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Upcoming Webinars
• RIM 101 (3 of 3): Format Specifics and Working 

With the Archives
Thursday, May 21 with Renée Wilson

• Updates to Records Laws: GRAMA and Utah 
Expungement Law
Thursday, May 28 with Rosemary Cundiff

Register at archives.utah.gov/rim/training.html

Presenter
Presentation Notes
Upcoming webinars include part 3 of RIM 101 next week, then two weeks from today will be an update on records laws, and you can register for those on our website.We will be recording this webinar and making it available on our YouTube channel; we'll email you the link.As a note, if you have any questions, please post them in the chat box. We'll also be using a polling app, which I'd like to explain and test out.

https://archives.utah.gov/rim/training.html


Presenter
Presentation Notes
If you have a cell phone handy, send a text to "22333" which says "StateArchives240." You'll receive a text back saying you've joined the session, and then you can text your answer to this poll and all the other polls we'll use today.



Issue: How long do I keep this 
record?

Record lifecycle

The law

Records appraisal

Retention schedules

Presenter
Presentation Notes
Today's whole webinar is going to help explain the answer to this question. As with all records management questions, there are multiple factors at play, and the answer depends on each of those factors. The quick answer is that you need to know everything you can about the record and its purpose, and then you can figure out how long to keep it. The long answer is this webinar.Just like last week, I'm going to show you several sample records throughout and have you guess how long to keep the records. I recognize I'm going to show you these first few samples before actually going over any content, so just make your best guess.



Record Lifecycle

Presenter
Presentation Notes
Let's start off with the record lifecycle. Did you know a record has a lifecycle? Well, it does.The life cycle of a record is one of those basic foundational RIM principles, kind of like learning the definition of a record. It's the theory that underpins all the standards and procedures in records management.



Record Lifecycle

Retention 
(maintenance and use)

Keep 
forever

Destroy

DispositionCr
ea

tio
n

Presenter
Presentation Notes
The records life cycle has three phases: *click*First, creation or receipt of the record. *click*Second is retention of the record, which is the time when you're using and maintaining the record. *click*And third is called disposition, which happens after retention is met. Disposition can be one of two options: a record can be either kept forever, usually transferred to the Archives for permanent preservation, or it can be destroyed.



Record Lifecycle

Retention 
(maintenance and use)

Keep 
forever

Destroy

DispositionCr
ea
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n

Presenter
Presentation Notes
The first phase, creation, is when the record is created or received. This phase is usually very short, but can be long for certain records like attorney case files.



Record Lifecycle

Retention 
(maintenance and use)

Keep 
forever

Destroy

DispositionCr
ea

tio
n

Active records
● used frequently by one or 

many people
● need to be easy to access
● need to be easy to track

Inactive records
● used infrequently (once a 

month or less)
● still have to be retained
● can be stored off-site

Presenter
Presentation Notes
Phase Two is retention. This is when records are maintained and used either actively or inactively until retention is met. This is where most of our records are that we use every day. *click*Active records are often used by many people and need to be easy to access and tracked for retrieval purposes. *click*Inactive records are used less than once a month but have to be kept for occasional reference or to meet audit or legal obligations. Once records are inactive, they can be moved to off-site storage. *click*The retention period of a record's life varies widely depending on the record. Some records have a retention period of only a day or so, while others have a retention period of 120 years. 



Custody during retention

Retention 
(maintenance and use)

Keep 
forever

Destroy

DispositionCr
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Presenter
Presentation Notes
Throughout the retention period, records are kept in an agency's custody, which means the agency is legally responsible for maintenance and access to the records.



In agency custody

• Records are still in custody, even if physically located 
elsewhere

• Custody = agency responsible for:
• Managing records

• Maintaining records

• Providing access to records

Presenter
Presentation Notes
Custody doesn't necessarily mean that records are physically located in an agency's office, it rather implies ownership. Records which are stored in the State Records Center or another storage facility are still considered “in agency custody" because the agency owns, maintains, and provides access to them.



Record Lifecycle

Retention 
(maintenance and use)

Keep 
forever

Destroy

DispositionCr
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Presenter
Presentation Notes
The third and last phase, disposition, is what happens once retention is met, and there are only two options: if it has historical value, the record is kept forever. Otherwise, the record is destroyed according to an approved retention schedule.Which brings us to… *click*



Record Lifecycle

Presenter
Presentation Notes
A retention schedule.A retention schedule *click* is a plan for a group of records that indicates when those records should move through each phase of the life cycle.And that's the life cycle of a record. It's pretty simple, but helps guide our decisions about records management.Before we move to the next section, let's take a look at a couple more records and see how long we should keep them.



Presenter
Presentation Notes
This is our first example, which we saw last week. It's a short email conversation between myself and a records officer, planning when to meet.



Presenter
Presentation Notes
GRS-1759: Transitory correspondence; retain until resolution of issuehttps://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21218



Presenter
Presentation Notes
This is another one you saw last week. This is a database entry with information about a box in the Archives.



Presenter
Presentation Notes
Database records are definitely records, it's the database itself that isn't a record, because it just holds records. The length of time you'll keep a database record varies, depending upon what the record is. In this particular case, this entry is an information governance record; it's data about a box of records at the Archives. Information governance records are retained until the corresponding records are destroyed.SSRS #7347: Records transfers and inventory sheets; permanenthttps://axaemarchives.utah.gov/cgi-bin/appxretcget.cgi?WEBINPUT_RUNWHAT=HTML_1SERIES&WEBINPUT_BIBLGRPC_RID=7347&A=BGRS-1713: Information governance records; retain until superseded or final action, then destroy.https://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21299Does anyone have any questions about these examples?



The Law



Records Laws

PRMA – Public Records Management Act 
(Utah Code 60A-12)

GRAMA – Government Records Access and 
Management Act 
(Utah Code 63G-2)

Uniform Electronic Transactions Act 
(Utah Code 46-4)

Presenter
Presentation Notes
Utah’s government records laws include the Public Records Management Act (PRMA), the Government Records Access Management Act (GRAMA), and the Uniform Electronic Transactions Act.These laws outline the records management duties of government agencies, of the State Archives, the State Archivist, and the State Records Management Committee.



Records are property of the 
state
Do not intentionally

• destroy
• mutilate
• damage
• dispose of

the record copy contrary to a properly 
adopted retention schedule!

Presenter
Presentation Notes
The Public Records Management Act (PRMA) says that records are property of the state, meaning that their maintenance is governed by statute, it’s not just something any government employee can decide. The law says it's unlawful to destroy, mutilate, damage, or dispose of records contrary to a properly adopted retention schedule. In fact, to do so is a Class B Misdemeanor. (Utah Code 63A-12-105)So, proper retention of records is important.



Mandated to maintain & 
destroy

Utah Code 63G- 2-604 – Retention and disposition of records.

(1) (a) . . . .each governmental entity shall file with the State Records 
Management Committee a proposed schedule for the retention and 
disposition of each type of material that is defined as a record under 
this chapter. 

(b) After a retention schedule is reviewed and approved by the State 
Records Management Committee under 40 Subsection 63G-2-502(1)(b), 
the governmental entity shall maintain and destroy records in 
accordance with the retention schedule.

(c) If a governmental entity subject to the provisions of this section has 
not received an approved retention schedule for a specific type of 
material that is classified as a record under this chapter, the model 
retention schedule maintained by the state archivist shall govern the 
retention and destruction of that type of material.

Presenter
Presentation Notes
This is the text of another section of the law (in GRAMA), which states that government agencies in Utah are mandated to maintain and to destroy records according to retention schedules approved by the State Records Management Committee.Retention schedules are not just telling you a minimum period of time to keep the records; retention schedules tell you when the records should be either transferred or destroyed.



State Archivist

State Archivist is the official custodian of 
non-current records of permanent 
value:

• Historical records have met retention
• Agency is done maintaining them
• Agency becomes obsolete

Presenter
Presentation Notes
The State Archivist has some specific responsibilities in the law, too. The State Archivist has the responsibility to preserve the state’s history, and he is the official custodian of non-current records of permanent value. (UC 63A-12-102) PRMA describes situations in which records and their custody are to be transferred to the State Archives: When historical records have met retention, if it’s not required by law that the agency maintain the records permanently, (UC 63A-12-102(3)(a))When a governmental entity no longer wishes to maintain records that must be maintained, (UC 63A-12-105(2)(c)) andWhen an agency becomes obsolete. (UC 63A-12-102(3)(b))This is Ken Williams, the current State Archivist and member of the State Records Management Committee.



Presenter
Presentation Notes
Here's a travel reimbursement form and receipt. 



Presenter
Presentation Notes
The correct answer is B: 3 years.GRS-1833: Reimbursement files.https://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21278



Presenter
Presentation Notes
This is a letter that Governor Walker wrote to someone who wrote to her.http://images.archives.utah.gov/digital/collection/25848/id/561/rec/5



Presenter
Presentation Notes
The correct answer in this case is D: Permanent. Executive correspondence, especially anything from the governor's desk, is almost always permanent.SSRS #25848: Executive correspondence (Archives' series-specific retention schedule)https://axaemarchives.utah.gov/cgi-bin/appxretcget.cgi?WEBINPUT_RUNWHAT=HTML_1SERIES&WEBINPUT_BIBLGRPC_RID=25848&A=BGRS-1758: State agency executive correspondence (general retention schedule)https://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21076Does anyone have any questions about these examples?



Records Appraisal

Presenter
Presentation Notes
Now, let's talk about records appraisal.



Appraising Records

• Administrative

• Fiscal

• Legal 

• Historical
• ^ always permanent

Presenter
Presentation Notes
Appraisal is the process of figuring out the value of something; in this case, records. Records can be valuable in different ways: *click*They can be administratively valuable for as long as they're needed to carry out the functions of a governmental entity. *click*�They can be fiscally valuable if they're needed to document the expenditure of public funds and to fulfill government financial obligations. *click*�They can be legally valuable if they're needed to provide evidence of the legal rights or obligations of government or its citizens, or to be in compliance with laws and regulations. *click*�And they can be historically valuable if they contain information that documents the history of government or the community. *click*Records with historical value are always permanent, but they only become part of the historical record of the state, i.e. they only go to the Archives, after their other administrative, fiscal, and/or legal purposes have been served.



Presenter
Presentation Notes
So, in order to figure out how long you need to keep a record, you need to know: what the record is, *click*who uses it and what they do with it, and *click*how it fits into your agency's functions and processes.This is one of the reasons why it's so beneficial to study your agency's functions, like I mentioned last week, because it will help you to understand the value of the records.



Appraising Records

• Administrative

• Fiscal

• Legal 

• Historical
• ^ always permanent

Presenter
Presentation Notes
Let's practice determining the value of some records by taking a second look at the records we've already reviewed so far. You've already appraised these records, maybe without even realizing that's what you were doing, so now let's take a look and consciously appraise their value.



Presenter
Presentation Notes
Setting up a meeting. The answer is A: Administrative. This record is just helping us do our job.



Presenter
Presentation Notes
Database records.In this particular case the answer is A, Administrative, but depending on the record and the database, the records could very well be fiscally and legally valuable as well.



Presenter
Presentation Notes
The reimbursement request.These records are A, administratively, and B, fiscally valuable. 



Presenter
Presentation Notes
The letter from Governor Walker.This record had and administrative purpose (A), and now it's historically valuable (D).Are there any questions about these examples?



Assessing Value

Administrative need = 20 years?

Presenter
Presentation Notes
Sometimes the value or use of a record or object can evolve.The Eiffel Tower was constructed from 1887 to 1889 in order to commemorate the 100th anniversary of the French Revolution. At the time, it was the tallest man-made structure in the world. Many of Gustave Eiffel's contemporaries, however, didn't like the tower, calling "obnoxious" and "vile." When it was built, the plan was to disassemble the tower after 20 years.But then an interesting thing happened: radio. Radio emerged and there was a really good reason to keep Eiffel's tower around, because it worked well as an antenna. And during World War I, a transmitter in the tower jammed the German radio communications and helped the Allies win the First Battle of the Marne, in 1914. The Eiffel Tower is still used as a relay antenna for radio in the Parisian area. But besides that, it's obviously a hugely iconic structure, synonymous with Paris and France.Fortunately, someone realized that the original design sketches of the tower would be valuable records even after the tower’s construction was complete, and even though the tower was planning to be disassembled after 20 years. So in this case, the records started out administratively useful, and ended up being historical, and therefore permanent. Which leads to a very interesting question.________________________________________________________http://publicdomainarchive.com/public-domain-images-eiffel-tower-construction-from-1889-worlds-fair/http://bigthink.com/1000-words/rise-of-the-eiffel-tower-1887-1889





Permanent does NOT mean "as 
long as I am here"

"We've got to get our clients to think of long-term 
investments."

"By long-term, I mean until we retire."

Presenter
Presentation Notes
Permanent does NOT mean "as long as I'm here."Believe it or not, we see this attitude sometimes. It's easy to want to only plan ahead as long as we'll be personally invested with an agency, so if we know records will still be here after we are, it's easy to say, "Oh, those are permanent. Of course the database will maintain these records forever." But in the archiving world *click*



Permanent means forever

Permanent = forever. Never destroy, delete, lose

Long-term retentions:

• 50 years after dissolution of the republic, then 
destroy

• 10,000 years, then destroy

Presenter
Presentation Notes
Permanent really means forever. Never destroy, never delete, never lose through neglect.On the other hand, you can have retention periods that are really really long, but are not actually permanent. To give you a little perspective, here are two long-term (but NOT permanent) retentions which we once found from National Archives and Records Administration (NARA).50 years after dissolution of the republic, then destroy10,000 years, then destroy (nuclear waste records)The point is that if you can figure out what the value of the record is and how long that value holds (whether 10 days or 10,000 years or forever), then you can accurately determine the retention. And it's okay to reassess down the road.



Historical value = transfer to 
State Archives
•Historical value

• Organization’s history 

• Research interest

• Intrinsic value

• Age 

• Content 

• Unique features

Presenter
Presentation Notes
Records which have enduring historical value should be transferred to State Archives’ custody for preservation when retention has been met. What makes a record historical? *click* If a record… *click*documents the activities of an organization or agency, including its history; *click*if the records are useful for research about people, places, subjects, or events of interest; and *click*if the records have intrinsic value, or inherent worth, *click* based on factors of age, *click* content, *click* circumstances of creation, or other unique features. For example, here in Utah, any territorial records, really anything older than 1900, would be considered historical.



Historical value = transfer to 
State Archives
• State Archives takes 

custody
• Preservation

• Access via Research Center 
in Salt Lake City

Presenter
Presentation Notes
Once those historical records have met their retention, the State Archives takes custody of them, meaning the Archives assumes responsibility for the management, preservation, and access of those records. Access to records in Archives' custody is provided via our digital content on our website, or any member of the public or any government agency can access records via the History Research Center, located at the Rio Grande building in Salt Lake City.Now that we know a little bit more about value, let's take a look at a few more records.



Presenter
Presentation Notes
This is a spreadsheet where the RIM specialists record our contact numbers each month. The numbers from this record are compiled and moved over to the division's official performance measure spreadsheet.



Presenter
Presentation Notes
The correct answer is C. 2 years.GRS-1698: Employee and program productivity records (2 years after resolution of issue).https://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21245



Presenter
Presentation Notes
This is a purchasing contract from the Division of Purchasing.DAS. Division of Purchasing - contract amendmenthttps://utah-das-contract-searchsp.s3.amazonaws.com/full_contract_AR1766_full_contract_AR1766_full_contract_AR1766_AR1766%20-%20Full%20Contract.pdf



Presenter
Presentation Notes
C.GRS-1731: Contract and lease recordshttps://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21365Are there any questions about these examples?



Retention Schedules



archives.utah.gov/rim/retention-schedules.html

Presenter
Presentation Notes
This is my favorite page on the internet. I visit it more than any other page on the internet. I've visited it 662 times in the past 3 years alone.One of the Archives' responsibilities is to help government agencies manage their records, including helping create and revise retention schedules. There are two different main types of retention schedules that we work with.



General Retention Schedule

Retention Schedule Types
Series-specific Retention Schedule

Presenter
Presentation Notes
*click* The first is a general retention schedule. In the law this is referred to as a model retention schedule. *click*The second is a retention schedule that's specific to a particular series, or group of records, so we call it a series-specific retention schedule, or sometimes just a retention schedule.Your agency likely uses a mixture of general and series-specific retention schedules. These should be reviewed regularly in relation to the records that your agency is maintaining. 



General Retention Schedule

General Retention Schedules

Presenter
Presentation Notes
General retention schedules are created by the Archives, and are meant to apply to more common record groups, like grant records, accounts payable records, or meeting minutes. General retention schedules have already been approved by the State Records Management Committee and are available for immediate adoption and implementation by an agency.



Approval Authority for 
Retention Schedules

State Records Management 
Committee (RMC)

● State History director (or 
designee)

● State Archives director (or 
designee)

● Member of Utah State Bar

● Member w/experience in 
public finance

● Private sector records 
manager

● Political subdivisions 
representative

● News media 
representative

Presenter
Presentation Notes
Records officers sometimes wonder who has the authority to decide how long government agencies must keep their records. The State Records Management Committee (RMC) has the responsibility to “review and approve schedules for the retention and disposal of records” generated by state and local governmental entities. The RMC is made up of various professionals *click* who have different kinds of experience with records. These are the people who have the authority to approve or deny retention schedules for government agencies here in Utah.On the other hand, the State Archives has the responsibility, as outlined in PRMA, to create model retention schedules, which are the general retention schedules. Let's take a look at how that process works.



Idea / 
suggestion

Archives 
internal review 

(RIM team)

Stakeholder 
input

Archives 
internal review 

(committee)

Open for 
comments

Records 
Management 

Committee

GRS approval process

Presenter
Presentation Notes
A general retention schedule creation or update *click* starts with an idea or suggestion. This can come from a RIM specialist at the Archives, but frequently comes from a records officer. *click*The Archives RIM specialist then reviews the idea with the other RIM specialists and they determine a course of action. For major updates, stakeholder input is needed, so *click*the next step is to obtain stakeholder input. This is usually done via email, but we also sometimes hold actual meetings to allow for a more in-depth discussion.At this point, the GRS creation or change can either move forward, or be returned to the RIM specialists to figure out a new approach. If the change moves forward, *click*Archives presents the change to their internal records appraisal committee, which gives feedback.Again, at this point the change can either move forward or return to the RIM specialists for further investigation and/or stakeholder input. *click* Otherwise, the change moves forward and is posted on our website for two weeks before submission to the RMC to allow people time to comment. As you can guess, comments may cause the change to move back to more discussion, but otherwise the change *click*is then submitted to the Records Management Committee, where it's either approved or returned to the RIM specialist for further development.As you can see, this can be a pretty lengthy process.



Major Updates

● significant description change
● consolidation (non-duplicative)
● consolidation which changes 

retention
● retention change
● disposition change
● discontinuation
● new GRS

Major/minor GRS updates
Minor Updates
● description updates for consistency, 

typos, grammar
● consolidation (duplicative)
● citation updates
● title updates or changes

Presenter
Presentation Notes
For minor updates, the process is solely internal to the Archives, though minor updates are listed on our website.



Approval Authority for General 
Retention Schedules

Records Management 
Committee (RMC)

Presenter
Presentation Notes
Once a general retention schedule has been approved by the Records Management Committee, it's considered active, and it supersedes all previous versions of that schedule. Records that are managed according to a GRS that gets updated must align with the current general schedule description and retention period, regardless of their creation date. 



• Once a schedule has been approved, it is considered active, 
and supersedes all previous versions of that schedule. 

• Records being managed according to these schedules must 
align with the current general schedule description and 
retention, regardless of their creation date. 

Presenter
Presentation Notes
Let me highlight that again:Once a general retention schedule has been approved, it is considered active, and it supersedes all previous versions of that schedule. Records being managed according to these schedules must align with the current general schedule description and retention, regardless of their creation date. As an example, if you're keeping your administrative correspondence for 3 years, but then the general retention schedule for administrative correspondence changes to 7 years, you must now keep your administrative correspondence for 7 years.We'll contact you if a GRS you’re using is changing. We also list GRS updates in our monthly records officer newsletter.If you have a legitimate reason why you're unable to keep your records according to the updated GRS, you can work with your RIM specialist to get approval to retain your records a different length of time..



Need Feedback from 
Stakeholders

• Email
• Website
• In-person

You!

archives.utah.gov/rim/grs-updates.html

Presenter
Presentation Notes
We're constantly updating the general retention schedules and broadening them so that they are easier to use for electronic records. Our former GRS RIM specialist, Rebekkah Shaw, was tasked with identifying duplicate and contradictory general retention schedules; and she consolidated hundreds and hundreds of them. Updated general retention schedules are published on our website, and we have a page dedicated to showing the updates that are being made, which I'll show you in a minute. This is our attempt to be more transparent about the changes we make. In fact, let me show you right now. (demo)You may have noticed the big button requesting feedback. This is because we can't update general retention schedules in a vacuum. We need feedback from stakeholders. *click*Stakeholders are people or agencies who hold a vested interest in the outcome of the updates. Stakeholders can include agencies that create and maintain the records, state legal counsel, the State Archives, and members of the general public. In other words, *click*YOU ARE A STAKEHOLDEROne of the goals of retention schedules is to make it easier for agencies to establish and sustain a records management program, to protect their agency, and to provide transparency. This is why feedback from records officers is invaluable. Before we talk about series-specific retention schedules, let's take a look at a few last record examples.

https://archives.utah.gov/rim/grs-updates.html


Presenter
Presentation Notes
This is part of a 1966 report of the Commission on the Organization of the Executive Branch of Utah Government. The report is 383 pages long.https://archives.utah.gov/digital/3179.pdf



Presenter
Presentation Notes
D. PermanentGRS-3: Annual or official reports (permanent).https://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21285



Presenter
Presentation Notes
This is an index created by the Department of Transportation to index their official photographs.http://images.archives.utah.gov/digital/collection/25122/id/66/rec/4



Presenter
Presentation Notes
Indexes (indices) vary as to how long to keep them. They're information governance records, so they're kept as long as the records to which they apply. So D is the correct answer.GRS-1713: Information governance recordshttps://axaemarchives.utah.gov/grsdetail.php?fq=grsItemRecordId:21299



Presenter
Presentation Notes
http://images.archives.utah.gov/digital/collection/p17010coll2/id/7601/rec/8



Presenter
Presentation Notes
Are there any questions about these examples?



Series-specific Retention 
Schedule

Series-specific Retention Schedule

Presenter
Presentation Notes
A series-specific retention schedule is specific to a group of records, a.k.a. a series, that your agency maintains. It's more customized to your agency than a general retention schedule, and includes more detail, including specific format plans. A series-specific retention schedule can have a retention period that follows a general retention schedule, or it can have its own unique retention approved by the Records Management Committee.So, if any agency can use a general retention schedule, and sometimes a series-specific retention schedule follows a general schedule, under what circumstances would you benefit from a series-specific retention schedule? I'm so glad you asked.



Series-specific retention 
schedule
Create a SSRS if:

• Records are not depicted in any GRS
• Retention period differs from GRS
• You'd prefer to do so for your own internal 

records management purposes (e.g. 
classification, file plan, etc.) [OPTIONAL]

Presenter
Presentation Notes
*click* So when would you need a series-specific retention schedule? *click*If your agency has records that are not described in a General Retention Schedule, you'll need to create a series-specific retention schedule. *click*If you need to keep the records for a different amount of time than is specified by the General Retention Schedule *click*Or if you'd simply prefer to created series-specific retention schedules for your agency's own records management purposes, like to keep track of all your records or to designate a classification.



Series-specific retention 
schedule
Create a SSRS to utilize Archives services:

• Records stored at the State Records Center
• Records reformatted by Reformatting section
• Transferring records to be preserved at the 

State Archives

Presenter
Presentation Notes
There’s also one one other situation when you'll need to work with Archives to create a series-specific retention schedule. *click* That is when you utilize some of the Archives' services. This is because each series-specific retention schedule is assigned a unique ID, which is called the series number, which is necessary to tie the records to your agency. *click*So, for example, if you'll be sending boxes to the State Records Center, we'll set up a series-specific retention schedule which will allow you to do that. *click*Same with if our Reformatting section is reformatting some records for you, *click* or if you're transferring records to the Archives for permanent preservation.The series number of each series-specific retention schedule allows us to keep track of the records.



SSRS creation process

• Submits proposed 
Retention Schedule

• Answers questions about 
records

• CAO signs finished 
proposed schedule

Gov. Agency

• Reviews and revises

• Asks questions

• Posts proposed 
schedule online

• Submits schedule to 
RMC for approval

State Archives
•Reviews proposed 

retention schedule

•Discusses schedule at 
open meeting

•Approves, tables, or 
denies schedule

Records Management 
Committee

Presenter
Presentation Notes
The process for creating or updating a series-specific retention schedule is different than the process for updating a general retention schedule:First, the governmental agency identifies and describes a record series—remember, that’s a group of records—and submits that information to the State Archives with a proposed retention period.The State Archives reviews the proposed retention and approves it or provides further direction.The governmental agency's chief administrative officer reviews the proposed retention schedule and authorizes it with his or her signature.The State Archives posts the proposed retention schedule on its website to allow public comment and distributes copies to members of the State Records Management Committee for their review.Members of the State Records Management Committee discuss proposed schedules in an open meeting and approve them by majority vote. Proposed schedules not approved are returned for further consideration.The State Archives posts approved retention schedules on its website. State Records Management Committee approval authorizes governmental agencies to maintain and destroy records according to the schedule. (demo)



Options for political 
subdivisions
• May adopt internal ordinances that are applicable within 

their jurisdiction
• Retention schedules
• Appeals processes in compliance with GRAMA

• Must provide records schedules, policies, ordinances to the 
State Archives for review

• Must transfer historically valuable records to State 
Archives if requested

Utah Code Section 63G-2-701

Presenter
Presentation Notes
GRAMA states that Political subdivisions *click* may adopt internal ordinances or policies relating to records management practices, which are applicable within their jurisdiction. They may: *click*Establish separate retention schedules *click*Set up an appeals process in compliance with GRAMAPolitical subdivisions that choose to do this *click*Must provide copies of the schedules, policies, or ordinances to the State Archives for review. We publish these on our website. (demo) *click*Also, remember how one of the State Archives' mandates is to preserve the permanent records for all of the governmental entities in the state? If the Archives determines that a different retention schedule is needed for state purposes, the Archives reserves the right to assert its legal position under Utah Code 63G-2-701 and will work with the entity to transfer permanent custody of the records in question to the Archives once administrative, legal, and/or fiscal need ends. 

http://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S701.html


So… how long should I keep 
this record?
• What is the record's administrative/fiscal/legal 

value? How long will it be valuable?

• Are there any laws regarding its retention?

• Does it match an existing retention schedule?

Presenter
Presentation Notes
So, do we finally get to answer our question, about how long you should keep a record? The answer is… it depends. But you can figure it out, and if you're not sure, we can help you.



Questions?

?
Renée Wilson, RIM Specialist, Utah State Archives
reneewilson@utah.gov
801-531-3842

Find your RIM specialist at archives.utah.gov/rim/records-analysts.html

mailto:reneewilson@utah.gov
http://archives.utah.gov/rim/records-analysts.html
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