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APPENDIX 9: Guidelines

APPENDIX 9: RECORDS RETENTION SCHEDULE FOR
STATE GOVERNMENT AGENCIES

GUIDELINES

A record is recorded information, in any form, including data in computer systems, created or
received and maintained by an organization or person in the transaction of business or the
conduct of affairs and kept as evidence of such activity.

The following records retention schedule is reviewed and modified, if necessary, on a yearly
basis. The schedule is designed to be a reference in designing individualized agency retention
schedules and to provide a level of uniformity in records retention throughout Idaho state
government. The State Record Center, Department of Administration, should be contacted
regarding proposed changes or modifications to the records in this schedule, or if activities of an
agency require different retention.

All retention periods are filed by either the fiscal or calendar year. For all UNANNOTATED
DUPLICATE COPIES, preferably destroy immediately after administrative need ends by either
the fiscal or calendar year.

RECORDS MANAGEMENT GUIDE A-9-1
APPENDIX 9 - Records Retention Schedule for State Government Agencies Revised: 4/08



APPENDIX 9: Guidelines

INTRODUCTION TO RECORDS RETENTION SCHEDULE

This schedule is intended for use within an agency’s records management program.
Regardless, until an agency creates a version of this records retention series specific to its
facilities, these are the accepted and established time frames and limitations that should be
adhered to.

Retention Schedule Headings

Definitions

Number associated with each schedule type

A general description of the series

Office that commonly creates the record and holds it during its active period

Time to retain the record; life of the record

Where a record goes after its active period

A — Indicates the record is or may be permanent and have historic value
R — Indicates a required review by the Records Manager to determine value

X — Record is vital for immediate operation of the office of origin or the
institution.

RA — Refers to the security needs of a record series. Must be justified.

Access to applicable records should be limited to authorized personnel
and approved individuals due to privacy and educational interests.
Questions about limits should be based on the type of records, its
content and the nature of the request for access and use.

Records may contain, but are not limited to, confidential, personal or proprietary
information.

Federal and State laws, regulations or requirements that pertain to the series.
Where not specifically referenced, Idaho Code § 9-337 through 9-347 of the
Public Records Law has been applied. Note that there are exemptions for the
access requirements of this law. These may be noted as well.

RECORDS MANAGEMENT GUIDE A-9-2
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APPENDIX 9: Guidelines

Retention Codes

(Refer to Records Regardless of Format; Type May Vary)

AC After closed, terminated, completed, expired, settled or last date of contract

/| As long as administratively valuable

©= | Calendar Year End (December 31%)

~~ | Fiscal Year End (June 30"

LA Life of Asset

PM Permanent

UA University Archives

us Until Superseded

RECORDS MANAGEMENT GUIDE A-9-3
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APPENDIX 9: Guidelines

HOW TO USE THESE SCHEDULES

ESTABLISHING A SCHEDULE

This schedule assumes that:
» The person using it is knowledgeable about his/her office or agency’s records;
* Aninventory of the records of the office or agency will be performed,;
» Time will be taken to apply the definitions to the records found on hand; and

» Records will not be destroyed or reorganized without supervision of the agency’s Records
Manager or consultation with the State Archivist.

FUNCTIONS AND TYPES OF RECORDS

This schedule is intended to address records common to most offices and agencies of the State of
Idaho. Not every type of record listed here will occur in every agency. Some agencies will
discover they have records that do not appear to fit any of these series. For those records,
contact the State Archivist or the agency’s Records Manager for guidance.

HIERARCHY OF RECORDS WITHIN AN AGENCY

Put simply, not every office holding a copy of a record is holding the record copy. An example is
time sheets. The record copy of a time sheet is the one signed and sent to the payroll office.
Any copies kept in other offices to confirm later payroll reports (e.g., proper charges to accounts,
etc.) are a short-term record, as are any personal copies in other offices. The Office of Record is
the payroll office.

When trying to assess the value of a record in the focus area, bear this concept in mind: Where
does the ultimate responsibility for a document, report or record lie? There are instances where
a record has value for different reasons in different offices. This is the primary reason a physical
inventory of records is essential to this process.

WHEN A RECORD SHOULD BE RETAINED LONGER THAN ITS RETENTION
Documents, regardless of format or storage media (e.g., electronic files), associated with any

dispute, audit or legal proceeding should not be destroyed or altered without consultation with the
agency’s Records Manager, General Counsel, Deputy Attorney General or the State Archivist.

RECORDS MANAGEMENT GUIDE A-9-4
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APPENDIX 9: Guidelines
CONFIDENTIALITY, RESTRICTED ACCESS AND PUBLIC RECORDS

The need to limit access to a record type does not mean that it is unavailable as a public record.

* Requests for access to public records should be handled by personnel familiar with the
requirements of the laws and regulations that apply to the information requested; and

» For some records flagged in this schedule as “RA — Restrict Access,” copies can be
furnished where restricted information is blocked out or redacted to make it available to a
public records request. An example is a contract that may be copied if social security
number, names, etc., have been obscured.

Concerns about making records available to a public records request should be addressed to the
agency’s Records Manager, General Counsel, Deputy Attorney General or the State Archivist.

CREATING AN AGENCY’S RETENTION SCHEDULE

Once an inventory is completed and a summary of the record series which occur in the agency’s
office has been compiled, based on this general schedule, a set of decisions will need to be made
to establish the Office of Record for each record type. NOTE: For many common series, like
“correspondence,” the Office of Record will probably be the “office of origin” until it is time to
transfer the inactive years of material to the State Archives. Other records have obvious
“homes,” like payroll records (Accounting or Payroll) and permanent or long-term personnel files
(Human Resources). It should be noted that smaller-scale agencies may find that a central office
becomes the Office of Record for many record types because of staffing or the preference of the
agency director. For agencies with regional offices around the State, these decisions may seem
problematic. However, with a careful focus on the needs of the offices within an agency and by
consulting the State Archivist, these decisions can be made to the benefit of all.

One of the established benefits of records management, with improved accountability of the
Office of Record, is efficiency, in both expense and time, of being able to retrieve a record when it
is truly needed, without multiple copies taking up space throughout an agency or an office.

HOW TO USE THE RETENTION SCHEDULE FORMAT
Please consider the sample inserted below. Microsoft Excel was used to create this version of
the retention schedule document. The fields of the table should be adhered to for compatibility

with other State agencies and offices within a given agency.

The Records Retention Form, an online Excel fill-in form document, may be accessed at
http://adm.idaho.gov/purchasing/record_cnt.htm.

RECORDS MANAGEMENT GUIDE A-9-5
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APPENDIX 9: Guidelines

SAMPLE RECORDS

Series Title

Series # (Additional Description)

PERIODIC BUDGET REPORTS

Monthly or routine reports on the status of agency appropriation accounts and
apportionment, excluding Annual Budget Reports.

STUDENTS - FINANCIAL AID RECORDS - FFEL AND DIRECT LOANS

Records related to borrower’s eligibility and participation. All audit

requirements to be met prior to disposal.

GUIDANCE:
- AC - End of the award year in which the student last attended.

- Retention based on 34 CFR § 668.24

Retention
Period &
Transfer

Instruction
(By Year)

Archival
(A) or (R)

Office of
Record

FE +3, then
destroy

AC +3, then
destroy

Vital
(X)

Guidance

RA-Access:
FERPA, Confi-
dential Record.

NOTE: A column may be added for specific agency series numbers to allow for associating a records series with an in-house

procedure or policy.

RECORDS MANAGEMENT GUIDE
APPENDIX 9 - Records Retention Schedule for State Government Agencies
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Office of FEler Archival Vital

S (Additional Description) Record Transfer |\ orR) (X (ENEENED
Instruction

(A CED)
SG4177 |ADMINISTRATION — DIRECTOR’S OFFICE RECORDS PM A X

Series provides a record of the administrative activities of the Director’s
office such as executive leadership of the Department; financial and
personnel management; policy development; budget development and
approval; and public contact.

Series also documents the activities and decisions of the Board of Health
and Welfare, which is responsible for governing Department operations or
for advising its operations. [See section under Board of Health and Welfare
at the end of Director’s Office listings].

Records may include: correspondence, memos, policies, statistical and
narrative reports, draft budget data, and financial reports.

Also may include: minutes, agendas, tape recordings, and board committee
records.

Records may also include constitution and by-laws, intergovernmental
agreements, organization charts, draft and approved budgets, other
documents preserving historical events of the Department as relating to the
Director’s office and/or its leadership.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 1
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
: Series Title Feriod & :
Series # o o Transfer Guidance
(Additional Description) :
Instruction
(By Year)
SG4178 |ADMINISTRATION - DIRECTOR’S OFFICE COMPLAINT AND AC + 7, then RA — May be
INVESTIGATION RECORDS destroy restricted due
to attorney-
Series documents complaints brought against the Department, its client
policies/procedures, or its employees alleging violation of laws and/or privilege,
administrative rules that govern operation of the Department and personal
documentation of any resulting disciplinary actions. information
Records may include, but are not limited to: correspondence; description of
complaint; case files; legal notices and orders; hearing records; audio
recordings and transcripts; license and certificate records; exhibits;
investigative reports; working notes and files; investigation committee
records, minutes, and agendas; and related correspondence and
documentation.
SG18503 |ADMINISTRATION — CORRESPONDENCE - EXECUTIVE PM RA-May be
restricted
Correspondence pertaining to the programs, administration, etc. of due to
an agency or its offices. personal
information.
GUIDANCE:
- See also Idaho Code § 9-340E, Exemptions from Disclosure.
SG18504 |ADMINISTRATION — CORRESPONDENCE - GENERAL AC +3, then RA-May be
destroy restricted
Correspondence pertaining to the routine operations of an agency due to
or its offices. personal
information.
GUIDANCE:
- See also Idaho Code § 9-340E, Exemptions from Disclosure.
LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded
Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.
Vital: X-Record is vital for immediate operation of the office of origin or the institution
Guidance: RA-Refers to the security needs of a record series. Must be justified.
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Office of FETter) Archival Vital

Series # (Additional Description) Record Transfer — \orR)  (X) CUILEL)
Instruction

(By Year)

SG18507 |ADMINISTRATION - DIVISION RECORDS AC +3, then R
destroy
Series documents the activities, decisions, and reports of divisions
that oversee or advise programs or functions of the agency.
Records may include: Division agendas, staff-level meeting
minutes, proposed budgets, reports and routine correspondence.

NOTE: Division minutes and correspondence may become part of
agency history that is permanent. Some materials may warrant
long-term retention.

SG18508 |ADMINISTRATION DONATION / GIFT RECORDS PM RA-Access

may be

Records documenting the donation of archival material, artifacts, restricted

manuscripts, and publications to the agency. May include due to

descriptive lists, transfer of publication/copyrights, restrictions. contents of
documentation,

GUIDANCE: especially

- See also Idaho Code § 9-340E, Exemptions from Disclosure. G
artifacts, and
cultural
resources.

SG18512 |ADMINISTRATION — FORMS - RECORDS INVENTORY PM A X

Lists of all record series used by an agency, resulting from
inventory.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 3

APPENDIX 9 - Records Retention Schedule for State Government Agencies Revised: 3/12



APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
Series # Series Title Office of :::::es; Archival Vital Guidance
(Additional Description) Record : (A) or (R) (X)
Instruction
(By Year)
SG18513 |ADMINISTRATION — MAIL AND TELECOMMUNICATIONS LISTINGS UsS, then RA-May be
destroy restricted
Any records listing address, phone numbers, fax numbers or email due to
addresses. personal
information,
security of
individuals.
SG18514 |ADMINISTRATION — MEETINGS — AGENDA AND MINUTES PM A X

Official minutes and agenda of open meetings.

GUIDANCE:

- The archival requirement will be met by sending a copy to State
Archives.

- Final version - Approved formal minutes by the governing body.

SG18515 |ADMINISTRATION — MEETINGS - CLOSED PM A X RA-May be
restricted
Certified agendas or tape recordings of closed meetings. depending
on content.
GUIDANCE:

- See also Idaho Code § 9-340E, Exemptions from Disclosure.

SG18516 |ADMINISTRATION ORGANIZATION CHARTS PM A X

Any documentation that shows program accountability.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 4
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
Series # Series Title Office of ?t:::s(:esr‘ Archival Vital Guidance
(Additional Description) Record : (A) or (R) (X)
Instruction
(By Year)
SG18517 |ADMINISTRATION — PLANS AND PLANNING RECORDS PM A X
Plans, etc. relating to planning new or redefining programs,
services, etc.
SG18518 |ADMINISTRATION — PROPOSED LEGISLATION AC + 3, A X

then destroy
Drafts of proposed legislation and related correspondence.

SG18520 |ADMINISTRATION — STRATEGIC PLANS PM A X

Information resources and operational strategic plans.

SG0308 |TELEPHONE MESSAGES AC +2
months,
Incoming and outgoing telephone messages. then destroy
LEGEND:

Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
: Series Title Feriod & :
Series # o o Transfer Guidance
(Additional Description) :
Instruction
(By Year)
SG0307 |TELEPHONE MESSAGE REGISTERS AC +6
months,
Message registers, logs, performance reports, daily load reports, then destroy
and related or similar records.
SG4179 |DIRECTOR’S OFFICE — CORRESPONDENCE PM RA—Access
may be
Correspondence pertaining to the Director’s Office, Deputy Directors, restricted due
and/or their executive/management assistants. to content,
social security
GUIDANCE: numbers, etc.,
- CAUTION: This record series should be used only for correspondence attorney-
that is not included in or directly related to another record series in this client, or
schedule. proprietary
information.
SG1821 |ADMINISTRATIVE - CORRESPONDENCE - GENERAL TRACKING AC +1,
RECORDS then destroy
Any record to track incoming / outgoing mail, correspondence, etc.
SG18506 |ADMINISTRATION — DESK CALENDARS / APPOINTMENT BOOKS CE +1, then RA-May be
destroy restricted
Records that document appointments, itineraries, etc. of an due to
agency official or employee. security
interest of
individuals.
LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded
Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.
Vital: X-Record is vital for immediate operation of the office of origin or the institution
Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Officeof  Lerod& | 4 ichival vital

Series # (Additional Description) Record Transfer — \VorR) (%) CUILEL)
Instruction

(CYACED)]
SG18519 |ADMINISTRATION — STAFF MEETING MINUTES PM A X

Minutes from internal agency staff meeting.

SG0201 |[CARTOGRAPHIC RECORDS PM Contact
State
Cartographic records include maps (printed, automated, and Archivist.

microfilmed, aerial photography, globes, models, raised relief maps,
and remote sensing imagery. These records have a special place in
preserving the history of Idaho and should be regularly inventoried
and if in electronic form, regularly upgraded and migrated.

SG1825 |ADMINISTRATIVE - DIRECTIVES PM A X

Documents that officially initiate, amend, etc. general office procedures.

SG1879 |EQUIPMENT - MANUALS LA, then
destroy

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 7
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
Series # Series Title Office of ?t:::s(:esr‘ Archival Vital Guidance
(Additional Description) Record : (A) or (R) (X)
Instruction
(A CED)
SG1827 |ADMINISTRATIVE - EXECUTIVE ORDERS PM A X
Documents that initiate, etc. procedures that govern an agency and its
programs.
SG18154 |FISCAL - SIGNATURE AUTHORIZATIONS US +FE +3, RA-Access
then destroy may be limited
Records authorizing an employee to initiate financial transactions for the to protect
agency. financial
systems.
SG1835 |ADMINISTRATIVE - OFFICE PROCEDURES PM A X
Any manual, etc. that established standard office procedures.
SG1837 |ADMINISTRATIVE - PHOTOCOPIER USE LOGS AND REPORTS AC +1,
then destroy

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 8
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
Series # Series Title Office of ?t:::s(:esr‘ Archival Vital Guidance
(Additional Description) Record : (A) or (R) (X)
Instruction
(By Year)
SG1839 |ADMINISTRATIVE - PUBLICATION DEVELOPMENT FILES AC +3, R RA-Some
then destroy materials may
Background material, drafts, original artwork etc. used in publication. have archival
value, ex:
artwork.
SG1840 |ADMINISTRATIVE - REQUISITIONS FOR IN-AGENCY COPY / AC +1,
PRINTING SERVICE then destroy

Includes word processing and data processing.

SG1842 |ADMINISTRATIVE - RULES, POLICIES AND PROCEDURES PM A X

Manuals, guidelines, etc. that set out rules, policies, etc. that govern an
institution's programs.

SG1843 |ADMINISTRATIVE - SPEECHES AND PAPERS PM A X

Notes or text or speeches, papers, etc. delivered in conjunction with work.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 9
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Office of FETter) Archival Vital

Series # (Additional Description) Record Transfer — \orR)  (X) CUILEL)
Instruction

(By Year)
SG18526 |ANNUAL REPORTS PM A X

Series provides a record of the primary functional activities and
accomplishments of the agency for the previous year. Reports may
include narratives, statistics; graphs; diagrams; member lists;
descriptions of programs; events and exhibits; and annual financial

statements

SG18269 |REPORTS - BIENNIAL OR ANNUAL AGENCY — NARRATIVE PM A X
Narrative reports sent to the governor and legislature as required by
statute.

SG18270 |REPORTS - REPORTS ON PERFORMANCE MEASURES PM A X
Reports on agency performance submitted to executive and legislative
budget offices.
GUIDANCE:

- Cut-off date of July 1st of odd-numbered calendar years.

SG0631 |TELEPHONE BILLS AC +3, then

destroy
Bills which document calls made from state offices. Bills also include
the number called and the length, time, and date of phone call.

GUIDANCE:
- Retain by agency 3 years or after audit.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 10
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Office of FETter) Archival Vital

Series # (Additional Description) Record Transfer — \orR)  (X) CUILEL)
Instruction

(By Year)

SG0615 |EMPLOYEE TRAVEL REIMBURSEMENT FILES AC +3, then
destroy

Records relating to reimbursing individuals, such as travel orders,

travel authorizations, per diem vouchers, transportation requests,

hotel reservations, and all supporting records documenting official
travel by officers, employees, dependents, or others authorized by
law to travel.

GUIDANCE:
- Retain by agency 3 years or after audit.

SG0632 |TRAVEL AND TRANSPORTATION FILES AC +3, then
destroy
Correspondence, forms, and relating records pertaining to agency
travel and transportation functions, not covered elsewhere in this
schedule.

GUIDANCE:
- Retain by agency 3 years or after audit.

SG1201 |[AGENCY COMMENDATION FILES PM Contact
State
Letters of commendation received by agency which impart important Archivist.

information or observations about agency programs or operations,
but which do not belong in an individual's personnel file.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 1
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Office of FETter) Archival Vital

Series # (Additional Description) Record Transfer — \orR)  (X) CUILEL)
Instruction

(CVACED)]

SG1202 |[COMPLAINT /INFORMANT FILES AC +7, then
destroy
Whistle-blower, fraud, and criminal complaints. Includes anonymous
letters, complaints, criticism and suggestions, and agency replies
thereto. Also includes those complaints which were the basis of an
investigation or from which administrative action was taken, and
those incorporated into individual personnel files.

SG1505 |[BOARD AND COMMISSION FORMATION AND AC +3, then
ORGANIZATIONAL RECORDS PM

Series documents the formation and organization of the board or
commission. Records may include but are not limited to by-laws;
position and policy statements; mission and goal statements; rules
and regulations; work plans; and related documentation.

SG1503 |BOARD AND COMMISSION MEMBERS PERSONNEL RECORDS AC +3, then
PM

Series documents the appointment or election and subsequent
personnel actions of board and commission members. If the office is
appointive, records may include appointment letters from the
governor or agency director and confirmation by the Senate if
required. If the office is elective, election records may be included.
Records may also include but are not limited to résumés;
applications; personnel actions; interest forms for executive
appointments; job descriptions; employee data sheets; and related
correspondence and documentation.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 12
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention

Series Title Office of FETter) Archival Vital

Series # (Additional Description) Record Transfer — \orR)  (X) CUILEL)
Instruction

(By Year)

SG1504 |BOARD AND COMMISSION MEETING MINUTES AC +3, then
PM

Series documents the official proceedings of the board or
commission meetings. Records may include agendas; minutes;
meeting notices; items for board action; contested case hearings
schedules; committee reports; exhibits; and related correspondence
and documentation. Records may also include audio recordings of
meetings used to prepare summaries.

SG1502 |[BOARD AND COMMISSION MEMBER RECORDS AC +3, then
destroy
Series documents board and commission activities and serves as a
reference source for board and commission members. Records may
include but are not limited to correspondence, plans, statements of
goals and objectives, minutes, committee reports, budgets, financial
statements, reports, and other reference material. Records are often
compiled in a notebook for each member.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 13

APPENDIX 9 - Records Retention Schedule for State Government Agencies Revised: 3/12



APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE / REGIONAL DIRECTORS, AGENCY SPECIFIC RECORDS

Retention
Series # Series Title Office of ?‘:::SC::; Archival Vital Guidance
(Additional Description) Record : (A) or (R) (X)
Instruction
(By Year)
SG1519 |REPORTS AND STUDIES Final:
AC +3,
Series provides a record of findings, assessments, then PM
recommendations, research activities, studies, accomplishments,
goals, and other activities of the board or commission. These Working:
reports or studies are reported to the public; the commission's AC +3, then
umbrella or oversight agency; other agencies and organizations; the destroy

governor or legislature; or the federal government. Series may
include project evaluation reports; public surveys; program or plan
summaries; progress or performance reports; biennial, annual, or
monthly reports; workload studies; photographs; monitoring reports;
needs assessment studies; project outlines and schedules;
administrative histories; statistics; working papers and drafts; and
related correspondence, and documentation.

GUIDANCE:

- Transfer one copy of final report, product or study to State Archives
after 3 years.

- AC - Working papers, background documentation and draft
material: After final document produced, or as required by
government or agency.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 14
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention

Series Title Officeof  Lerod& 4 ichival vital

Transfer Guidance

(Additional Description) Record Instruction (A) or (R) (X)

(By Year)

Series #

SG1204 | |NFORMATION PROJECT FILES AC +1, then

Informational services project case files maintained in formally designated destroy

information offices.

SG1205 | pRESS RELEASES PM A Contact State
A copy of prepared statements or announcements issued for distribution to Archivist
the news media. A press release may be a textual record or a non-textual
record such as a film or video sound recording.
SG1206 | pypLIC RELATIONS FILES PM A Contact State
Archivist

Speeches, addresses, and comments. Remarks made at formal
ceremonies and during interviews by heads of agencies or their senior
assistants concerning the programs of their agencies. The format selected
may be paper, video tape, motion picture film, etc.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 15
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
: Series Title Feriod & :
Series # o . Transfer Guidance
(Additional Description) :
Instruction
(By Year)
SG1707 | cOPYRIGHT AND REPRODUCTION RECORDS Record Copy:
Series provides a record of the activities, policies and procedures related to AV + 6, then
copyright ownership and reproduction of agency-owned objects and destroy
publications, and of the agency’s use of items owned by other organizations. Duplicate
Series also documents agreements with other parties for private or Copies: AV
commercial use, reproduction, publication and sale of written materials and then destroy;
photographs of agency-owned objects and publications. Records may
include reproduction, resale and publication policies and procedures,
contracts and agreements, use restriction forms, photograph release forms,
photographic service request forms, requests for permission to reproduce or
publish photographs or documents, fee schedules, correspondence, and
work orders for purchase of printed materials.
SG1207 | RECORDS ON USE OF ARCHIVAL MATERIALS A. PM Contact State
A. Record Copy B. AC + 6, Al
B. Log or register of researchers’ and patrons’ registration for use of archival e Cl2stie)
records. C. AV, then
. . i o destroy
C. Researcher interviews, reference statistics, requests for records or similar
reference service records. D. AC + 6,
D. Log or register of researchers’ and patrons’ registration for use of archival =i G870
records. E. AV, then
. . _ _— destroy
E. Researcher interviews, reference statistics, requests for records or similar
reference service records.
LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded
Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.
Vital: X-Record is vital for immediate operation of the office of origin or the institution
Guidance: RA-Refers to the security needs of a record series. Must be justified.
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
Series # Series Title Office of _I??;:?;eg; Archival Vital Guidance
(Additional Description) Record . (A) or (R) (X)
Instruction
(By Year)
SG0307 | TE| EPHONE MESSAGE REGISTERS AC +6
Message registers, logs, performance reports, daily load reports, and related ;nortmths, then
or similar records. estroy
SG0308 | rg| EPHONE MESSAGES AC +2
Incoming and outgoing telephone messages TG, (T
' destroy
SG0010 | ALY ACTIVITY SCHEDULES AC + 1, then
Records regarding State employees who are not executives or exempt destroy
status containing substantive information relating to official activities, the
substance of which has not been incorporated into official files. Includes
calendars, appointment books, schedules, logs, diaries, and other records
documenting meetings, appointments, telephone calls, trips, visits, and other
activities of employees. Records containing substantive information relating
to the official activities of high-level officials which are not incorporated into
memoranda, reports, correspondence, or other records included in the
official files. Include calendars, appointment books, schedules, logs, diaries,
and other records documenting meetings, appointments, telephone calls,
trips, visits, and other activities of the employees.
LEGEND:

Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 17
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
Seriee Series Title Office of :‘:;:’;:r‘ Archival  Vital .
(Additional Description) Record . (A) or (R) (X)
Instruction
(By Year)
SG0021 | |NTERNAL ADMINISTRATIVE CORRESPONDENCE AC + 2, then
destroy
SG0025 | \yANAGEMENT IMPROVEMENT REPORTS AC + 10, then
Reports on analysis and implementation of programs and operation of those Sy
programs
SG0026 | oRGANIZATIONAL FILES PM Contact State
Records detailing an organization, which could include charts and Archivist
reorganization studies. Also administrative maps that show regional
boundaries and headquarters of decentralized agencies or that show the
geographic extent or limits of an agency’s programs and projects. Formally
prepared descriptions of the responsibility assigned to the senior executive
officers of an agency at the division level and above.
SG0033 | pyBLICATIONS PM

Documents created by the agency including pamphlets, reports, leaflets, file
manuals, annual reports, other published or processed documents, and the
last manuscript report, if not published, relating to management projects.
Electronic versions of publications may be considered a duplicate if
identical.

GUIDANCE:

- Creating agency shall transfer one copy to State Archives when published.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 18

APPENDIX 9 - Records Retention Schedule for State Government Agencies Revised: 3/12



APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
Sories ¥ Series Title Office of f_f;:fsij Archival  Vital .
(Additional Description) Record ) (A) or (R) (X)
Instruction
(CYALCED)
SG0038 | TECHNICAL REFERENCE FILES AV or 1, then
These are documents retained strictly for reference and informational destroy
purposes which are not part of any other official files. They include copies of
reports, studies, special compilations of data, drawings, periodicals, books,
clippings, extra (non-record) copies of policy and procedure files, brochures,
catalogs, vendor price lists, and publications prepared internally and
externally.
SG0042 | \WORKING PAPERS AV, then
Papers which have a short-term use and comprise the background records, Cresiiey
such as preliminary studies, drafts, analyses, notes, interim reports
regarding particular case files, and financial performance audits.
SG18528 | AypIOVISUAL RECORDS PM A X
Series includes informative and educational materials produced by agency
prepared for distribution, also for broadcast via television/cable/radio/web-
based media for education, in-house training, presentations, public service
announcements, etc. Format may include video, film, still and digital
photography, audio tape, “b-roll” and related electronic media.
LEGEND:

Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.

RECORDS MANAGEMENT GUIDE 19
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention

Seriee Series Title Office of :f;fs‘:ei‘ Archival  Vital .

(Additional Description) Record ) (A) or (R) (X)

Instruction
(CVAGCED)

SG18529 | B|0GRAPHICAL INFORMATION (VITAS) PM A X RA — May

contain
For all levels and positions if biographical files are created. information

restricted per
Idaho Code § 9-
340E,
Exemptions
from Disclosure.

SG18573 | EQUIPMENT — MANUALS Office of | LA, then

Instruction and operating manuals. Origin destroy

SG18574 | EQUIPMENT — WARRANTIES AC + 1, then
GUIDANCE: destroy
- AC — After disposal of equipment.

SG18724 | pHOTOGRAPHY, STAFF — IDENTIFICATION PHOTOGRAPH PM A X
Electronic or conventional [pre-1929].
GUIDANCE:

- Transfer to State Archives or store according to Department of
Administration storage standards.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
Sories ¥ Series Title Office of 1"_:’;:’;3‘ Archival  Vital .
(Additional Description) Record . (A) or (R) (X)
Instruction
(CYALCED)
SG18725 | pOTOGRAPHY, STAFF - IDENTIFICATION PHOTOGRAPH US, then A X
Electronic or conventional (1930 to present). Overwrite digital photos of destroy
staff — retain last permanently.
GUIDANCE: Final photo:
-Transfer to State Archives or store according to Department of PM
Administration storage standards.
SG18726 | plOoTOGRAPHY PM A X
Series includes all forms of photography: negatives, prints, digital, etc.,
regardless of institutional or agency office creating.
GUIDANCE:
- Transfer to State Archives or store according to Department of
Administration storage standards.
SG18735 | pyBLICATIONS - PROMOTIONAL PM A X
Publications distributed to the public to advertise services, programs, and
activities. May include brochures, newsletters, activities calendars,
schedules, special events flyers, and other records.

LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
Seriee Series Title Office of :f;f;ei‘ Archival Vital .
(Additional Description) Record ) (A) or (R) (X)
Instruction
(CVAGCED)
SG18736 | pyBLICATIONS - RECORD COPY PM A X
Minimum — 1 copy of each publication that does not fall under other series
numbers.
Includes, but is not limited to, reports (annual and periodic), journals, books,
catalogs, promotional literature, flyers, calendars, and announcements.
GUIDANCE:
- Transfer a minimum of 1 copy of each to State Archives annually, separate
requirement from the State Depository Program detailed in the State Printing
Guide.

SG18748 | SAFETY — HAZARD COMMUNICATION PLANS PM A X RA — Access
may be
restricted as
part of facility
security plans.

SG18758 |\yEBSITE / WEBPAGES — INTERNET / INTRANET PM A X

System development documentation for initial setup and all subsequent
changes.
GUIDANCE:
- ldaho Code 28-50-112, Electronic Records Retention.
LEGEND:

Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded

Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.

Vital: X-Record is vital for immediate operation of the office of origin or the institution

Guidance: RA-Refers to the security needs of a record series. Must be justified.
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APPENDIX 9 — IDAHO DEPT OF HEALTH AND WELFARE, DIRECTOR'’S OFFICE/REGIONAL DIRECTORS, COMMUNICATIONS

Retention
Series Title Feriod & .
o o Transfer Guidance
(Additional Description) :
Instruction
(By Year)
SG18759 | \WEBSITE / WEBPAGES — INTERNET/INTRANET PM
Content of pages.
GUIDANCE:
- Idaho Code 28-50-112, Electronic Records Retention.
SG1839 | ApDMINISTRATIVE - PUBLICATION DEVELOPMENT FILES AC + 3, then RA — Some
Background material, drafts, original artwork, etc. used in publication. Sy MEISELE may
have archival
value, ex:
artwork.
SG1843 | ADMINISTRATIVE — SPEECHES AND PAPERS PM
Notes or text or speeches, papers, etc. delivered in conjunction with work.
LEGEND:
Retention Codes: AC-After closed, terminated, completed, expired, settled or last date of contact; AV-As long as administratively valuable; CE-Calendar Year End
(December 31st); FE-Fiscal Year End (June 30th); LA-Life of Asset; PM-Permanent; UA-University Archives; US-Until Superseded
Archival: A-Record is or may be permanent and have historic value; R-Required review by the Records Manager to determine value.
Vital: X-Record is vital for immediate operation of the office of origin or the institution
Guidance: RA-Refers to the security needs of a record series. Must be justified.
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SG0010

SG0021

SG0025

SG0026
SG0033

SG0038

SG0042
SG0201

INDEX
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SG0307

SG0308
SG0615

SG0631

SG0632
SG1201

SG1202

SG1204

SG1205

SG1206

SG1207

SG1502

SG1503

SG1504

SG1505
SG1519

SG1707
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SG1821
SG1825

o)

SG1827

SG1835
SG1837

SG1839

SG1840
SG1842

SG1843

SG1879

SG4177

SG4178

SG4179

SG18154

SG18269

SG18270

—_

SG18503
SG18504

SG18506

SG18507
SG18508

SG18512

SG18513
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SG18514
SG18515
SG18516
SG18517
SG18518
SG18519
SG18520
SG18526
SG18528
SG18529
SG18573
SG18574
SG18724
SG18725
SG18726
SG18735
SG18736
SG18748
SG18758
SG18759
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INDEX

A
Administration
Correspondence - Executive --------m-mememeeeee 2
Correspondence - General 2
Desk Calendars / Appointment Books --------- 6
Director’s Office Complaint and Investigation
Records 2
Director’s Office Records 1
Division Records 3
Donation / Gift Records 3
Forms - Records Inventory 3
Mail and Telecommunications Listings =~ ------- 4
Meetings - Agenda and Minutes ----------------- 4
Meetings - Closed 4
Organization Charts 4
Plans and Planning Records -------------memeum 5
Proposed Legislation 5
Staff Meeting Minutes 7
Strategic Plans 5
Administrative
Correspondence — General Tracking
Records 6
Directives 7
Executive Orders 8
Office Procedures 8
Photocopier Use Logs and Reports  ------------ 8
Publication Development Files --------------- 9,23
Requisitions for In-Agency Copy / Printing
Service 9
Rules, Policies and Procedures ----------------- 9
Speeches and Papers 9,23
Agency Commendation Files 11
Annual Reports 10
Audiovisual Records 19
B
Biographical Information (VITAS) ------m-mmmemmmv 20
Board and Commission
Formation and Organizational
Records 12
Meeting Minutes 13
Member Records 13
Members Personnel Records ------------------ 12
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C
Cartographic Records 7
Complaint Informant Files 12
Copyright and Reproduction
Records 16
Correspondence
Executive 2
General 2
General Tracking Records 6
D
Daily Activity Schedules 17
Desk Calendars / Appointment Books ------------ 6
Director’s Office
Complaint and Investigation Records ------------ 2
Correspondence 6
Records 1
Division Records 3
Donation / Gift Records 3
Directives 7
E
Employee Travel Reimbursement Files ---------- 1
Equipment
Manuals 7,20
Warranties 20
Executive Orders 8
F
Fiscal Signature Authorizations ---------------———--- 8
Forms - Records Inventory 3
I
Information Project Files 15
Internal Administrative Correspondence -------- 18
M
Mail and Telecommunications Listings =~ ---------- 4
Management Improvement Reports -------------- 18
Meetings - Agenda and Minutes ------------------—- 4
Meetings - Closed 4
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Office Procedures 8
Organization Charts 4
Organizational Files 18
P
Photocopier Use Logs and Reports -----------—--- 8
Photography 21
Photography, Staff — Identification
Photograph 20, 21
Plans and Planning Records 5
Press Releases 15
Proposed Legislation 5
Public Relations Files 15
Publication Development Files -----------emeeeeeev 9
Publications 18
Publications - Promotional 21
Publications - Record Copy 22
R
Reports
Biennial or Annual Agency —
Narrative 10
Reports on Performance Measures ----------- 10
Requisitions for In-Agency Copy / Printing
Service 9
Rules, Policies and Procedures ---------------—---—- 9
S
Safety — Hazard Communication Plans --------- 22
Speeches and Papers 9,23
Staff Meeting Minutes 7
Strategic Plans 5
T
Technical Reference Files 19
Telephone
Bills 10
Message Registers 6,17
Messages 5,17
Travel and Transportation Files -------------m-mne- 11
W
Website / Webpages —
Internet / Intranet 22,23
Working Papers 19
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