Improving State Records Retention Schedules
Goal
To better assist state agencies in the retention, destruction, and transfer of electronic and non-electronic public records.
Strategies
1. Improve State Government General Records Retention Schedule by:
a. Simplifying the structure
b. Consolidating records series where possible
c. Expanding coverage to eliminate gaps
d. Updating regularly (every 6 months)
e. Improving consistency for similar records between State and Local schedules
2. Improve Agency Schedules by:
a. Reducing “unique” series by 50% from 20,000+ to 10,000
b. Applying records series across the agency, rather than office by office
c. Eliminating duplicate and/or obsolete records series
d. Eliminating “unique” series that are or should be covered by State Government General Records Retention Schedule
e. Simplifying retention periods by eliminating “In-Office” and “Records Center” periods
f. Consolidating existing series into a user-friendly agency schedule
3. Improve Agency Schedule Approval Process by:
a. Eliminating the Discontinue process (immediately)
b. Continuing existing approval process for “true” agency unique series until December 2011
c. Eliminating requests for agency “unique” series which are more appropriate for inclusion in the State Government General Records Retention Schedule (immediately)
d. Reviewing new series and revisions in context with previously approved records series
4. Improve Training Resources for:
a. Writing clear and concise records descriptions
b. Determining appropriate retention periods and cutoffs
c. Identifying existing unique series to move into a consolidated agency schedule
d. Formatting new agency schedules (templates, forms, etc.)
e. Using records retention schedules
