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RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY  AACo Central Services DIVISION Rcds Mgmt
ltem No. Description Retention
1. Subject arrangement including original incoming 3 years or until no
letters, copies of outgoing letters, reports, studies, | longer needed for
memorandum, and other materials related to the current business. Then
operation of the division. Also included are destroy.
Proposed Budget information.
2. Certification of Disposal
Forms which are sent to the State Records Center Retain 5 years or until
to inform them of all records destroyed. no longer needed for
current business. Then
destroy.
3. Unofficial Personnel Records
Departmental copies of employees records, including Retain 3 years after
PAA's, Leave slips, reprimands, evaluations, etc. termination, then
. destroy.
4, Stockroom Requisitions
All copies of stockroom req's, printshop req's and Retain 2 years, then
other purchase orders destroy.
5. Retention Schedules
Schedules which indicate how long a department must Retain 5 years after
retain their records. supers eded, then destroy
6. Records Storage Form
A form prepared for each separate box of records Retain until boxés o
received by the records center. This form serves as | destroyed or transferred , |
both a location and disposal control. Lto private storage
facility, then destroy.
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Item No. Description Retention
7. Fixed Assets
A. Data entry sheets & transfer sheets which Rétain 2 years after
indicate the initial barcoding system. -data entry into system.
Then destroy.

B. Reports - listing of the assets. Retain 1 year after new
printout received. Then
destroy.

8. Private Storage Facility Records Printouts
printouts of all records/files being stored at Retain until replaced.
private storage facility. Then destraoy.

9. Packing Slips

Slips received to denote receipt of files, transfer Retain for 6 months,

of boxes to or from private storage, or any other then destroy.

action occuring.

10. Bills and Backups for Billing

Bills and backup paperwork for private storage or

microfilm repairs.

Retain for 1 year, then
destroy. -
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'&s - Type or Print a saparats form for aach

RECORDS MANAGEMENT DIVISION
or rovised record serias, forward with Record 7275 WATERLOO RQAD l )O I
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DEFINITION - RECORD SERIES - A group of related records nermally filed and usod as a unit for reference ag well as ratention and dtspcsn!on
4, Record Series Tite

s, iost Year/Latest Yoar
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6. Record Series Descripton (Briefly dascriba tha type

s of Info#mnﬁonn/dowmenmnns found In the geries. [nclude the purpose or functon of the sarles.

WWMWW \@Mﬁﬁj

|
7. Record Series Format(s) [Rmd Series Sequence 9. Volume
. File Drawer(s)
gﬁﬂar Size D Microflim |0 Alphabetical —_L Microfim Reei(s)
) : O Computer Tape(s)
0 Logal Slze 8 Computer Tape |8  Numerical Number 0 ' Other (spedlfy)
. Bound Book 8 Roppy Disk XE/MGI
Audio Tape 0 Video Tape B Geographica A A il Draweris)
Q0 Other (spexify) |l:l Cher (specity) / / 4/ O Computer r“&'ﬁ?’
Number 0 Other (spedtlly)
11. File Is Used ‘ 12. Fie inagtive Attar
Q Daily ﬁ Waeakly a Monthly __BZT“ O Months) )i Yoar(s)
! Numbar
13. Cument Location(s)  (Bidg.. Floor, Room) ‘

|
! 14. IU'MM Series Ouplicabd':cl:cwhere? "
:, ), {If yes, specity ag  offics)
Zéé | M 4 /é/ ;i 9 ﬁ O VYes No
15. Aﬂ:ns Restricions 0O Yes
(If Yas, oite Law(s) & Regulation(s)

16. Audit Requirements

Mono a sumw

18. Recommended Retention

Q Federal
17. Is an index System Used? (If yes, explain briefly and dasdribe
any hadware/software

0O Yes /&No I

O Independont

Figure 1
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DEFINITION - RECORD SERIES - A group of related rocords normally filed and used as a unit for reference as well as ratantion and dlsposﬂ!on
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6. Record Seres Descripion (Briefly describe tha typas of lnfohmﬂonn/dowmensﬁonns found In the series. Include the purpose or function of the sories.
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7. Record Series Format(s) 8./Record Series Sequence 9. Volume
. ) / «E/Fuo Orawer(s)
Leattar 8ize O Microfim |0 Alphabetical O Microfim Reel(s)
E O Computer Tape(s)
0 Legal Slze 8 Computer Tape |8 Numerical Number 0 ' Other (spedlly)
' Bound Book O Roppy Disk W
Audio Tape O Video Tape |n Qeographical 10. Annual v la Drawer(s)
’ /
0 Other (spociy) |2 Other (speaity) 0 Comparer 7233)
: —_— Number O Other (spedity)
11. Pl Is Used A\ 12. File Becomes Inactive After
O Daly 0 Weakly %«m iz_ O Month(s) I Vear(s)

13. Curment (ocation(s)  (Bidg.. Floor, Room)

2100 flva
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14. la Record Series Ouplicated Elsewhero?

- spacity agency or offica)
"™ < 15 Lo

15. Access Restrictions O Yes \
(if Yas, dito Law(s) & Regulation(s)

16. Audit Requirements

M Q Suwe O Federa

Amemm.

O Independent

any hadware/software

0O Yes

e

17. s an Index System Used? (if yes, explain briefly and desdribe

18. Recommended Retsntion

Flgure 1

20. Toloﬂnm Number

5ID Tb>3
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6. Record Seriss Duaripuon (Briofly dnaaibo tha typas of lnfohmﬂonn/dowmmsﬂorms found in the series. Include the purpose or function of the seras.
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7. Record Series Format(s) e.lﬂmtd Sequsnoe 9. Volume
. O File Drawer(s)
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260 e &) 3 ?\ Ao e {2 zanng |
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None Q Swute 0O Federal O Independent

17. (s an Index System Used? (If yes, explain briefly and desdribe 18. Recommended Retsntion
any hadware/software
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DEFINITION - RECORD SERIES - ﬂup of related records normally filed and used as a unit for reference as well as ratention and disposition purposes.
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6. Rocord SOnu Descripdon (Briefly describe

of lnbhmﬂnnn/dowmonsﬁnms found in tho series. Include the purposo or function of the saries.
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7. Record Series Formats) 8. |Record Geries Sequence 9. Volume
, O Fie Drawer(s)
Lstter Size O Microfiim |{@ Alphabetical
O Logal Size B8 Computar Tape :

u Microfim Reel(s) L
—_—— Computer Tape(s)
[-] : Number )e(( Other (speally)
.BoundBook Q Foppy Disk {8~ Chrenological ’Z Ll q
Audio Tape Q Video Tape
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0 Other (epocity)
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17. {s an index System Used? (If yes, explain briefly and desdribe 18. Recommended Retention
any hadware/goftware
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20. Tolophone Number
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Figure 1
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7. Record Series Fortnat(s) ‘;IRM Series Sequence 9. Volume
O File Draweri(s)
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17. s an Index System Usaed? (If yes, explain briefly and desdribe 18. Recommended Retsntion
any hadware/software
0O VYes M | 5
20. Tolophone Number 21. Datw
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DEFINITION - RECORD Séﬂ{Es A group of related records normally filed and uéd as a unit for reference as woll as ratantion and disposiion purposes.
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6. Record Series Dosuipﬂon (Briefly describe ﬁ typas of lnfohmlnnn/dowmensﬂonm found in the series. Incude the purpose or functon of the sorles.
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16. Audit Requirements

W Q Swte
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18. Recommended Retsntion
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17. (s an Index System Used? (If yes, explain briefly and desdribe
any hadware/software
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