
Smarter  ■ Faster  ■ More Efficient

Texas A&M Laserfiche Shared Service
Common Folder Structure &

Records Management
Hosted by 

Texas A&M Information Technology, Office of General Counsel  
and Laserfiche

Presented by Judith H. Lewis, PhD, MS, PMP
Sr. IT Manager, Computing & Information Services

Program Manager, Texas A&M IT Laserfiche Shared Service
December 3, 2015



IT Solutions & Support | Texas A&M Information Technology PG 2

Presentation Agenda
Judith Lewis
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Shared Service Common Folder Structure 
(Based on System Records Retention Schedule) Judith Lewis

 Retention schedule undergoing change and approval this year

 Shared service can lead integration of changes into the common folder structure

 Shared service participants benefit from the shared service work
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http://assets.system.tamus.edu/files/legal/pdf/System-Records-Retention-Schedule-Dec2012.pdf

Texas A&M University System 

Records Retention Schedule
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Best Practices
Judith Lewis

Best Practices:

• Determine the approval process for destruction in department 

• Document departmental procedures for destruction process

• Coordinate with Records Management office for documents of record 

destruction

• Determine who in the department can delete from Laserfiche

• Exercise process on a regular interval
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Records Management Resources
Judith Lewis

Texas A&M System Office:
R. Brooks Moore 
Managing Counsel, Governance 
A&M System Office of General Counsel
(979) 458-6144 (direct) 
rbm@tamus.edu

Texas A&M University Records Management:

Eric Gater
Records Management
330 Agronomy Rd., Ste. 160
(979) 458-1470
RMDesk@library.tamu.edu
http://library.tamu.edu/records

mailto:rbm@tamus.edu
mailto:RMDesk@library.tamu.edu
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Records Officers for The University System
Judith Lewis

http://www.tamus.edu/legal/records-management/records-officers-for-the-texas-am-university-system/
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Resources
Judith Lewis
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Laserfiche Shared Service Community of Practice 

and Listserv Judith Lewis

*The name of the list: TAMU-LASERFICHE
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Thank you for your interest in Laserfiche.

Contact Information:

Texas A&M Information Technology 

Laserfiche Enterprise Shared Service

Judith H. Lewis, PhD, MS, PMP  

Program Manager

laserfiche@tamu.edu

Q & A:
Judith Lewis

mailto:laserfiche@tamu.edu

