
COMMONWEALTH OF VIRGINIA
Based on Library of Virginia
THE LIBRARY OF VIRGINIA

Form RM-2, Rev. Aug 2007
RECORDS MANAGEMENT AND IMAGING SERVICES DIVISION  (804) 692-3600


RECORDS RETENTION AND DISPOSITION SCHEDULE

ADVANCE \d0



AGENCY:
COMMUNICATIONS AND INFORMATION TECHNOLOGY (COMIT)
DIVISION:
Emergency Communications (9-1-1) and Citizen Services (3-1-1)
SUBUNIT:
ADMINISTRATION

ADVANCE \d7The schedule on the attached page(s) is approved with agreement to follow the general records retention and disposition policies listed below:

AGENCY APPROVAL
STATE APPROVAL
AGENCY HEAD OR DEPUTY  
  ST. RECORDS ADMINISTRATOR  

                                                         Michele R. Evins
AGENCY RECORDS MANAGER  
  COMPTROLLER OR DEPUTY  

ADVANCE \d7                                                        Susan Marziani, Records Management Supervisor
ADVANCE \d3EFFECTIVE SCHEDULE DATE: 15 March 2009
Page 1 of 5 


General Records Retention and Disposition Policies
1.  This schedule is continuing authority under the provisions of the Virginia Public Records Act, '' 42.1-76, et. seq. of the Code of Virginia for the retention and disposition of the records as stated on the attached page(s).  

2.  This schedule supersedes previously approved applicable schedules.

3.  This schedule is used in conjunction with the Certificate of Records Disposal (Form RM-3). A signed RM-3 must be approved by the designated records officer and on file in the agency or locality before records can be destroyed. After the records are destroyed, the original signed RM-3 must be sent to Library of Virginia (LVA). 

4.
Any records created before the Constitution of 1902 came into effect (January 1, 1904) must be offered, in writing, to the LVA before applying these disposition instructions. Offered records can be destroyed 60 days after date of the offer if no response is received from the LVA. A copy of the offer must be attached to the RM-3 form when it is submitted to the LVA.

5.
All known audits and audit discrepancies regarding the listed records must be settled before the records can be destroyed.

6.
All known investigations or court cases involving the listed records must be resolved before the records can be destroyed. Knowledge of subpoenas, investigations or litigation that reasonably may involve the listed records suspends any disposal or reformatting processes until all issues are resolved.

7.
The retentions and dispositions listed on the attached page(s) apply regardless of physical format, i.e., paper, microfilm, audio-visual, electronic storage, optical imaging, etc. Unless prohibited by law, records may be reformatted at agency or locality discretion. All reformatting must be done in accordance with The Library of Virginia Guidelines for Electronic Records and Microfilm and with §§ 17VAC15-20-10, et seq. of the Virginia Administrative Code, "Standards for the Microfilming of Public Records for Archival Retention." All records must be accessible throughout their retention period in analog or digital format. Whether the required preservation is through prolongation of appropriate hardware and/or software, reformatting or migration, it is the obligation of the agency or locality to do so.
8.
Custodians of records must ensure that information in confidential or privacy protected records is protected from unauthorized disclosure through the ultimate destruction of the information. Normally, destruction of confidential or privacy-protected records will be done by shredding or pulping. "Deletion" of confidential or privacy-protected information in computer files or other electronic storage media is not acceptable. Electronic records must be "wiped" clean or the storage media physically destroyed.
9.
Under the Virginia Public Records Act, (§ 42.1-79) the Library of Virginia is the official custodian and trustee of all state agency records transferred to the Archives, Library of Virginia. The Library may purge select records in accordance with professional archival practices in order to ensure efficient access.

10.
Unless otherwise directed, files are closed out at the end of each calendar or fiscal year as appropriate. Retention periods start at that time.

	1 3
	Accreditation Documents
	GS 17, Item 100813
	Retain fifteen (15) ten (10) years, then destroy in compliance with No. 8 on the schedule cover page.

	2 
	Administrative Records


	
	

	
	a.  Division Head Correspondence
	GS 19, Item 10037
	Retain three (3) years, then destroy.



	
	b.  Routine Correspondence
	GS 19, Item 10039
	Retain two (2) years, then destroy.



	3 
	Animal Control Information Entry Forms (311)
	GS 23, 100028


	Retain until verified, then destroy. These files are defined as

“non-records” by the Virginia Public Records Act; disposal

reporting on Form RM-3 not required.

	4 2
	Administrative Reports/Studies


	GS 19, Item 10096


	Retain as long as administratively necessary, then destroy.



	5 4
	Budget Working Papers


	GS 2, Item 10151
	Retain five (5) years after budget adoption, then destroy.

	6 
	Certification/Qualification Records


	GS 3, Item 10225
	Retain three (3) years after employee departure, then destroy.

	7 
	Citizen Complaint Files 

	GS 4, Item 10004
	Retain one (1) year after last action, then destroy in compliance with No. 8 on schedule cover page.

	8 
	Citizen Information Requests (311)

	GS 22, Item 5645
	Retain until response completed and any statistical logs are

updated; then destroy. Destroy privacy protected information,

if any, in compliance with No. 8 on schedule cover page.

Disposal reporting on Certificate of Records Disposal (RM-3

form) not required.

	9 
	Citizen Information Requests – Referrals to other agencies (311)

	GS 19, Item 10039
	Retain as long as administratively necessary, then destroy.

	10 
	Community Database (Agency Listings) (311)
	GS 23, Item 100020


	Delete or destroy entire file or individual records when no longer administratively useful. 

	11 
	Dispatch Records (logs, reports and other written information that document radio communications)  (911)
	GS 17, Item 100742
	Retain ten (10) years after creation, then destroy.

	12 
	Dispatch Records (operator and dispatcher files created during routine radio usage) (311)
	GS 15, Item 5215
	Retain 2 years after last entry, then destroy.



	13 
	Emergency Call Records  - Tapes, Retained as Evidence


	GS 17, Item 100750
	Retain ten (10) three (3) years or until case resolved or evidence released, whichever is longer, then destroy.

	14 
	Emergency Call Records – 911 System Maintenance 

	GS 17, Item 100747
	Retain as long as administratively necessary (3 years), then destroy.

	15 
	Emergency Call Records – Tapes, Not Used as Evidence


	GS 17, Item 100749
	Retain sixty (60) days after recording, then reuse or destroy.  Disposal reporting on Certificate of Records Disposal (RM3) form not required.

	16 
	Employee Personnel Files (Supervisor Copy)
	GS 3, Item 10234
	Upon departure of employee, send the following to Human Resources, then destroy in compliance with No. 8 on schedule cover page:

a.  Stellar Awards (ComIT Award Program)

b.  Letters of Appreciation not previously forwarded to HR

c.  Certificates of Training not previously forwarded to HR

d.  Salary and Job Verification Forms

e.  Licenses, CDL, or Professional Certificates, less than 3 years old

f.   Routine agreements/assignments such as ALPHA, secondary                employment, stand by, confidentiality

g.  Identification cards/keycards (forward to HR for disposal)

	17 
	Exit Interview Forms (Non Record Copy)


	GS 3, Item 10237
	Retain three (3) years then destroy in compliance with No. 8 on schedule cover page.   Originals submitted to Human Resources.

	18 
	Fiscal Records:  Bids and Bid Proposal Letters (Non Record Copy)


	GS 2, Item 10185
	Retain as long as administratively necessary, then destroy.

	19 
	Fiscal Records:  Contracts (Non-Record Copy)


	GS 2, Item 10159
	Retain as long as administratively necessary, then destroy.

	20 
	Fiscal Records:  Payroll:  Leave Records


	GS 2, Item 10175
	Retain 3 years or until audit, whichever is longer, then destroy in compliance with No.8 on schedule cover page.

	21 
	Fiscal Records:  Payroll Records
	GS 2, Item 7018
	Retain 5 years or until audit, whichever is longer, then destroy in compliance with No.8 on schedule cover page.

	22 
	Fiscal Records:  Reimbursement Records and Reports 
(Non Record Copy)
	GS 2, Item 10190
	Retain as long as administratively necessary, then destroy.

	23 
	Fiscal Records: Purchase Orders and Requisitions (Non Record Copy)


	GS 2, Item 10188
	Retain as long as administratively necessary, then destroy.

	24 
	FOIA Requests


	GS 19, Item 10049
	Retain three (3) years after final action, then destroy.

	25 
	Forms Management Files


	GS 19, Item 10091
	Retain until superseded, obsolete or rescinded, then destroy.

	26 
	Grievance Records and Reports


	GS 3, Item 10238
	Retain three (3) years after closure, then destroy in compliance with No. 8 on scheduled cover page.

	27 
	Health Certificates (Return to Work) Non-Record Copy


	GS 3, Item 10239
	Retain as long as administratively necessary, then destroy in compliance with No. 8 on schedule cover page.

	28 
	Internal Affairs:  Founded or Sustained Complaints


	GS 17, Item 100769
	Retain five (5) years after termination of employment, then destroy in compliance with No. 8 on schedule cover page.

	29 
	Internal Affairs:  Founded or Unfounded, Exonerated or Non-Sustained Complaints


	GS 17, Item 100770
	Retain twenty (20) three (3) years after close of investigation, then destroy in compliance with No. 8 on schedule cover page.

	30 
	Investigations/Background Checks
	GS 17, Item 100772
	Retain three (3) one (1) year after completion and response, then transfer original to Human Resources for placement in Employee’s Personnel File destroy in compliance with No. 8 on schedule cover page.

	31 5
	Maintenance Logs and Specifications – Equipment


	GS 16, Item 5200
	Retain until equipment disposed of, then destroy.

	32 
	Online Assistance – Requests for Information

(Data held by vendor in system for 13 months) (311)
	GS 22, Item 5645


	Retain until response completed and any statistical logs are

updated; then destroy. Destroy privacy protected information,

if any, in compliance with No. 8 on schedule cover page.

Disposal reporting on Certificate of Records Disposal (RM-3

form) not required.

	33 
	Photographs


	GS 19, Item 10075
	Retain as long as administratively necessary.

	34 
	Public Relations Materials (brochures, maps, etc) 
	GS 19, Item 10084


	Retain as long as administratively necessary, then destroy.

	35 
	Public Utilities – Radio Transmissions (non-emergency calls) (311)
	GS 17, Item 100742

GS 16, Item 5215

	Retain two (2) years after creation, then destroy.

Retain 2 years after last entry, then destroy.

	36 
	Public Works – Building Maintenance Service Requests (work orders) (311)
	GS 19, Item 10114


	Retain 3 years then destroy

	37 
	Public Works – Contact Listings (311)
	GS 19, Item 10041
	Retain until superseded, obsolete or rescinded, then destroy.



	38 
	Public Works – Faxed Alarm Notices (311)
	GS 19, Item 10039


	Retain as long as administratively necessary, then destroy.

	39 
	Quality Assurance Documents (911)

a.  Reports

b.  Schedule of Daily Activities – Required by Law or Regulation

c.  Schedule of Daily Activities – Administrative Control


	GS 19, Item 10096

GS 19, Item 10099

GS 19, Item 10098
	Unless applicable to another series number, retain as long as administratively necessary, then destroy.  
Unless scheduled elsewhere, retain 2 years , then destroy.

Retain as long as administratively necessary, then destroy .

	40 
	Radio:  Maintenance and Service Records


	GS 16, Item 5216
	Retain three (3) years after last entry or action, then destroy.

	41 9
	Recruitment, Hiring, Interview and Selection Records


	GS 3, Item 10249
	Upon hiring or promoting individual, transfer relevant documents Employee Personnel File (Human Resources).  Retain remaining documents three (3) years after position is filled, then destroy in compliance with No. 8 on schedule cover page.

	42 
	Red Flag Warnings – Lifeguard Service Contact Listings
	GS 19, Item 10041


	Retain until superseded, obsolete or rescinded, then destroy.



	43 8
	Safety Inspections (interior/exterior of Building 30) (911)

	GS 16, Item 5247
	Retain five (5) years after inspection, then destroy.

	44 
	Security:  Access Control Records (911)

	GS 16, Item 5242
	Retain six (6) months after last entry or use, then destroy in compliance with No. 8 on schedule cover page.

	45 
	Staff Meeting Minutes


	GS 19, Item 10103
	Retain as long as administratively necessary, then destroy.

	46 6
	Stockroom/Warehouse:  Inventory Records (Non-Capital Items) (911)

	GS 16, Item 5252
	Retain until completion of next inventory, then destroy.

	47 
	Telecommunications Logs (311)
	GS 16, Item 5266
	Retain 2 years after last entry or action, then destroy.



	48 
	Testing Records

	GS 3, Item 10250
	Retain for three (3) years after test is administered, then destroy.

	49 
	Towed Vehicle Files (911)

	GS 17, Item 100805
	Retain three (3) years after towed, then destroy.

	50 
	Towing Tracker Info Entry Form (311)
	GS 23, Item 100028


	Retain until verified, then destroy. These files are defined as

“non-records” by the Virginia Public Records Act; disposal

reporting on Form RM-3 not required.

	51 
	Tracking Spreadsheet (Public Utilities, Public Works, Lifeguard Service (red flag warnings), Telecommunications, VB Alert (311)
	GS 19, Item 10113
	Retain as long as administratively necessary, then destroy.

	52 
	Training Presentation Materials
	GS 19, Item 10079


	Retain as long as administratively necessary, then destroy.

	53 
	Training Records Not Required for Certification of Qualification


	GS 3, Item 10251
	Retain three (3) years after completion of training, then destroy.

	54 
	Training Records – Certification Required
	GS 3, Item 10225
	Retain 3 years after departure of employee, then destroy.



	55 
	VB Alert and VBAM (notices to public) Written Recording of Service Launches (311)
	GS 19, Item 10084


	Retain as long as administratively necessary, then destroy.

	56 
	Verizon Blue Pages (telephone listings) (311)
	GS 19, Item 10084


	Retain as long as administratively necessary, then destroy.

	57 
	Work Schedules
	GS 19, Item 10098

	Retain as long as administratively necessary, then destroy.

	58 
	Written Directives:  Departmental Policies and Procedures


	GS 19, Item 10078
	Retain until superseded, obsolete or rescinded, then destroy.

	59 10
	Written Directives:  General Orders and Regulations
	GS 17, Item 100765
	Retain five (5) years after superseded, then destroy.











