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The object of study – documentation practices 

and recordkeeping in Unionen

What is Unionen? 

• The largest trade union on the private labour market in 

Sweden and the largest white-collar trade union in the 

world.

• 650 000 members, 3 0000 are elected representatives in 

over 60 000 companies and organizations.



The merger

Unionen was formed on 1 January 2008 by a merger between

• Handelstjänstemannaförbundet (HTF) organizing officials in 

the private service sector, and

• Svenska industritjänstemannaförbundet (Sif) organizing 

professional employees within Swedish industry 

• roots back to the 1920s





«Vital records» of trade unions at national level

• Decisions

• Action programs

• Correspondence

• Membership management

• Collective agreements

- case files on bargaining activities



The problem

• Different systems and routines

- ad hoc-solution

• Dispersed storage

• Hybrid systems

• Inter-organizational information flows

• Lack of general information governance



Questions to answer

• What happened to one important 

documents type (agreements) when two 

organizations were merged and became 

one organization?

• How can order be restored and the 

documents regain their status as 

trustworthy records?



From order to disorder - fusion without 

information analysis



The archival structure

Statutes

Business

Business area

Process

Archives

Series

Subseries

Cases

Documents

ISAAR CPF

ISAD (G)



A process-oriented archival structure
Process level 1: Management, control and follow-up

Document types: minuts, motions, bills 

Process level 2: Business support

Document types: Business plan, budget, 

memo notes

Process level 3: Member Administration

Document types: recruitment Forms, Application for exit, 

exclusions, Statistics, Lists of double-connected members

double-Accession
Process level 4: Counseling, negotiation and 

Other membership services

Document types: collective agreements, 

Negotiations (bargaining)

Process level 5: Union education and development

Document types: Course material, invitations, reports

Process level 6: Communication, marketing and

membership recruitment

Process level 7: Advocacy

Process level 8: Collaboration with other organizations



Enquiry 

bargaining.

Ombudsman/

commissionar

Assistent

Document types

negotiation Requests

Correspondence

Notes from meetings

Working material

Medical certificate, certificate for the

Swedish Social Insurance Agency, etc.

Protocol

What does a colleague need to know in order to

take over the case?

negotiation Requests

event log

Medical certificate, certificate for the 

Swedish Social Insurance Agency, etc.

Protocol

What is needed to understand decisions?

•Order and order

Easy to find

Less double storage

Increased information security

Shorter processing times

•Cases leading to agreements

Bargaining starts Handle the case End Case Case filed

Print cover sheet

Give a file to case worker

Give case to assistant

Documents, emails, notes

from meetings and phone calls are created in,

or scanned into a document 

management system (DMS). 

Paper documents are saved in a 

paper file

Check negotiation type

and subheading in DMS

Evaluate case

(Case preserved or  appraisal)

To clear case. 

End case in DMS

Clear away clips and plastic

folders

Sort in case in local archive

Print search lists out of DMS

Move cases to end archive

Document appraisall

Send cases to

deposit body (TAM-Arkiv)

Print documents to be archived..
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To restore order

1. Connect documents to the right records creator

2. Create a recordkeeping plan

3. Map processes

4. Choose a minimum of ordering rules

- alphabetical order by company name

- organization number



Principle issues

• The tension between organization and process

• Conceptualization and demarcation of records



Thank you!


