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Description Retention

1. MINUTES Retain permanently.

File contains minutes of board meetings covering the
official acts of the agency with respect to policy,
administrative operations, and procedures. Minutes
are arranged in chronological order.

GENERAL CORRESPONDENCE FILE

•

Correspondence with individuals, state officials,
associations, and organizations relating to the
business of the board. File series arranged in
chronological order.

Retain for three (3) years,
then destroy.
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