Records Retention Schedule

SSARCE32(0613) L7011 - 210

O - Other (Specify in Remarks)

Tom Schedler, Louisiana Secretary of State Page 1 of 2
Division of Archives, Records Management and History Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/ferww.sos . la.gov
Agency No | Agency / Division / Section — e
1
= me B\*w:ﬁ_s t/Divisk f Administration/Administrative Unit X RENEWAL
ce of Risk Management/Division o ministration/Administrative Uni
003,007 9 P __REPLACEMENT PAGE
2 __ADDENDUM PAGE
Item . Retention Period .
Number Records Series Title Tl 2| &%
In OHi In Total 3| 5! S| = Remarks
nUME® | Storage | Retention | % | % | #S| 5
1 ACT= until the end of the FY in which the FMLA period
FMLA Record ACT+5CY 0 ACT+5CY c S N 1 expires. (ariginals retained by DOA/HR)
2 . Active = Until the end of the FY in which employes
Personnel Files ACT +3FY 0 ACT+3FY M IS IN |1 | oparates from agency (Originals retained by DOATHR)
3 Grievances Files ACT +5FY 0 ACT +5FY c s N I %...M“_MM = Until the end of the FY in which the matter is
4 N ACT= until the end of the FY in which the descripticn is
Pasition Descriptions (SF3) ACT+3FY 0 ACT+3FY P S N I | abolished or is superseded. (originals retained by
DOA/HR)
5 ACT= until the end of the FY in which the record was
Purchase Orders & Requests ACT+3FY 0 ACT +3FY P [8 |N U | created or received. {originals retained by ORM
accounting unit}
6 : ACT= until the end of the FY in which the position is
Applicant Data ACT+3FY | 0 ACT+3FY M 1S IN 11| fied or closed. {originals retained by DOAMHR)
7 ACT= until the end of the month created or received.
1.D. Badge files ACT+E MO 0 ACT+6 MO M |8 N u {originals retained by State Buildings for 3 years)
8 ORM Organizational Charts ACT +5FY 0 ACT+5FY | P |s IN |1 | ACT=untilthe end of the FY created.
9 Org Publisher Organizational Charls ACT +5FY 0 ACT +5FY M |S [N | ACT= until the end of the FY created.
. Permitted Retention Period Abbreviations Security Status Codes State Racords Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year {July 1- June 30) M — May Contain Confidential Information | ¥~ V&8
CY — Calendar Year {Jan 1 - Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO — Months WK - Week DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent § - Review by Stale Archives | = important
U= Useful

) ) - (UCQ\Q« L 10-12-17

s —
>ﬁ¢£& Approval

Date Signed

Chiiic \»\XP\RVVF.( L ClM

it [2)17 Parmerded

Secretary of State, State Archives & Records Services Date Approved
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Records Retention Schedule S5 ARC 932 (06/13)
Tom Schedler, Louisiana Secretary of State Page 2 of 2
Pos Offoo box 54125, Baon Fougs, LA 70804 Hitwnw sos 1 gov indicate Use of Fom
e T2 M " s __ORIGINAL SUBMISSION
vision ion
gency No gency / Divisio ectio __ RENEWAL
003,051 Office of Risk Management/Division of Administration/Administrative Unit @ __ REPLACEMENT PAGE
g ADDENDUM PAGE
item . Retention Period 2l s 8 -
Number Records Series Title El 2| &y
In Offi In Total 3| 5| €| = Remarks
n Utlice Storage Retention g 2|38 >
10 - . ACT= until the end of the FY in which the record was
Cffice of Telecommunication Service Orders ACT+3cCY 0 ACT+3CY P |s N U | created or received.
11 : . . Active = until the end of the FY in which the vehicle is
Vehicle History Files ACT+3CY 0 ACT+3CY P |8 [N | surplused ar disposed of
12 Time and Attendance Records ACT +5CY 0 ACT+5CY M |s |N | v | ACT = untiiend of the FY year created
13 - . . ACT= until the end of the FY created or received
Training History Files (CPTP) ACT+3FY 0 ACT+3FY __/_5__ s N u (originals retained by DOA/HR)
14 ACT= until the end of the FY in which the record is
Property/Inventory Records ACT +4FY 0 ACT+4FY 1P IS [N U | ated or received. (originals retained by LPAA)
15 Safely Records ACT +5 FY 0 ACT +5 FY P s N U nkw,.on‘um_._ﬂ.@nac_._z_ the end of the FY in which the record is
16 Building Rental Leases ACT +3 0y 0 act+3cy |p |s |n [y | ACT=untithe endof am. FY In which the (2as.e_
[ Permitted Retention Period Abbreviations Security Status Codes State Records Canter Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Y&8
CY - Calendar Year (Jan 1 — Dec 31) C ~ Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1~ Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK —Week DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent S ~ Review by State Archives 1= Important
O - Other {Specify in Remarks) U= Useful
|
ol R, o : N5 \ 2
é \ly/ 6 16-(z2-r7 ey _:Nm._i_‘ T m\.m\m\ . w77 Lrrnand

Date Signed

Secretary of State, State ArchiVes & Records Services

Date Approved

o



Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/iwww.sos.louisiana.gov

S8 ARC 932 {07/07)

Page 1 of 1 R2016-439 CM

— - Indicate Use of Form
Agency No | Agency / Division / Section : : . m __ ORIGINAL SUBMISSION
003.007 | Office of Risk Management/Division of Administration/Contracts Unit 8 X RENEWAL
o 3 __REPLACEMENT PAGE
m Retention Period g
Number Records Series Title 2|3 m ._ADDENDUM PAGE
ice 2 =
Storage | Retention sl 2|@d |35
1 Atterney/Adjuster/Expert Contracts ACT+1FY 4 FY ACT+5FY P S Y V | Active = until end of FY in which untif contract expires
2 Outside Agency Contract Approvals ACT+1FY 2FY ACT+3FY P s |vy | ACT= until end of FY in which approval is given.
3 “1624" Payment Forms ACT+ 3FY 2FY ACT+ 5FY M s |y L | ACT= until end of FY in which payment is made
4 Requests for Proposals ACT+ 3FY 2FY ACT+5FY M |8 Y I | ACT= untit end of FY in which proposals are accepted.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)

FY- Fiscal Year (July 1- June 30

CY ~ Calendar Year (Jan 1 - Dec 31)

AY — Academic Year (Aug 1 — July 31}

FFY — Federal Fiscal Year (Oct 1 ~ Sept 30)
MO - Months WK~ Week DY - Day(s)
PERM - Permanent

Security Status Codes
P — Public Record

M — May Contain Confidential Information
C - Confidential Information

State Records Center
Use

Y -Yes
N - No

Archival Processing Codes
A~ Transfer to State Archives
R - Retain in Agency Archives
S - Review by State Archives
O - Other {Specify in Remarks)

Vital Record
Identification Code

V= Vital
| = Imporiant
U= Usefui

Agency Abbreviations

BN

7261l

@ %Ewi_

Date Signed

Cosic Wb cey

Secretary of State, Stafe Archives & Records Services

9 \ N&\ 7

Date Approved




Records Retention Schedule

88 ARC 832 (07/07)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1__R2014-260A C
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/iwww.sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section X _ORIGINAL SUBMISSION
_ aau 007 | Department of Administration/ Office of Risk Management/ Underwriting ~—RENEWAL
Tk B __REPLACEMENT PAGE
lom Retentlon Perid sl 3 m __ADDENDUM PAGE
Number Records Series Title | = 8
in Office in Totat § 5| 8| B Remarks
Storage | Retention < | @d| 5
1 Account Design Perm Pemn P IR [N v
. - ACT= untit the end of the FY in which the record was
2 Bid invitations and Correspondence ACT+10FY ACT+10FY | P |5 | N U1 created or received.
. . ) . ACT= until the end of the FY in which the record was
3 Buiiders Risk Premiums, Reports and Files ACT+ 5 FY ACT+5FY P IS |N U | created of received.
’ - . ACT= until the end of the FY in which the record was
4 Exposure Files (Aviation, Marine and Properly) ACT+ 5 FY ACT+5EY P |s |N ! | created of received. : w
ACT= until the end of the FY in which the record was
5 General Correspondence ACT+5FY ACT+5FY P IS 1IN ! | created or receive o,
6 Certificates of Insurance Perm Perm P IR IN vV
) ACT= unti the end of the FY in which the record was
7 ORM |nvoices b,.m.?m FY ACT+5FY P |s N ' createc o received.
8 Policy and Correspondence Files Pamm Perm P |8 IN '
_ ACT= Until the_end of the FY jn which document no
9 Professional Correspondence ACT + 1FY ACT+IFY 2B N V' | fonger applies, as determined by Underwriting
personnel
ACT + 1 ACT= Until the gnd of the Fy in which document no
10 Key Contacts ACT +1 J\ BN P s N ! | longer applies, as detemined by Underwriting
../\ personnal,
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M- May Contain Confidential Information | Y - Yes
CY - Calendar Year {Jan 1 - De¢ 31} C ~ Confidential Information N - No
AY — Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federa! Fiscal Year {Oct 1 ~ Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK —Week DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives t = important
0 - Other (Specify in Remarks) U= Useful

Y= -

_ S\J,ﬁv_.oﬁ_

/e 0 4 ;\%r\ée%? e a2 |ishd ooy

Date Signed mmo_.ﬁma. of State, State Archives & Records Services Date Approved



Records Retention Schedule S5 ARC 932 (07/07)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1 R2014-269A c
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/fwww.sos la.gov indicate Use of Form
Agency No | Agency / Division / Section ORIGINAL SUBMISSION
. 003,007 | Division of Administration/ Office of Risk Management/ Medical Review Panel ﬂ RENEWAL

. . : . m __REPLACEMENT PAGE

Number Records Series Title jetantion Period z|E m . __ADDENDUM PAGE
In Total 3| % &l = Remarks
InOffice | storage | Retention 3| & .m 3 &
1 ACT+10 ACT= until end of FY in which Pane! decision is

Medicat Review Panel Files

ACT +5 FY 5FY FY

rendered.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)

FY- Fiscal Year (July t- June 30}

CY - Calendar Year (Jan 1 - Dec 31)

AY - Academic Year (Aug 1 — July 31}

FFY — Federal Fiscal Year (Oct 1 - Sept 30)
MO — Months WK - Week DY - Day(s)
PERM - Pemanent

Agency Abbreviations

O - Other (Specify in Remarks)

Security Status Codes State Records Center
P ~ Public Record Use
M - May Contain Confidential Information | ¥ — Y8
C ~ Confidential Information N-No
Archival Processing Codes Vital Record
A - Transfer to State Archives identification Code
R — Retain in Agency Archives V= Vital
§ - Review by State Archives | = Important
U= Useful

)

[2-15-1¢4 Q&?Cg?%\? (LM _w_ s ey

hey Approval

Date Signed Secretary of State, State Archives & whano_dm Services Date Approved




Records Retention Schedule

SS ARC 932 (07/07) Nﬂ\@f.m - 2UHF)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Post Office Box 94125, mm.wn.,n.d.mo:om_ Cy 70804 - Imussi_z.mom._m.mg Indicate Use of Form f
Agency No | Agency / U....,_m_o: f Section e ey : m _ __ORIGINAL SUBMISSION
: Office of Risk Management/Division of Administration/Claims Unit 3 X RENEWAL
o = TR m _ REPLACEMENT PAGE
Retention Period o
Number Records Series Title R m __ADDENDUM PAGE i
In Offi In Total 5| 2 8| - Remarks
C
nOMee | Storage | Retention | 8 | & | & | &
1 Claim Files Act +5FY Act + 5 FY M |5 N | V | Active until end of the FY in which the claim is closed.
[ 2 . . ) ACT+10 | ACT= unlil the end of the FY in which the claim is |
c_mmﬂm_.ﬁ:o_m_am - ACT+10FY e M IS | N IV | osed. Subject to Federal Audit
ﬂ 1
| | | 4 =
|
|
|
- - ] - — e
1 1
# _*
_ _ i 1 _ ,_
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Ahbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {(July 1- June 30) M ~ May Contain Confidential information Y -~Yes
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information | N-No
AY - Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code _
MO - Months WK —Week DY - Day(s) | R~ Retain in Agency Archives bl
PERM - Permanent | S - Review by State Archives | = Important
O ~ Other (Specify in Remarks) U= Useful
L . e L ;
1/ [ 100 W b= s ™
ik Ry §-G-200¢ [ UL W gk (PYU_ _nlin] i
— T m— 7 7 1
i« Approval Date Signed Secretary of State, State kmor?nm & Records Services Date Approved



Records Retention Schedule SS ARC 932 {07/07) Rrowu-Z4

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/fwrww . sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section _X_ORIGINAL SUBMISSION
Office of Risk Management /Division of Administration/ Loss Prevention __RENEWAL
= g __REPLACEMENT PAGE
m Retention Period
Number Records Series Title Rl & 5 —ADDENDUM PAGE
Total | E| & = Remarks
in Office L) : $| 2| 85 8
Storage Retention wi <| & 5
1 . ACT= until the end of the FY in which the record was
STARS Audit Documents ACT+ 3FY o} ACT+ 3FY P |S [N u created or received
2 - . ACT= until the end of the FY in which the record was
Audit Results By Fiscal Year ACT+ 3FY 0 ACT+ 3FY P |S N u created or received.
3 . . ACT= until the end of the FY in which the record was
Audit Review Requested By Agency ACT+ 3FY 0 ACT+ 3FY P {S |N u created or recaived.
Permitted Retention Pericd Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {(when used define term in remarks column} P = Public Record Use
FY- Fiscai Year (July 1- June 30) M —May Contain Confidential Information | ¥ — Y&$
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vitai Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30} A = Transfer to State Archives Identification Code
MO — Months WK —Week DY - Day(s) R ~ Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives = Important
O — Other (Specify in Remarks) U= Useful

\\\\\\% UL > - 2014 Q‘\:\Q\\E\F pfon CEA| /1 \ 2/ 1

fwn:\ow Approval Date Signed Secretary of State, State P:&?g & Records Services Date Approved




Records Retention Schedule SS ARC 932 (07/07)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Post Office Box 94125, mmx.u: Rouge, _.> 70804 Hitp:/mwww.sos.la.gov Indicate Use of Form
.>mm=o< No | Agency / Division / Section __ORIGINAL SUBMISSION
Division of Administration/ Office of Risk Management / Auditing & Statistics Unit X RENEWAL
= A
" m __REPLACEMENT PAGE
arm Retention Period
Number Records Serles Title g3 m X __ADDENDUM PAGE
In Total 3| £ 28 5 Remarks
In Office Mnﬂaﬂﬂ Retention m m am m m
1 ACT= until the end of the FY in which the record is
CORA Premium Development Files ACT+10FY 0 ACT+10FY C s N V | created or received. (Note: Series is a compasition of
items #'s 2-4 of previous RRS)
2 ACT= until the end of the FY in which the record is
Risk Exposure Files ACT+10FY ¢ ACT+ 10FY P s N V | created or received. (Note: Series is a composition of

items #1 and #5 of previous RRS}

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in rernarks column)

FY- Fiscal Year (July 1- June 30}

CY — Calendar Year {Jan 1 - Dec 31)

AY — Academic Year (Aug 1 — July 31)

FFY - Federal Fiscal Year (Oct 1 —~ Sept 30)
MO —Months WK —Week DY - Day(s)
PERM — Permanent

Security Status Codes
P — Public Record

State Records Center
Use

Agency Abbreviations
CORA - Cost of Risk Allocation

O — Other (Specify in Remarks)

M ~ May Contain Confidential Information Y-Yes
C - Confidential Information N-Neo
Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Code
R - Retain in Agency Archives V= Vital
S ~ Review by State Archives | = Important
U= Useful

&\T 4L

E-6-207%

Lo W (04

i) 4

/Pmb:\ pproval

Date Signed

wanqnsaw of State, mS& Archives & xaooam mo:.._oow

Date Approved




Records Retention Schedule

S5 ARC 932 (07/07)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Post Office Box 94125, Baton Rouge, LA 70804 Http:/iwww .sos louisiana.gov Indicate Use of Form
804 | Division of Administration/ Office of Risk management/information Technology Unit Mxmz_m<<>_.
A Al
Ite .m __REPLACEMENT PAGE
m Retention Period
Number Records Series Title ..m. T m - __ADDENDUM PAGE
n Total 3| E 2 3 Remarks
InOffics Storage Retention m m m 3l 5
i i ACT= untit the end
Daily Check Process ACT+ 6 Mo 45FY ACT+5FY P |S |N V' | created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y~ Yes
CY - Calendar Year {Jan 1 — Dec 31) C - Confidential information N-No
AY — Academic Year {Aug 1 — July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A~ Transfer to State Archives Identification Code
MO - Months WK —Week DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent 5 ~ Review by State Archives 1= Important
C - Other {Specify in Remarks) U= Useful

5-6-20/¢

M DI
/.PWS\Q >mﬂ_.o<m_

Cois Maker C2Y _lizfie @0, et

Date Signed

Secretary of State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History
Post Office Box 84125, Baton Rouge, LA 70804

Hitp:/Mvww.sos la.gov

S8 ARC 932 (01/12)

Page 1 of 2

Indicate Use of Form

Agency No | Agency / Division / Section ORIGINAL SUBMISSION
Division of Administration/ Risk Management / Accounting Unit X RENEWAL
- £ __REPLACEMENT PAGE
m Retention Period
Number Records Series Titfe z|® m 5 __ADDENDUM PAGE
Total 3| E 5 Remarks
In Office I gl 2|5 5 g
mno__ﬂﬂﬁ Retention o (7] =
1 Manual Check Requests ACT+ 1FY 3FY ACT+ 4FY M |8 Y U | ACT= unti! the end of the FY created or recaived.
2 Recoveries ACT + 3FY 0 Act+3 FY P s N v Active = Until the end of the FY in which the matter is
closed.
3 Active = Until the end of the FY in which the project is
Hurricane Recoveries ACT + 3FY 0 ACT+3FY |P [S |N v | closed out.
Subject to Federal audit
4 Payables ACT + 3FY o ACT + 3FY P |S | N V| Act = until end of FY created or received.
5 Voided Check Summaries (Reconcifation ACT= until the end of the FY in which the record is
Reports) ACT* 3FY 0 ACT+ 3FY P s N created of received.
6 . ACT=unlii the end of the FY in which the record is
Correction Documents {J forms) ACT+ 3FY 1} ACT+ 3FY P |S |N created of received,
7 Coniract Payment Reports (STARS Reports) ACT + 3FY 0 ACT + 3FY P |S |N U | Act=until end of FY created
8 ACT= untit the end of the FY in which the record is
Travel Documents ACT+ 1FY 2FY ACT+ 3FY C |s Y created of received.
9 " ACT= until the end of the FY in which the record is
Bank Reconciliations ACT+ 3FY 3FY ACT+ BFY c |8 Y \Y created of received.
10
Budget Requests ACT + 20 FY 0 ACT + 20FY P |S N V | Active = Untit end of the FY in which matter is closed
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M = May Contain Confidentiat lnformation Y - Yes
CY ~Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year {Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK —-Week DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent S - Review by State Archives I'= important
© — Other (Specify in Remarks) U= Useful
/) .
. flm 7 b ' ArD o
DO 542014 L W) b (24 /i34
po b _ ]
Agency Approval Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Http:/iwww.sos.la.gov

S5 ARC 932 (01/12)

Page 2 aof 2

Indicate Use of Form

Agency No | Agency / Division / Section . __ORIGINAL SUBMISSION
Division of Administration/ Risk Management / Accounting Unit X RENEWAL
L]
forn m ___REPLACEMENT PAGE
Retention Perlod
Number Records Series Title .m. .m m 2 __ADDENDUM PAGE
Total I E| 28 & Remarks
InOffica | . I §| 2|85 %
orage Retention @ | x| » >
11 ACT= until the end of the FY in whizh the record is
Cancelled Checks ACT+ 20 FY 0 ACT+ 20FY P |{S |N v created or received.
12 " ; ACT= until the end of the FY in whizh the record is
Financial Reports ACT+ 10FY o ACT+ 10FY P |8 IN V | created or received.
13 . ACT= until the end of the FY in whch the record is
1009's ACT+ 5FY 0 ACT+ 5FY P S N v created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used dafine term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information Y~Yes
CY ~ Calendar Year (Jan 1 - Dec 31) € - Confidential Information N -No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record

FFY = Federal Fiscal Year (Oct 1 — Sept 30)
MO -~ Months WK —Week DY - Day(s)
PERM — Permanent

A — Transfer to State Archives !

O — Other (Specify in Remarks)

dentification Code

R - Retain in Agency Archives V= Vital
S - Review by State Archives 1= Important
U= Useful

562014

| .mxu.xUA\\k\.\i

cy Approval

Date Signed

Q@%\gq%ﬂ\ (LM

Secretary of State, State Archives & Records Services

I \@.\ 14

Date Approved




