
Clark’s Encyclopedia of Records Retention covers 95% of the business records  
created and used by businesses and other organizations in the United States. 

for computers running  
Microsoft Windows 95, 98, NT,  
ME, 2000 or XP 

Clark’s Encyclopedia is available with two software options: 
  
         With Retention Viewer / Researcher  

    
• Easily access the Encyclopedia’s 4,000 records titles and descriptive information, including records retention and 

disposition guidelines, with simple point-and-click operations. 
• Use the Find and Query functions to quickly and easily locate record series titles and descriptions by searching or 

querying using words or phrases.  
• Refine and extend a query to quickly drill down on any subject or category that is being researched.  Point-and-click 

operations make the Query function intuitive and very easy to use.   
• Select Records Series of interest from the Encyclopedia, automatically copying them into a temporary area for 

convenient review. 
 

         Retention Developer / Manager / Researcher includes the above functions, plus   
  

• Create and print a Retention Control Schedule for your organization by locating and selecting appropriate Records 
Types in the Encyclopedia with simple point-and-click actions for automatic inclusion in your Control Schedule.  

• Edit or revise Records Types and the accompanying descriptive text as appropriate. 
• Create additional Records Types and descriptions using the built-in editor and then add these to your Control 

Schedule. 
• Create sub-sets of your Control Schedule for different departments, using point-and-click operations to select only 

those Records Types appropriate for each department. 
• Publish your Control Schedule and Departmental Sub-Schedules in printed form, or export the schedule and convert it 

into an .html document for publication on the Internet or an intranet using Microsoft Office, or publish the schedule 
over a LAN or WAN using Intersect’s optional Retention Viewer software. 

• Use with Intersect’s Records Control and Management System (RCAMS) records database to manage your data 
center.  Retention Developer / Manager / Researcher is compatible with the RCAMS records database; RCAMS can 
read the Control Schedule and encoded retention parameters, and calculate and assign retention periods as records 
containers are created.     
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