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Hocak (pronounced Ho-Chunk) Nation 
Records Management Department 

Introduction: 
• Established by Tribal Resolution in 1993 

• Shared downtown building basement with the 

MIS Department from 1993-1995 

• Began by sorting through papers/documents 

in pest-infested basements, storage units 

and garages all around Wisconsin. 

• The records were then inventoried box-by-

box and then separated into categories and 

eventually filed appropriately. 

 

 

 



• The department was housed in the Hocak Nation Tribal 

Executive Office Building in 1995. 

• A cold-storage warehouse was built in 1997 for 

additional storage and housed 13,000 boxes of records. 

• A 2-story addition was added to the cold-storage 

warehouse in 2002 that housed an additional 13,000 

boxes (total cold storage = 26,000 boxes) 

• In 2011, a new facility was added onto the cold storage 

warehouse to enlarge cold storage capacity (additional 

9300 boxes), a temperature/humidity-controlled vault 

with electronic mobile storage (4,421 storage capacity) 

and an office facility to house all departmental staff. 

(total storage capacity = 39,721 boxes). 
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• Records Management Mission Statement 

• What is a record? 

• What is the life cycle of a record? 

• Why is Records Management Important? 

• Records Storage Procedures 

• Records Request Procedures 

• Services Provided 

• Paper Recycling Initiative 

 



Hocak Records Management 

Mission Statement: 
 Our mission is to provide quality customer service to 

all of the Hocak Nation’s divisions and tribal members 

by providing requested information in an expedited 

manner; while preserving, maintaining, and protecting 

all of the business and historical documents of the 

Hocak Nation. We are committed to protect and 

improve the environment by recycling all records that 

have met their life-cycle as well as discarded 

documents from Hocak Nation employees and tribal 

members. 

 



What is a Record? 

• A record is recorded information 

that supports the activity of the 

Hocak Nation. It can take the form of 

paper documents, electronic 

records or graphic images. 



Life Cycle of a Record 



Why is Records Management 
Important to Tribes? 

• A quality Tribal Records Management program is necessary 

to be in compliance with the Bureau of Indian Affairs (BIA) 

regulations and to comply with Federal and State laws and 

statutes governing the retention and availability, as well as 

the preservation of historical documents. 

 

• The Hocak Nation was removed from BIA High        

Risk Grantee Status because of the organization of the     

records by our Records Management Department.     

Because of this high status, we are no longer audited by     

the BIA. 



Records Storage 
Procedures 

• We store thousands of boxes of records in a secure 

environment with limited access. The way in which records are 

boxes for storage has a large impact on retrieval time later on. 

When it’s time to pack records up for storage, there are a few 

guidelines that need to be followed: 

 * All records must be stored in banker boxes with proper     lids. 

 * There can be no binders or hanging file folders in the      

     boxes. Lids must fit securely, but cannot be taped closed.  

 * The boxes cannot be overstuffed! 



Storage Procedures Continued… 

* An Incoming Records Tracking Form must be filled out   

completely detailing the employee and department sending 

the records, the number of boxes being stored and the 

contents of those boxes. The detailed index can     

also be attached to this form. 

* Records Management staff may refuse records pick-up if 

all the guidelines are not followed! 



Records Requests 
• We conduct records searches for departmental personnel and 

auditors, as well as tribal members. 

• Employees may only request records stored by their own 

department. A department must provide written consent for access to 

their records by another department. 

• Hocak Nation Legislative Minutes and Resolutions in open session 

are public record and can be requested by anyone. 

• Indus Software  

 *Retrieval of Minutes, Resolutions, Acts, Ordinances,    

  Budgets, Hearings, Personnel files, Newspaper Articles, 

  Hocak Worak articles, Monthly and Annual Reports. 





Services Provided 
• Active/Inactive records storage 

 * Last fiscal year we received 2520 boxes for storage. 

• Records transport 

• Records searches 

             * Departmental/Tribal Member requests 

  - Last fiscal year we performed 343 records requests. 
    These requests consumed 195 staff hours to complete. 

•  Records recycling 

  - We’ve recycled approximately 15, 000 boxes in the 
     last 2 years. 

• Preservation/Conservation of Documents 

• Archival Storage 

 

 









Setting Policy & 
Procedures 

• SOP (Standard Operating Procedure) 

 * Request Procedures 

  - Document Request Form  

 * Pick-up/Storage Procedures  

  - pick up of records for all the departments of the 

    Hocak Nation (including 5 casinos, 6 convenience 

    stores and  6 outlying branch offices) 

  - Incoming Records Tracking Form 

  - Records Storage Procedures 

 

 

 



• Records Manual 

 

• Inventory Procedures 

 

• Retention Schedule 

 

• Destruction Procedures 

 

• Recycling Policy 

 

• Disaster Recovery/Emergency Action Plan 



Records Management 
Manual 

• The Records Manual was originally written and 

approved in 1993. 

• The Manual specifies all procedures and policies 

that we as a department are required to follow.  

• A Records Management Code is currently being 

drafted to replace the Manual. 

• This will become a law that must be followed by the 

entire Hocak Nation, rather than just a guide that 

should be followed. 



Records Inventory 
• When boxes come into our facility for storage, each 

box must be inventoried. 

 

• Each box is given a specific number and entered 

into our GAIN inventory system with the exact 

location (shelf location, bay location, area of 

storage). 

 

• Each box is also assigned a retention code in the 

GAIN system to provide us a specific date in which 

the  record must be disposed of. 

 





Hocak Nation Records 
Retention Schedule 

• A retention schedule is a document listing all the 

titles of the records series, length of time each 

document or record will be retained as an active 

record, the reason for its retention (administrative, 

legal, fiscal, and historical) and disposition agreed 

upon by the Hocak Nation Records Manager and 

the Hocak Nation Legislature and approved by the 

BIA. 

• A clearly defined plan for records retention and 

disposal is a VITAL component of a records 

management program. 

 



• Research for the Hocak Nation Retention 

Schedule began in 1994. 

 * At that time, no other Tribes consulted by our    

   department were working on anything like this. 

 * The Hocak Nation Retention Schedule took a little 

   over one year to complete. 

 * Our current retention schedule is 16 pages long. 

• We are in the process of modifying our 

retention schedule which is the driving force 

of the Records Management Code that is 

being drafted. 

 * It will encompass both physical and electronic records and simplify it. 



Destruction Procedures 

• GAIN Destruction Process 

 * Annual mass destruction of records. 

 * A report is run. 

 * Destruction memos are created and sent to 

    departments. 

 *Once acknowledgement is received, we          

    generate a pick-list. 

 *Those records are then pulled and sent for 

    recycling. 





Recycling of Records 
• Have transitioned from shredding all paper to recycling. 

• We ship our records to Harmon Recycling Georgia Pacific in 
Green Bay, WI, to be recycled 

 *This generates revenue for the Hocak Nation 

  -  250,000 lbs of paper sent  

  -  20,000 boxes sent 

  - $15,000+ of revenue generated over the last 2 years. 

  - Last fiscal year we sent 2400 stored records for recycling. 
    These are the records that met their retention  
    requirements last year. 

• We have completely eliminated the need to use shredders. This 
has saved us both time and money. 

• Expansion of our recycling program to include the Black River 
Falls community. 

 

 



Disaster Recovery 
• The purpose of a disaster recovery plan is to prevent or mitigate 

loss due to a disaster (pest infestation, natural disasters, fire, 

etc.), to manage the initial crisis, and to recover from the disaster 

as quickly as possible. 

• Our disaster recovery plan ONLY pertains to our specific 

department. 

 * It outlines objectives and critical functions. 

 * Types of disasters and responses to them. 

 * Details work space and office supply requirements in case       

    of a disaster 

• The disaster recovery plan is also being drafted into a Hocak 

Nation code. 

 

 



Emergency Action Plan 
• The Emergency Action Plan (EAP) encompasses 

personnel safety in the event of various 

emergencies and includes evacuation procedures in 

case of: 

 * Medical emergencies 

 * Power outages 

 * Fire 

 * Tornado 

 * Flooding 

 * Personal threats 

 * Bomb threats 

 * Explosions 



Archives 
• The Hocak Records Management Department and 

Archives has been incorporated as one department. 

• We are a Records Management Department that 

employees an archivist to preserve, conserve and 

maintain historical documents, the majority of which 

are governmental. 

 * Hocak Nation Legislative and Subcommittee Meeting 

    Minutes, Resolutions, Acts and Ordinances. 

 * Newsletters and Newspapers 

 * Election Results 

 * All other documents pertinent to the Hocak Nation. 

 



• Vault 

 * Temperature and humidity controlled environment. 

 * Houses historical and permanent records. 

 * Equipped with Sapphire Suppression System. 

• Archival Process 

 * Documents are scanned into Indus software. 

 * Cleaned with Document Cleaning pads, placed into 

   acid-free file folders, interleaved with acid-free paper, 

   and then stored in acid-free archival boxes. 

 * Digitization of Hocak Worak newsletters (1996-2012) 

 * Digitization of Hocak Nation property’s blueprints. 

 * No longer using microfilm, scanning permanent records. 

 

 

 

 

 

 

 



• Archival Holdings 

 
* Currently housing historical artifacts for the Hocak           

Culture Resources/Heritage Preservation Department. 
 

* Hocak Elder Work Project 
 - We have been working with Hocak Elder, Sharyn Whiterabbit, 

for 2 years to assist her with the organization and preservation of 

her father, Mitchell Whiterabbit’s, records that he collected over a 

50-year time period as the Pastor for the Native American Church. 

 
 

 

 

 

 

 

 

 



Archival Supplies  



Conclusion 
• 22 years ago, we were in the same position as many 

of you may be now and understand the enormity of 

starting your own program. 

• We have assisted other tribes with implementing 

quality tribal records management programs. 

• Contact Information: 

– Denise Redbird 

• Email: denise.redbird@ho-chunk.com 

• Phone: (715)284-7900 

– Bethany Redbird 

• Email: bethany.redbird@ho-chunk.com 

• Phone (715)284-3069 x 1035 

 

 

 

 

 


