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http://wersm.com/twitter-powers-up-dms-for-customer-service/ 

Me as a baby in a garbage can.  



A) Find retention schedules 
B) Teach you how to inventory records 
C) Answer questions about reformatting  
D) Come to your agency to provide training 
E) All of the above 

 
 



*801-531-3863  *recordsmanagement@utah.gov 





A) Appointed Records Officer 
B) Chief Administrative Officer 
C) Records manager 
D) Support staff 
E) None of the above 

 
 



A) Zero to 1 month 
B) Less than 1 year 
C) 1-4 years 
D) 5-10 years 
E) 10 + years 

 
 



A) Want to clean up records in the office, need to know where 
to begin 

B) Need to know more about responding to GRAMA requests 
C) Need to know more about managing records 
D) Increase your credibility in the office or OTHER 
E) Required to do so 

 



 



Why? 
Who? 
What? 
Where? 
When? 
How? 

 





• What are the risks if you don’t? 

Q: What would happen if you didn’t know 
how to manage records or respond to 
GRAMA requests? 

Q: What are the benefits to implementing a 
records management program? 



• Increased efficiency 
• Reduced cost 
• Reduced risk 
• Increased transparency 
• Better documentation of agency and 

state history 



 Cautions  Duties  Definitions 

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 





A) Establish records management program 
B) Care, Maintenance, Preservation 
C) Scheduling and Disposal 
D) Classification and Designation 
E) Providing access 



• Establish records management program 
• Appoint records officer(s) 
• Ensure that they certify annually 



• Care and Maintenance 
• Scheduling and Disposal 
• Classification and Designation 
• Providing access 
• Preservation 



• Every records officer (almost) 
• Utah Code 63G-2-108 

 



Records Access 
• GRAMA 
• Classifying records 
• Responding to 

GRAMA requests 
appropriately 

Records Management 
• PRMA and GRAMA 
• Understanding records 
• Implementing retention 

schedules 
 





A) A vinyl disc with etched grooves that holds music 
recordings. 

B) To set down or register in some permanent form. 
C) Information (in any reproducible form) prepared, owned, 

received, or retained by a governmental entity.  
D) An account in writing preserving the memory or 

knowledge of facts or events. 
E) A legally documented history of criminal activity 

 
 



63G-2-103  
(22) (a) "Record" means a book, letter, document, paper, 
map, plan, photograph, film, card, tape, recording, 
electronic data, or other documentary material 
regardless of physical form or characteristics: 
 (i) that is prepared, owned, received, or retained by a 
governmental entity or political subdivision; and 
 (ii) where all of the information in the original is 
reproducible by photocopy or other mechanical or 
electronic means 

 



• Personal emails and documents that 
are not work-related 

• Temporary drafts created for personal 
use 

• Books contained in a library 
• Junk mail or spam 
• Computer programs 

 
 



•Social media 
 

•Personal documents 
 

•Temporary drafts 
 

•Database systems 
 



It is your job to know what they are. 

https://threatpost.com/slack-discloses-breach-of-its-user-profile-database-implements-2fa/111872/ https://www.pinterest.com/uolga/cenjoy-your~tea-timec/ 



A) Number used to identify records 
B) Sequence of music albums arranged by artist 
C) Recordings of an entire season of a serial TV program 
D) Retention schedule for records 
E) None of the above 

 







63G-2-103 
(23) “Schedule,” “scheduling,” and their 
derivative forms mean the process of 
specifying the length of time each record 
series should be retained by a governmental 
entity for administrative, legal, fiscal, or 
historical purposes and when each record 
series should be transferred to the state 
archives or destroyed. 



63G-2-103 
(23) “Schedule,” “scheduling,” and their 
derivative forms mean the process of 
specifying the length of time each record 
series should be retained by a governmental 
entity for administrative, legal, fiscal, or 
historical purposes and when each record 
series should be transferred to the state 
archives or destroyed. 



A) True 
B) False 



Utah Code 63G- 2-604 – Retention and disposition of 
records. 
(1) (a) . . . .each governmental entity shall file with the State 
Records 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 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. 



A) True 
B) False 



• Uniform Electronic Transactions Act  
• Utah Code 46-4-501 

 
 
 

46-4-501.   Creation and retention of electronic 
records… 
(5) Each state governmental agency shall: 
     (a) Establish record retention schedules for any 
electronic records created or received in an electronic 
transaction according to the standards developed by the 
Division of Archives…and 
     (b) Obtain approval of those schedules from the State 
Records Committee as required by Subsection 63G-2-
502(1)(b). 

https://le.utah.gov/xcode/Title46/Chapter4/46-4-S501.html


Appraising Records 

https://www.entrepreneur.com/article/252154 

• Administrative 
• Fiscal 
• Legal 
• Historical 



43 http://bigthink.com/1000-words/rise-of-the-eiffel-tower-1887-1889 

Administrative Need = 20 years? 



A) Indefinitely 
B) As long as possible 
C) Forever 
D) As long as I am here 



• True or 
False? 

'We've got to get our clients to think of long-term 
investments.  
By long-term, I mean until we retire.' 



Permanent = forever. Never destroy, delete, 
lose. 
 
 
Long-term retentions: 
 
• 50 years after dissolution of the republic, 

then destroy 
 

• 10,000 years, then destroy 
 
 



Take a break. Cleanse your palette  





Governmental entities exist to carry out the public’s business 
 

Beverly Hills City Council Meeting, undated 
http://www.beverlyhills.org/search/website/?Q=government%20council%20meetings%20default 



Governmental entities exist to carry out the public’s business 
 

Beverly Hills City Council Meeting, undated 
http://www.beverlyhills.org/search/website/?Q=government%20council%20meetings%20default 



• Human Resources 
• Budgeting 
• Policy creation 
• Accounts Payable and 

Receivable 
 

• Mosquito abatement 
• Safety inspection 
• Medicaid eligibility screening 
• Oversee horse races 
• Facilitate economic 

development in the state 

http://www.retailassociationservices.com/safety-news/safety-tip-of-the-week-2/ 



• Governor’s Office of Economic Development 
(GOED) example: 



















http://motherboard.vice.com/read/primitive-asinine-what-real-doctors-think-of-electronic-medical-records 





•Administrative 
•Fiscal 
•Legal 
•Historical 

https://www.entrepreneur.com/article/252154 



Retention schedules indicate 
when records should move 

through each phase 



• Time period records maintained 
in agency custody 

• Based on: 
• Frequency of use 
• Appraised value 
• Statutes or rules 



• Destroy  
 or  
• Permanent 
(Transfer to the State 
Archives) 

 



• Historical value 
• Organization’s history  
• Research interest 
• Intrinsic value 

• Age  
• Content  
• Unique features 

 

State Archives takes custody 
Preservation 
Access via Research Center in Salt Lake City 



Do not intentionally 

• mutilate 

• dispose of 

• destroy 

• damage 

Contrary to a properly adopted retention schedule 

c
a

u
t

i
o

n  



A) Duplicate copy of a record 
B) The one that must follow the retention schedule 
C) Original record 
D) The one that must be kept permanently 

 



reference backup audit preservation access 

72 



reference backup 

Record Copy 

• LEGALLY MANDATED 
maintained according 
to schedule 

access audit 

73 



http://papershreddernews.com/common-issues-with-paper-shredders/ 

A)Yes 
B)No 
C)Maybe so 



http://papershreddernews.com/common-issues-with-paper-shredders/ 

A)Yes 
B)No 
C)Maybe so 



http://www.hard-teching.com/media-conversion/ 

http://teachmiddleeast.lib.uchicago.edu/historical-perspectives/the-question-of-identity/before-islam-mesopotamia/image-resource-
bank/image-11.html 

http://hifiengine.com/manual_library/ferrograph.shtml 

training.kkinet.com 

http://www.pny.com/lego-usb-flash-drive 

http://desktoppub.about.com/od/glossary/g/bondpaper.htm 
 



• The Law (63A-12-105) 
• Record copy? 

 



security 

Record Copy 

• LEGALLY 
MANDATED 
maintained 
according to 
schedule 

access 

Which is the record copy? 

Your agency: 
Chooses 
Commits 
Manages all 

copies 
Preserves 
Disposes 



Security 
• Temporary Backup 
• Usually at alternate 

location 

Access 
• Convenience 
• Protect the record 

copy 

Preservation 
• Permanent Backup 
• Alternate location 

Other types of copies 



http://hifiengine.com/manual_library/ferrograph.shtml 

training.kkinet.com 

http://www.pny.com/lego-usb-flash-drive 

http://desktoppub.about.com/od/glossary/g/bondpaper.htm 
 



• Uniform Electronic Transactions Act 
 

46-4-301.   Retention of electronic records -- 
Originals. 
(1) If a law requires that a record be retained, the 
requirement is satisfied by retaining an electronic record of 
the information in the record that: 
(a) accurately reflects the information set forth in the 
record after it was first generated in its final form as an 
electronic record or otherwise; and 
(b) remains accessible for later reference. 

* “…Unless a law enacted after May 1, 2000, specifically prohibits 
the use of an electronic record for the specified purpose.” 



Email: To print or not to print, that is the question. 





• PDF of the email does not contain all of the 
associated metadata (i.e., IP addresses)  
 

• Not considered a legitimate version of the record 
• This was established by case law in 1996 when the 

Supreme Court ruled on Armstrong vs. Executive Office of 
the President 
 

• Export the emails into EML file format and retain 
them according to schedule 

 

A Printed email is missing essential metadata 

http://caselaw.lp.findlaw.com/scripts/getcase.pl?navby=search&case=/data2/circs/DC/955057a.html
http://caselaw.lp.findlaw.com/scripts/getcase.pl?navby=search&case=/data2/circs/DC/955057a.html


• The Law 
• Liability and Risk Management 

 



Lunch atop a Skyscraper, 1932 photo by Charles C. Ebbets 



Lunch atop a Skyscraper, 1932 photo by Charles C. Ebbets 

Are they essential for operating? 

Are they subject to audit? 

Can we migrate the data 
successfully? 

How stable is my database? 

Are they historical? 

$$$ 

 



• The Law 
• Liability and Risk Management 
• Length of Retention 



http://thegadgetflow.com/portfolio/bubble-tank-psalt-design/ 
 

Data Migration: Transferring or converting data from one technology to another in 
order to keep it accessible and preserve its essential characteristics (integrity) over time.  

http://thegadgetflow.com/portfolio/bubble-tank-psalt-design/
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Importance and Retention of the Record Series 

Risk Assessment 

Finding a balance 



• The Law 
• Liability and Risk Management 
• Length of Retention 
• Difficulty of Protecting the Record 



• Security protocols, approved administrators 
and users 

• System checks and error-checking utilities 
• Disaster preparedness measures 
• Backups stored in multiple locations at least 50 

miles off-site  
• Migration of data 

 

https://antmanaras.wordpress.com/2012/09/25/hsts-http-strict-transport-security/ 



• The Law 
• Liability and Risk Management 
• Length of Retention 
• Difficulty of Protecting the Record 
• Cost 

 



http://wikibon.org/blog/inside-ten-of-the-worlds-largest-data-centers/ 



http://all-free-download.com/free-vector/vector-weight-balance-scale.html 





Group Discussion: 



Take a break. Cleanse your palette  





http://www.licc.org.uk/imagine-church/signposts/three-practical-steps/ 



1. Find your retention schedules 
2. Understand your retention schedules 
3. Inventory your records 
4. Get staff feedback 
5. Establish plans 
6. Update your retention schedules 
7. Assign and train staff members 
8. Organize your records 
9. Transfer records as necessary 
10. Destroy records as necessary 



Archives.utah.gov 



• General Retention Schedule • Series-specific Retention Schedule 



• Not depicted on any GRS 
• Retention period different than the GRS 
• Tracked by state: 

• Stored at the State Records Center 
• Reformatted by Microphotography section 
• Preserved at the State Archives 

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



State Records Committee 
(SRC) 



State Records Committee 
(SRC) 



• 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.  
 



http://www.elioowners.com/threads/if-you-dont-believe.5792/page-14 

 Blog 

 Email 

 Website 

 In-person 

Recordskeepers.blog 



• 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 

SRC for approval 

State Archives 
• Reviews proposed 

retention schedule 
• Discusses schedule at 

open meeting 
• Approves, tables, or 

denies schedule 

State Records 
Committee 



Archives.utah.gov 



Archives.utah.gov 



General Retention Schedules Series-specific Retention Schedules 



Descriptions 



Notice the very 
different retention 
and disposition for 
these very similar 

records. 



PDF version HTML version on web page 



• Unique identifier 
• Important for tracking 

• No jargon  
• No acronyms 

Series number 

Title 



•Legal authority for records retention 
•Practical management of records 

•Agency records managers 
•State Archives’ staff 

•Inform the public  
•Promote government transparency 

 



Description • Understandable for general 
public 

• Tells us: 
• Government functions 
• How records are used 
• Information contained 



• Assigning Value 
• Administrative, Fiscal, 

Legal, or Historical 

• Used to determine 
retention and 
disposition 

• All years they were 
created 

• Closed with a period if: 
• No longer created 
• Managed in a different 

series 
Appraisal 

Series Dates 



• Time in agency custody 
• On-site or off-site 

• What happens after retention  
• Destroy or Transfer to 

Archives 

• Using GRS or 
approved by SRC? 

• Date of authorization 

Retention 

Disposition 

Authorization Information 



• June 29 in SLC 
• August 3 in SLC 
• August 24 in Logan 
• September 19 in Moab 
• October 17 in SLC 
• November 14 in St. George 
• December 12 in SLC 

 
Register:    openrecords.utah.gov 
       archives.utah.gov 



Series Title Associated 
Function 

Retention Disposition 
(Permanent?) 

GRAMA 
designation 

Location Format(s) 

              
              
              
              
              
              
              
              

 

 Map out your business processes 
 Search all possible locations 
 Enlist help 
 Write it all down 

 



• Distribute retention schedules 
• Ask questions about their processes 
• Note discrepancies 
• Determine what needs to be updated 

http://www.cxcompany.com/nl/blog/feedback-from-customers 



• Reformatting 
• Data migration 
• Records storage 

• Paper 
• Computer data files 



• Reformatting 
• Data migration 
• Records storage 

• Paper 
• Computer data files 



•what will be migrated  
•where the record content and metadata are  
•what people and tools will be used to migrate the 
data  

•how risks to the data will be managed during the 
process  



• Reformatting 
• Data migration 
• Records storage 

• Paper 
• Computer data files 



• Secure, stable conditions: 
• Meets fire code 
• Not on a flood plain 
• No water leaks 
• No pest infestations 
• Anti-intrusion alarm 

system 
• Environmental controls 

http://cool.conservation-us.org/byorg/abbey/an/an21/an21-8/an21-802.html 



• Reformatting 
• Data migration 
• Records storage 

• Paper 
• Computer data files 



A) Flash drive/USB drive/Thumb drive 
B) Magnetic tape 
C) Solid state drive 
D) Cloud storage 





http://www.computerweekly.com/news/2240235007/NetApp-Hybrid-cloud-storage-is-a-big-deal-flash-is-not 



• Protection 
• Security and Auditing 
• Down time/service restoration—redundancy? 
• Proprietary programming codes? 
• Legal Discovery and GRAMA Compliance 
• Authenticity and Integrity 

• $$$ for running checksums? 
• Etcetera 

http://systemsandsoftware.com/5-safety-concerns-with-cloud-data-storage-answered/ 



Take a break. Cleanse your palette  



• Via a records analyst 
at the State Archives 

• Complete online 
forms 

• Work with analyst  to 
clarify 

Archives.utah.gov 



• Determine who will 
• Track each copy, especially the record copy 
• Monitor retention 
• Destroy and document 

• They need to understand the roles that they play 
in the management of your agency’s records 

• Keep instructions simple and clear 



• Free up over half of 
your office and 
computer space! 



• Reference materials 
• Shared record maintained 

only by the other 
governmental entity 

• Temporary drafts only for 
personal use 

• Personal records and 
correspondence 
 

http://www.purchasefamilymag.com/reducing-paper-consumption/ 





• Sort into record series 
• Separate record copies 

from other copies 
• Clean up shared drives 
• Keep records for a business 

process together 
 
 

http://www.rd.com/home/cleaning-organizing/personal-organizers-secrets-free/ 



• Inactive records 
• Secure, free off-site 

storage 
• Custody held by 

government agency 
• Agency may request 

records 
 Utah State Records Center 



• Repository for historical 
records 

• Custody held by State 
Archives 

• Access via the Research 
Center or online 

Utah State Archives 



1. Identify record series number 
*May need to schedule the records, 
which takes time 

2. Purchase boxes from Office Depot 
3. Prepare and Arrange records 
4. Label boxes 



5. Inventory records 
6. Submit Record 

Transfer Sheet (RTS)  
7. Arrange boxes 
8. Arrange delivery 
 

8 boxes per layer 
archives.utah.gov/recordsmanagement/transferring-records.html 





Box A: How would you label this box? 



Box B: How would you label this box? 



Box C: How would you label this box? 



Box D: How would you label this box? 



Box E: How would you label this box? 



Box F: How would you label this box? 



• Retentions are not just a minimum 
 

• All copies of a record should be destroyed at 
the same time as the record copy (or before)—
regardless of format 



A) True 
B) False 





http://www.arma.org/r1/news/newswire/2015/09/23/long-term-care-home-hired-
chicken-farm-to-shred-sensitive-records 

http://www.arma.org/r1/news/newswire/2015/09/23/long-term-care-home-hired-chicken-farm-to-shred-sensitive-records
http://www.arma.org/r1/news/newswire/2015/09/23/long-term-care-home-hired-chicken-farm-to-shred-sensitive-records


• Shredding or burning 
• reputable company 

• So information CANNOT be pieced back 
together or recovered 

• State Records Center will destroy, with your 
authorization, at no cost to you 
 



Establish a routine 
Assign responsibilities clearly 
Document the following in a destruction 
log: 

• Authorizing retention schedule 
• Date of destruction 
• Person who disposed of them 

 



Disposition is delayed if records are: 
• Ongoing investigation 
• Required for possible litigation 
• Litigation hold  
• Pending GRAMA request 
• Being used in an audit  



http://www.strangefunkidz.com/content/item/137535.html 



*801-531-3863  *recordsmanagement@utah.gov 



Renée Wilson – 801-531-3842, reneewilson@utah.gov 
• State agencies (with a few exceptions)  
Temporarily Unassigned 
• Local agencies, law enforcement, Dept of Health 
Rebekkah Shaw – 801-531-3851, rshaw@utah.gov 
• Education agencies (school districts, charter schools, colleges, etc.) 
• General retention schedules 
Kendra Yates – 801-531-3866, kendrayates@utah.gov 
• Elected state agencies, courts, legislature 

 

mailto:reneewilson@utah.gov
mailto:rshaw@utah.gov
mailto:kendrayates@utah.gov


https://en.wikipedia.org/wiki/File:Red_mangrove-everglades_natl_park.jpg 


	Slide Number 1
	Kendra Yates: Who I am and what I do
	Q: What can a records analyst at the State Archives do for you?
	Records Analysts at the State Archives: �We Are Here for YOU!
	Q. What is your name and where do you work?
	What is your records management role?
	Q: How much experience do you have managing records?
	Q: Why are you taking this training?
	What are you hoping to learn today?
	Learning Objectives
	Slide Number 12
	Slide Number 13
	= Business Case
	Slide Number 15
	Slide Number 16
	Q: Which of the following is NOT a Responsibility of Appointed Records Officers?
	Responsibilities of a CAO Include:
	Responsibilities of a Records Officer may Include:
	Certifying annually�
	There are two paths to certification
	Slide Number 23
	Q: What is the definition of a record, as defined in GRAMA?
	Record
	What is not a record?
	Analyzing and Assessing Your Records
	Your database is full of records…
	Q: What is a record series, per GRAMA?
	A Record Series is a Group of Records
	A Record Series is a Group of Records
	Creating Retention Schedules
	Creating Retention Schedules
	Q: True or False?�Retention schedules are suggestions of how long you have to keep something, but they are minimums. You can keep records as long as you want; you don’t have to destroy them.
	Mandated to Maintain & Destroy�
	Q: True or False?�Retention schedules only apply to paper records
	Electronic Records are Records, too
	Appraising Records
	Assessing Value
	Q: What does permanent mean?
	Permanent does NOT mean ‘as long as I am here’
	Permanent means forever
	Questions?
	Slide Number 49
	Understanding functions and resulting records
	Understanding functions and resulting records
	Understanding functions
	Functions found in statute or ordinances
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Analyzing your functions and records
	Slide Number 63
	Appraising the Value of Records
	Records have a lifecycle
	Retention period in retention schedule
	Disposition
	Transfer to State Archives
	Slide Number 69
	Q: What is a record copy of a record?
	Which is the record copy?
	Which is the record copy?
	Q: Is it okay for agencies to shred the paper copy of the record after they scan it?
	Q: Is it okay for agencies to shred the paper copy of the record after they scan it?
	Evolving Media
	Factors to Consider
	Slide Number 78
	Slide Number 79
	Slide Number 80
	Electronic record satisfies the law
	Which has the Fullest Information?
	Which has the Fullest Information?
	A Printed email is missing essential metadata
	Factors to Consider
	Liability and Risk Management: �Finding a Balance
	How important are the records?
	Factors to Consider
	Length of Retention ≥ 10 years?
	Finding a balance
	Factors to Consider
	Must be protected
	Factors to Consider
	Cost
	Slide Number 95
	The State Archives wants to know if your agency decides to go paperless
	Q: What are the most difficult records to manage?��Q: What is the hardest part of managing records?
	Questions?
	Slide Number 99
	Slide Number 100
	Slide Number 101
	What are the two primary types of retention schedules?
	Retention Schedule Types
	When do you need a series-specific schedule?
	Approval Authority for Retention Schedules
	Approval Authority for Retention Schedules
	Slide Number 107
	Need Feedback from Stakeholders
	Process for Creating a Series-specific Retention Schedule
	Using Retention Schedules Step 1: Find them
	Slide Number 111
	Using Retention Schedules Step 2: Understand them
	Slide Number 113
	Slide Number 114
	Series-specific Retention Schedules
	Slide Number 116
	Multiple Objectives of Retention Schedules
	Description
	Slide Number 119
	Slide Number 120
	Training on Retention Schedules
	Step 3: Inventory your agency’s records
	Step 4: Get staff feedback
	Step 5: Establish plans
	Step 5: Establish plans
	Migration Plan Includes:
	Step 5: Establish plans
	Off-site Storage Facility Standards 
	Step 5: Establish plans
	Q: Which of the following is NOT a reliable long-term data storage medium?
	Data Storage: Offline Options
	Data Storage: Cloud Computing
	Vendor Contract Points
	Questions?
	Step 6: Update your retention schedules
	Step 7: Assign and train staff members
	Step 8: Organize your records
	Separate Records from Non-records
	Slide Number 140
	Organize Your Records
	Step 9: Transfer records as necessary�
	Utah State Archives
	Procedure for Transferring Records
	Procedure for Transferring Records (cont.)
	Slide Number 146
	Box A: How would you label this box?
	Box B: How would you label this box?
	Box C: How would you label this box?
	Box D: How would you label this box?
	Box E: How would you label this box?
	Box F: How would you label this box?
	Step 10: Destroy records as necessary
	Q: Having a chicken farm shred sensitive records is an appropriate destruction plan. �True or False?
	Slide Number 161
	Having a chicken farm shred sensitive records is NOT an appropriate destruction plan
	Appropriate Destruction of Records
	Tips for managing destruction:
	Slide Number 165
	What can we do to make your job less painful?
	Contact your records analyst with questions
	Contact your records analyst with questions
	Thank you!

