AGY:
Department of Archives and History

FII:
5

FIV:
27

PRD:
20021025

EFD:
20030523

EXD:
20030513

REG:
2787

PRI:
10

PRV:
26

COM:
Judiciary Committee 
11 SJ



Education and Public Works Committee 21 HEPW

RES:
3655    

STA:
Final

AUT:
30-1-90(B)

SUB:
General Retention Schedules for Municipal Records

HST:
2787

BY
DATE
ACTION DESCRIPTION
COM
VOL/ISSUE
EXP DATE
R. NUM

___
________
__________________________
_______
___________
__________
_______

-
20021025
Proposed Reg Published in SR

26/10

-
20030114
Received by Lt. Gov & Speaker


20030523

-
20030127
Corrected Review Period Exp Dat


20030513

H
20030114
Referred to Committee 
HEPW 21

S
20030114
Referred to Committee 
SJ 11

H
20030220
Resolution Intro to Approv
HEPW 21


H3655

H
20030423
Approved by:  Rat # R52

27/5

TXT:


Document No. 2787

DEPARTMENT OF ARCHIVES AND HISTORY

CHAPTER 12

Statutory Authority:  1976 Code Section 30-1-90(B)

12-601 through 12-611.7 General Retention Schedules for Municipal Records

Synopsis:

The General Assembly approved Regulation 12-601 through 12-611.7 (General Retention Schedules for Municipal Records) on June 25, 1993.  The amendments will simplify the disposition process for municipal offices and departments; update series descriptions and retentions; and add new series under existing offices/departments. 

12-601.  Introduction and general matters; application of schedule.

New text indicates the general schedules cover information on all types of media.  This additional wording is consistent with the definition of public records in the Freedom of Information Act (Section 30-4-20C) and the Public Records Act (Section 30-1-10A).  Also, the process municipal offices will use to destroy records through use of the general schedules is being simplified.  Offices will no longer be required to submit a request to use the general schedule form to the Department and have it reviewed and approved before being authorized to use the schedule to destroy their records.  The new process will allow municipal offices to use the schedule and report destruction to the Department after records are destroyed.  This new process for using the general schedule will be the same process municipal offices currently use when implementing schedules approved specifically for their office or department.  This change will allow offices to use one form to report destruction through use of both general and specific schedules.

Subarticle 1.  Administrative

12-601.13.  The series description is being changed to eliminate reference to copies of several financial records since the record copy is scheduled in the finance department.

12-601.14 and 12-601.15 are being added to make it easier for municipalities to manage these records.

Subarticle 2.  Building Inspections/Planning/Zoning

12-602.10 through 12-602.12 are being added to make it easier for municipalities to manage these records.

Subarticle 6.  Fire

12-606.6.  The series title and description are being amended to be more inclusive and the retention is being changed to match federal retention requirements.

12-606.7 through 12-606.10 are being added to make it easier for municipalities to manage these records.

Subarticle 7.  Personnel

12-607.4.  The series title is being changed to make it more accurate and to eliminate reference to a form number that has been changed.  The retention is being changed to match federal retention requirements.

12-607.13.  The retention is being changed to match retention of related series.

12-607.15 and 12-607.16 are being added to make it easier for municipalities to manage these records.

Subarticle 8.  Police

12-608.11.  The series description is being changed to update reference to Department of Public Safety.

12-608.19.  The retention is being changed to match federal retention requirements.

12-608.20 is being added to make it easier for municipalities to manage these records.

Subarticle 11.  Utilities

12-611.8 through 12-611.11 are being added to make it easier for municipalities to manage these records.

Instructions:

Delete existing 12-601 and add new 12-601.

Delete existing 12-601.13 and add new 12-601.13.

Add 12-601.14 and 12-601.15 to end of Subarticle 1.

Add 12-602.10 through 12-601.12 to the end of Subarticle 2.

Delete existing 12-606.6 and add new 12-606.6.

Add 12-606.7 through 12-606.10 to the end of Subarticle 6.

Delete existing 12-607.4 and add new 12-607.4.

Delete existing 12-607.13 and add new 12-607.13.

Add 12-607.15 and 12-607.16 to the end of Subarticle 7.

Delete existing 12-608.11 and add new 12-608.11.

Delete existing 12-608.19 and add new 12-608.19.

Add 12-608.20 to the end of Subarticle 8.

Add 12-611.8 through 12-611.11 to the end of Subarticle 11.

Text:

12-601. Introduction and general matters; application of schedules.

The following general schedules contain minimum records retention periods for the official copy of the records.  These retentions and dispositions apply regardless of physical format, i.e., paper, microfilm, electronic storage, digital imaging, etc.  Convenience, informational or duplicate copies are not governed by this regulation and may be destroyed when no longer needed for reference.  To destroy records in accordance with this regulation, municipal governments must complete and submit a report on records destroyed form to the Department of Archives and History after eligible records have been destroyed.  These forms are available from the Department’s Division of Archives and Records Management.  Before disposing of public records under these general schedules, municipal governments should insure that the records have no further audit, legal, or fiscal value.  These general schedules supersede all schedules approved previously for the same records series.  However, municipal governments may opt out of these general schedules and request the continuing use of existing schedules or the establishment of specific retention schedules for their records when appropriate, necessary, or in order to avoid conflict with other laws or regulations.

Subarticle 1.  Administrative

12-601.13.  General Correspondence and Subject Files

A.  Description:  Copies of incoming and outgoing correspondence to and from the office with businesses and other government offices and citizens, reports, technical papers, studies, reference materials, copies of ordinances, resolutions, and other records created or received in the general administration of a  program or in the management of the office. For the purposes of retention scheduling, the files are broken down as follows:


(1)  Policy and Program Records:  These records document the formulation and adoption of policies and procedures and the implementation or management of the programs or functions of the office or department.  Included are such records as  correspondence with citizens and government officials regarding policy or procedures development or program administration; annual or ad hoc narrative or statistical reports on program activities, achievements or plans; organizational charts and mission statements; studies regarding department or office operations; circular letters, directives or similar papers addressed to subordinate units or staff concerning policies, procedures or programs; and records related to significant events in which the department or office participated.  Records may include photographs, published material, audio tapes, or other record forms.


(2) General Administrative Records:  These records are of a general facilitative nature created or received in the course of administering programs.  Included are such records as correspondence of a routine or repetitive type, such as requests for information; reference materials, sometimes of a technical nature, used, but not created by, the office; daily, weekly or monthly office activity reports which are summarized in annual reports or which relate to routine activities; personnel data on office staff which are duplicated in Personnel Office files; daily or weekly work assignments for office staff; suspense or follow-up files which duplicate copies of papers filed elsewhere; circular letters, directives or similar papers received from other offices; and rough drafts or notes created in compiling reports or studies.


(3) General Housekeeping Files:  These records are of a general “housekeeping” nature created or maintained by an office which do not relate directly to the primary program responsibility of the office.  Included are such records as: charitable fund raising drive materials; custodial services requests; emergency evacuation procedures; notices of holidays; parking space assignment lists; telephone installation requests; and lists showing the distribution of keys. 

B.  Retention: 


(1)  Policy and Program Records:  Permanent.  Microfilm  optional.


(2)  General Administrative Records:  5 years, then destroy.


(3)  General Housekeeping Files:  Until no longer needed for reference, then destroy. 

12-601.14.  Election Records

A.  Description: Record of elections and results of elections.  Information includes declaration of results, oath of office, statements of candidacy, registration, newspaper notices, petitions for nomination of council members and mayor.

B.  Retention:  


(1)  Results and Certifications:  Permanent.  Microfilm optional.


(2)  Other Records:  2 years, and until all contested elections have been decided and all appeals exhausted, then destroy.

12-601.15.  Monthly Reports

A.  Description:  Reports of office activities performed during the month.  Information includes department name, month and list of activities for each month. 

B.  Retention:  2 years, then destroy.

Subarticle 2. Building Inspections/Planning/Zoning

12-602.10.  Certificate of Occupancy

A.  Description:  Certifications made by the department that a building complies with municipal codes and is safe for occupancy.  Information includes type of building, permit number, type of construction, owner of building, address, contractor name, date built and certified in compliance with code.

B.  Retention:  Permanent.  Microfilm optional.

12-602.11.  Subdivision Files

A.  Description:  Records used in the review of subdivision plans to insure construction is according to plan.  Information includes correspondence, copies of subdivision Declaration of Covenants, Conditions, Easements, and Restrictions, Field Investigation Reports and Final Inspection/Acceptance of Completed Work notifications, Inspection, Investigation Reports and Permits to Operate from the Department of Health and Environmental Control, cost proposals, plats, drawings, information on contractors, and related notes.

B.  Retention:  Permanent.  Microfilm optional.

12-602.12.  Subdivision Maps/Plats

A.  Description:  Plats of subdivision lots in the municipality, submitted by the property owner and recorded in the county register of deeds office.  Information includes location, boundaries and divisions, date of survey, certificate of surveyor, scale, property owners, date of recording and plat.

B.  Retention:  Permanent.  Microfilm optional.

Subarticle 6. Fire

12-606.6.  Employee/Volunteer Training Records

A.  Description:  Record of all training classes taken by fire department employees and volunteers.  Information includes employee name; date; type of training such as typing, hazardous material, pump operations, basic fire fighting, and truck operations.

B.  Retention:  3 years from the date on which training occurred, then destroy.

12-606.7.  Arson Files

A.  Description:  Record of fires caused by arson that occurred in the municipality.  Information includes name, statements, investigative notes, date of occurrence, State Law Enforcement Division Lab Reports, and address of fire.

B.  Retention:  10 years, then destroy.

12-606.8.  Fire Inspection Reports

A.  Description:  Documents safety inspections made by the fire department of businesses within the municipality.  Information includes date, location of inspection, building function, occupancy, capacity, last inspection date, personnel conducting inspection, business phone, tenants name and phone number, description of structure, comments, violations and mandated corrections.

B.  Retention:  3 years, then destroy.

12-606.9.  Daily Logs

A.  Description:  Summarizes daily activities of the fire department.  Information includes fire calls, activities, time and date, employees worked, and employees off.

B.  Retention:  3 years, then destroy.

12-606.10.  Volunteer Personnel Files

A.  Description:  Record of volunteers working for the fire department.  Information includes applications, physicals, service awards, and related correspondence and documentation.

B.  Retention:  5 years after termination of service, then destroy.

Subarticle 7. Personnel

12-607.4.  Log and Summary of Occupational Injuries and Illnesses 

A.  Description:  Record required by the Occupational Safety and Health Act of 1970, used to record pertinent information concerning work-related deaths, injuries, and illness.  Information includes annual average employment, total hours worked, nature of business, month of OSHA Inspection, recordable injuries and illness, occupational illness and injury, and title, signature, phone number, date, and comments of person preparing report.  These reports are forwarded to the South Carolina Department of Labor.

B.  Retention:  5 years following the end of the calendar year to which they relate, then destroy.

12-607.13.  Time Cards

A.  Description:  Record of hours worked by municipal employees. Information includes employee name, date, and hours worked. 

B.  Retention: 3 years, then destroy.

12-607.15.  Insurance Records

A.  Description:  Record of insurance claims filed by municipal employees. Information includes name of patient, provider, dates of service and amount of payment request.  

B.  Retention:  3 years, then destroy.

12-607.16.  Sick and Annual Leave Records

A.  Description:  Record of leave taken by municipal employees.  Information includes name of employee, social security number, date, leave date, number of days/hours, reason for leave and signature of employee.

B.  Retention:  3 years, then destroy.

Subarticle 8. Police

12-608.11.  Uniform Traffic Collision Reports (Accident Reports)

A.  Description:  Standard state form containing the following information:  date,  county, day of week, time, type road, street address, city or town,  driver name, address, date of birth, sex, race, license number, state, license restrictions, member of armed forces, wearing  seatbelts, violations indicated, speed limit, estimated speed, year and make of vehicle, license plate number, state, year, validation number, total occupants this unit, owner’s name, street or RFD, city and state, vehicle towed.  There is a schematic drawing whereby action of vehicles and points of impact can be illustrated in addition to a narrative section.  The investigating officer signs the form at bottom where he also completes information on charge(s), if any, and victim, injured or dead, if applicable.  A copy of this report is sent to the South Carolina Department of Public Safety.

B.  Retention:  3 years, then destroy.

12-608.19.  Personnel Training Files

A.  Description:  Summary information on training courses attended by police department personnel.  Information includes name of officer, social security number, date attended, course title/agency, hours and grade. 

B.  Retention:  3 years from the date on which training occurred, then destroy.

12-608.20.  Requests For Services (Complaints)

A.  Description:  Records the receipt of complaints/requests to the police department and the subsequent dispatch of the police officer to the incident location.  Information includes complaint number, signal code or police code, location, received by (radio, phone, other), action taken, operator, zone, complaint officer, shift call taken and time.

B.  Retention:  2 years, then destroy.

Subarticle 11. Utilities

12-611.8.  Backflow Prevention Files

A.  Description:  Files documenting the installation, maintenance and testing of the backflow prevention device.  Information includes backflow prevention device test:  name, address, location of device, valve test, signed, date;  backflow prevention device certification:  name, address, service address, file number, type of device, make, size, model number, serial number, tested by and approved by.

B.  Retention:  3 years, then destroy.

12-611.9.  Bacteriological Files

A.  Description: Copy of form sent to the Department of Health and Environmental Control reporting amounts of bacteria in the drinking water.  Information includes system number, name of water system, analytical method, contaminant identification, sample type, compliance period begin, compliance period end, number of samples required, number of samples taken, number of samples total coliform-positive, number of samples fecal coliform-positive, number of repeat samples required, number of repeat samples taken, number of repeat samples total coliform-positive, number of repeat samples fecal coliform-positive, number days turbidity exceeded 1 NTU, number samples collected due to elevated turbidity, laboratory identification, laboratory name, comments, signature, date and system number.

B.  Retention:  5 years, then destroy.

12-611.10.  Daily Operations Forms/Reports

A.  Description:  Documents all daily testing done by the lab technician as required by South Carolina Department of Health and Environmental Control.  Reports include daily chemical report, bacteriological sampling, distilled water standard plate count, BOD and seed criteria, chlorine, caustic, fluoride, and alum levels.

B.  Retention:  


(1)  Chemical Reports:  10 years, then destroy.


(2)  Bacteriological Reports:  5 years, then destroy.

12-611.11.  Discharge Monitoring Reports

A.  Description:  Documents discharge of wastewater for the municipality to insure that permitted amounts are not exceeded.  Information includes permit number, discharge number, monitoring period, parameter, average, maximum units, minimum, average, frequency of analysis, sample type, name of principal executive officer, signature, telephone, date, comments and explanations of violations.

B.  Retention:  10 years, then destroy. 

Fiscal Impact Statement:

The Department of Archives and History estimates that there will be no additional costs incurred by the State or its political subdivisions.

