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Document No. 2666

DEPARTMENT OF ARCHIVES AND HISTORY

CHAPTER 12

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

12-300 through 12-336 General Retention Schedule for State Administrative Records

Synopsis:

The General Assembly approved Regulation 12-300 through 12-336 (General Retention Schedule for State Administrative Records) on June 26, 1992.  The amendments will simplify the disposition process for state agencies; add new series for records common to most state agencies; amend sections concerning records which require better description and more appropriate retention periods; and repeal sections concerning records which are no longer created.

12-300 Introduction and general matters; application of schedule.



New text indicates the general schedule covers 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 state agencies will use to destroy records through use of the general schedule is being simplified.  Agencies 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 state agencies 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 state agencies currently use when implementing schedules approved specifically for their agency.  This change will allow agencies to use one form to report destruction through use of both general and specific schedules. 

12-301 through 12-304 (Reserved for future use) is being deleted so that four new series may be added.  Series 12-301 through 12-304 are being added to make it easier for agencies to manage these records.

12-306.   The series description is being changed to make it more inclusive and accurate, and the retention period is being changed to allow the Archives to select archival records for permanent retention.

12-307.  The series description is being changed to make it more accurate.

12-308.  The series title is being changed to make it more inclusive and the description is being changed to make it more accurate.

12-312.  The description is being changed to clarify the basis for the permanent retention of these records through the Attorney General’s Office.

12-316. The description is being changed to clarify the permanent retention of this series through the State Budget and Control Board's Office of General Services.  The retention period is being changed from permanent to non-permanent since the record copy of this series is retained permanently through the State Budget and Control Board's Office of General Services.  Also, the terms of the retention period are being expanded.

12-317.  The retention is being changed to allow the non-executive level staff of agencies to dispose of these records when they are no longer needed for reference.

12-318.  The description is being changed to clarify the basis for the permanent retention of portions of these records through the State Budget and Control Board’s Office of Research and Statistics.

12-321.  The description is being changed to clarify the basis for permanent retention of portions of these records through the Attorney General’s Office.

12-323.  The retention period is being changed to allow state agencies to transfer these records sooner for research and preservation purposes.

12-326.  This retention is being changed to include records created during 1980.

12-328.  The description is being changed to make it more accurate.

12-330 Reading Files is being deleted because duplicates are not covered by this general schedule.  12-330 Disaster/Emergency Preparedness and Recovery Plans is being added in its place to make it easier for state agencies to manage these records.

Instructions:

Delete existing 12-300 and add new 12-300.

Delete existing 12-301 through 12-304 reserved for future use and add new 12-301 through 12-304.

Delete existing 12-306 and add new 12-306.

Delete existing 12-307 and add new 12-307.

Delete existing 12-308 and add new 12-308.

Delete existing 12-312 and add new 12-312.

Delete existing 12-316 and add new 12-316.

Delete existing 12-317 and add new 12-317.

Delete existing 12-318 and add new 12-318.

Delete existing 12-321 and add new 12-321.

Delete existing 12-323 and add new 12-323.

Delete existing 12-326 and add new 12-326.

Delete existing 12-328 and add new 12-328.

Delete existing 12-330 and add new 12-330.

Text:
12-300   Introduction and general matters; application of schedule.


The following general records retention schedule contains minimum retention periods for the official copy of the agency's 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, state agencies must complete and submit a report of records destroyed form to the State Archives after eligible records have been destroyed.  These forms are available from the Department's Division of Archives and Records Management.  State agencies must also contact the State Archives to transfer permanent records to the State Archives for archival retention.  Before disposing of public records under this general schedule, state agencies are responsible for ensuring that records are no longer required for federal or state audits, for legal purposes, for litigation, for fiscal information, and/or for any other action.  This general schedule supersedes all schedules approved previously for the same records series.  However, state agencies may opt out of this general schedule, 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 and regulations. 

12-301 Annual Accountability Reports


A. Description: Used to determine whether an agency is effectively achieving its legislative mission and program objectives.  This record series is prepared by all state agencies and submitted to the Budget and Control Board for distribution to the General Assembly and the Governor's Office.  Information includes an agency's mission statement, program objectives, work performance measurement data, analysis of program cost allocations, and related information.  The record copy of this series is scheduled for permanent retention by the State Archives through the State Budget and Control Board's Office of Budget.


B. Retention: Until no longer needed for reference; destroy.

12-302 Meeting Minutes (Executive Levels)


A. Description: Used to document the meetings of an agency's executive staff which includes the director, the deputy director, and the division directors.  Information includes agenda, place, date, list of attendees, and a summary of discussions and decisions.  Also included are informational attachments which are closely related to the meeting minutes.


B. Retention:



(1) Agency: 3 years.



(2) State Archives: Permanent.

12-303 Meeting Minutes (Non-Executive Levels)


A. Description: Used to document the meetings of agency staff below the agency director, deputy director, and division director levels.  Meetings may also include non-agency attendees.  Information includes agenda, location, date, list of attendees, attachments, and a summary of discussions and decisions.

B. Retention: 2 years; destroy.

12-304 Contracts


A. Description: Used to document the contractual relationship between agencies and service providers.  Information includes the contract with description of the services to be provided, dates of the contract, signatures, and correspondence.


B. Retention: 3 years after cancellation or expiration of the contract; destroy.

12-306   Administrative Files (Executive Levels)


A. Description: Document actions of an agency director, deputy director and division directors.  Information includes memoranda and reports concerning agency policy, organizational and program development records, strategic plans/mission statements, non-routine fiscal data, personnel information and related notes.  These records reflect administration of policy, coordination of agency functions, and management of program activity.


B. Retention:



(1) Agency: 3 years after fiscal year.  Microfilm optional.



(2) State Archives: Selection of needed documentation.  Permanent.

12-307
 Administrative Reference Files (Non-Executive Levels)


A.
 Description:  Routine office management files retained below the agency director, deputy director and division director levels.  Included are memoranda, reports, printed matter, and other reference materials.  Topics include: job activities, program material, general office information, professional associations, charitable affairs, parking for staff, disaster preparedness, and other related topics.


B. Retention: Until no longer needed for reference; destroy.

12-308
 Administrative Regulation Background Files

A. Description: Used for the general operation of agency programs.  Information includes regulations; instructions; other issuances that establish methods to administer an agency's mission, functions, and responsibilities; and other related information.

B. Retention:



(1) Agency: Until superseded.



(2) State Archives: Selection of needed documentation.  Permanent.

12-312   Attorney General Opinions


A. Description: Official opinions issued by the Attorney General or his assistants.  These are legal interpretations written upon request of an agency to guide in enforcing and obeying the law.  Also included is related correspondence.  The record copy of this series is scheduled for permanent retention by the State Archives through the Attorney General's office.


B. Retention: Until superseded and no longer needed for reference; destroy.

12-316   Deeds and Leases to State Property Files

A. Description: Document deeds and leases to real property owned or used by the state. Information includes description and location of the property, maps, sale agreements, land acquisition forms, deeds, lease agreements, and related correspondence.  The record copies of deeds and leases are scheduled for permanent retention by the State Archives through the State Budget and Control Board's Office of General Services.

B. Retention: Until property is sold, disposed of, or relinquished, and is no longer needed for reference; destroy.

12-317   General Correspondence (Non-Executive Levels)

A. Description: Routine correspondence created or retained below the levels of agency director, deputy director and division director.  Letters and memoranda reflect communications regarding program procedures, general work activities, and responses to information requests.

B. Retention: Until no longer needed for reference; destroy.

12-318   Information Technology Plans

A. Description: Prepared by state agencies outlining their anticipated needs for information technology.  Plans reflect information requirements, equipment needs, service specifications, cost, and technology purchase requests.  The record copy of this series is scheduled for permanent retention by the State Archives through the State Budget and Control Board's Office of Research and Statistics.

B. Retention: 3 years; destroy.

12-321   Litigation Case Files

A. Description: Document judicial proceedings, which involve the agency.  Files include some or all of the following documents: affidavits, summons and complaints, responses, orders of dismissals, notice and general appeal, laws and regulations applying to a particular case, legal briefs, transcripts of proceedings, orders, court decisions, and related information.  Portions of this series are scheduled for permanent retention by the State Archives through the Attorney General's office.  Court records in this series are also available in the court having jurisdiction over these cases.

B. Retention: 



(1) Agency: 6 years after the case is closed.  Microfilm optional.



(2) State Archives: Selection of needed documentation.  Permanent.

12-323
 Meeting Minutes (Boards and Commissions of State Agencies)

A. Description: Records of official proceedings of state agency governing bodies.  Information includes agenda, date, place, list of attendees, and a summary of discussion and decisions.  Official minutes also include all informational attachments such as reports, surveys, proposals, studies and charts distributed to members for discussion, and for use in making decisions on agency policy, planning and administrative matters.

B. Retention:



(1) Agency: 3 years.  Microfilm optional.



(2) State Archives: Permanent.

12-326   Permanent Improvement Files

A. Description: Files concern construction of and permanent improvements to the agency's facilities.  Information includes project proposal, capital improvement requests, authorizations to execute construction contracts, cost estimates, construction contracts, related memoranda, correspondence, blueprints, and specifications.

B. Retention:



(1) Records created before 1980:




(a) Agency: Until completion of construction project and no longer needed for reference.




(b) State Archives: Selection of needed documentation.  Permanent.



(2) Records created in 1980 and later: Until completion of construction project and no longer needed for reference; destroy.

12-328
 Property Inventories

A.
 Description: Itemized lists of fixed assets (except land and buildings) completed by state agencies.  Information includes inventories of equipment, furniture, and other similar property. 

B. Retention: 3 years; destroy.

12-330 Disaster/Emergency Preparedness and Recovery Plans

A. Description: Document the plans for protection and reestablishment of agency services and equipment in case of disaster.  Information includes plan, procedures, checklists, and emergency phone numbers and addresses.

B.
 Retention: Until superseded by revised plan; 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.

