fall 
2017

• Release 
Functional 
Schedules

Feb-
Aug 
2017

• Develop 8 
Functions 

• Meet with 
Stakeholders

May-
Dec
2016

• Develop 8 
Functions

• Meet with 
Stakeholders

Summer 2017: 
Functional Schedules Training



Questions to Expect
• How important is this function to the institution?
• What is the history of this function?
• How has the function evolved, and what were the 

causes of change?
• What aspects of the function are most relevant to 

the institution?
• What were the key events, policies, and 

individuals that affected this function?
• What structures have been used to carry out this 

function?
• What records document this function?



What do we need from 
you?

 Evaluation of our functional analysis of your 
agency

 Names of colleagues who can serve as advisors 
during this process

 Concrete feedback on drafts of functional 
schedules

 Support scheduling training for your agency



any
QUESTIONS?
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