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No. Description ' Retention

1.| General Correspondence

Subjects arrangement including 1 yr or until no
~original incoming letters, copies of longer needed for
outgoing letters reports, studies, current business.

memorandum, and other materials relating
to the operation of the division.

2. Microfilm Repair

Copies of bills from repairs of microfilm Retain 2 yrs, then
machines. Books noting all microfilm destroy.

repairs - date, which dept, which machine,
costs, etc.

‘ﬁ 3. Microfilm Usage

Forms indicating monthly which departments Retain 1 year or
use how many rolls of microfilm until trans-

' ferred to
computer chart
then destroy.

4, Proposed Budget

Reports that indicate the coming FY budget 3 years or until
needs and their rationalization no longer

needed for
business.

Schedule Authorized by
Hell of Records Commission

State Archt'vl et

Date Stgnoture Title

3/200/%.
// 9/-
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AaENCY o1 vistoM
1t¢ n nﬁntim\ Retention.
5. Certlflcatlon of Disposal
Fbrms which are sent to the State Records 5 years or until
Center' to inform them of all records no longer
destroyed needed for
: business.
6. Unofficial Personnel Records
Departmental copies of employees records, 3 yrs after no
including PAA's, Leave slips, reprimands, longer employed by
evaluations, etc. ' the dept.
7. Deletions/Changes to records
Copies of departmental authorization to 2 yrs after
delete or change records. deletion or
: changes are
complete.
8. Records Sign Out Log
A log of all records or boxes removed from 1 yr, then destroy
the Records Center.
9. Stockroom Requisitions
All copies of stockroom req's, print shop 2 yrs, then
req's and any other purchase orders. destroy.
10.] Retention Schedules
Schedules which indicate 5 yrs after
how long a department superseded.
must retain their records.
11.| Records Storage Form
A form prepared for each separate box of 2 yrs after
records received by the records center. destruction.
This form serves as both a location and
disposal control. Two copies of this form
are held by the dept, the other two by the
Records Center. 3
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A. Data Entry sheets & Transfer sheets
which indicate the initial barcoding
system.

B. Reports - listing of the assets.

2 yrs after entry
into computer.

1 yr after new
printout.

" .
=Y f/" Records Manogement Diviston Ho. ~_§82
’ ' (Continuation Sheet) ' ACE
RECONDS RETENTIOR ARD DISPOSAL SCHEDULE MO 3 of 3
r Aaeney o1 vi S1OM
| Item ). Deseription Retention
12. | Reference Requests
Requests for records form from the 3 yrs, then
departments for either their use destroy.
or another dept, company,individual's use.
13. | Records Management Operations Manual
Manual which directs on the policies and Permanent,
"procedures of the Records Center and the periodically
Records Center Training Program. transfer to State
: Archives.
14.| Fixed Assets
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DEF IN1T 10N - RECORD SERIES-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND URSED AS A UNIT |I
REFERENCE AS BELL AS RETENTION AND DISFOSITION PURPOSES :

“‘“"”W' (o appmdones_ e

. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /[ FORMS FOUND
! ‘IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SEF1ES )

. RD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME :
TER SI1ZE O MICROFILM O ALPHAEETICAL <Y FiLe DRAWER(S)
i O MICROFILM REEL(S)
LEGAL SI1ZE 0D COMFUTER TAPE 0 NUMERICAL / O COMPUTER TAPE(S)
ROWSER o oryer(sPECIFY)
D PoOK O FLOPPY DISK %&m«ommcm. . { |
o (s} -
10 TAPE VIDEO TAPE GEOGRAPHI CAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) "FILE DRAWER(S)
: § ' 02 O MICROFILM REEL(S)
. RGWERR O COMPUTER TAPE(S)
Dm&ﬁa‘_spt-:clrvl
1. riLE 1S _usSED 2. FILE BECOMES INACTIVE AFTER !
30&4“? 0 wEEKLY O MONTHLY ﬁﬁ“. O MoNTH(S)  —\&-VEAR(S) i
13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE ! '
W M ' & 72 1F YES, SPECIFY raENCY OR OFFicE)
{ YES O no ML
7 (T pas. Jott bLLM%/
18. ACCESS RESTRICTIONS D YES _RFo le. AUDIT REQUIREMENTS l
" {ir yes, cive LAW(s) & REauLATION(S) i
? i m D STATE O FEDERAL 0 INDEPENDENT (

17. 18 AN [INDEX SYSTEM USED? (1r ymS.®OPLAIN

18. RECOMMENDED RETENT JON
BRIRFLY AND DESCRIRE ANY HARDRARE/BOFTWARE )

‘0 YES NO

AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE

- /{{@m%@ 282~/ 754 /ﬂ?% |
v DQ $50-4 ‘Ra/lszb 2/87)
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