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MANAGEMENT

Managing Public Records

Presentation by Becky Hébert,
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What is Records Law in Alabama

® No county, municipal, or other local
government official shall cause any
county, municipal, or other local
government record to be destroyed or
otherwise disposed of without first
obtaining the approval of the Local
Government Records Commission.

RDA is Your Legal Authority for Disposition

“The RDA establishes retention
periods and disposition instructions
for those records and provides the

legal authority to implement records
destruction.”




What is Records Retention?
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It identifies the duration of time for which the information
should be maintained or "retained”

Records
Disposition
Authority
(RDA)

Composition

What are Public Records

The old definition:

“All written, typed, or printed books, papers, letters,
Documents, and maps made or received . . . by the
public officers of the state, counties [and] municipa-
lities . . . In the transaction of public business. . . .”

(Code of Alabama 1975, Section 41-13-1)




What are “Public Records”

The Uniform Electronic Transactions Act of 2001, now codified
as Code of Alabama Sections 8-1A-1 through

8-1A-20, established the terms under which electronic records
are legally acceptable, provided that both parties to a
transaction agree to their use.

The act states that if a law requires a record to be “in
writing,” an electronic record—under certain specified
conditions—satisfies that law. Electronic records may not be
denied legal authority simply because they are electronic.

What are Public Records

Examples of Types of Electronic Records
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Same Rules
Apply

Regardless of Format

Records
Retention is
Format

Neutral

Irespective of format (paper,
electronic, or other)

Electronic Records:
System Upgrades & Data Migration

If an agency chooses to maintain records
solely in electronic format, it is committed to
funding and implementing any future system

upgrades or data migrations necessary to

ensure each record’s preservation and
accessibility for the full period legally
required in the RDA. This commitment may

become problematic when permanent and

PROTECT

long-term records are involved.




Leave No Data
Behind:

Must ensure records
preservation and
accessibility for the
full period legally
required in the RDA

We just need to migrate
the data from these
systems to fitinto that
hole over there.
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Electronic Records:

System Upgrades & Data Migration

You need a plan

Plan for cost
of data
migration

Data Preparation
& Cleansing

Data Migration

Validation Testing

GET STARTED
WITH DATA
MIGRATION




Permanent Records

Preserve paper
and electronic
Permanent Records

Permanent Records

Examples

® Meeting Minutes and Packets
© Annual Reports

© Student Handbooks

& Student Records

¢ Approved Annual Budgets

© Audit Reports

© Newsletters

“Basics” of Storing Paper
Records

@ Provide proper security in storage
areas.

@ Use acid-free storage containers
and metal shelving for permanent
or long-term records.




“Basics” of Storing Paper Records

Remove all non-record “junk” (Christmas
decorations, office supplies, old computers,
paint, maintenance supplies or equipment).

Correct obvious environmental hazards
(water pipes, furnaces, leaking roofs, or
broken windows).

Install adequate lighting. Turn lights off
when room is not in use. Long-term records
should be protected against ultraviolet light.

“Basics” of Storing Paper Records

& Provide a stable envirenment for protecting records.
(70 degrees F,, 5 humidity with minimal fluctuations
is optimum, but may not be needed for short-term
records.)

@ Drastic environmental fluctuations can cause mold
growth and are much more damaging than stable
conditions that are a bit foo hot or humid. Never furn
off air-conditioners at night or over weekends!

@ Short-term paper records (20 years or less) do not

i
Coaing Gil3 Tmperaure N el oy
Fenang bulk: masar air require ideal humidity and temperature. So long as
conditions are not extreme or fluctuating, they should
last as long as legally required.

Permanent

¥ > Textual Works and Musical Compositions
Electronic Records

Still Image Works

Audio Works
Library of

Congress
Recommended
Formats
Statement

Moving Image Works
Software and Electronic Gaming and Learning

Datasets/Databases

www.loc.gov/preservation/resources/rfs/




File Format Guide
Limited Examples

Types of Works Acceptable Formats
@ Textual Works @& PDF/A
© Photographs-Digital @ TIFF, JPEG2000, PNG; JPEG/JFIF. DNG
& Audio-Media Independent @ Final production PCM WAVE, Broadcast WAVE

Temporary records
Records destruction

Temporary records
are kept for a
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destroyed

You can'’t keep it all




Electronic
Out-of-sight/
Out-of-mind
Mentality

Creates digital
graveyards

The Value of Information Over Time

Area under this curve
= money for
information owner

Information eventually becomes a liability

®Warning: All information is
potentially discoverable in a lawsuit.
This means that in the event of «
lawsuit, the plaintiff’s attorney can
request and organization to produce
any information that he or she believes
to be relevant. It can be a
considerable expense to cull through
the volume of files.




How Do | Destroy Records

For the Record

The Records Management Blog of the
Alabama Department of Archives & History

P R

Local Government Records Destruction 101
March 12,2019

syour
activites,
the Alabama Department o
government records?

you plan

https:/ /fortherecordalabama.blog

10



www.archives.alabama.gov

Access the Local

Government
Records
Destruction “Local Agencies”

Notice

“Destruction”

Local Government Records Destruction Notice

www.archives.alabama.gov

Reference the

Sample P ey .

Completed

Records « -
Local Agencies

Destruction
Notice

“Destruction”
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Local Government Records Destruction Notice

www.archives.alabama.gov

Identify the

Appropriate

RDA /Retention
Schedule

“Local Agencies”

“Retention Schedules”

Look online to
find the updated
RDA for Boards

of Education
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Contact How will records
Local Information be destroyed

Government
Name of
Records Applicable

Retention

Destruction Schedule

Total bytes of
records to be
destroyed

Notice
First Pa ge Signature

Local Government Records Destruction Notice

Local Government Destruction Notice
Complete the Contact Information
(Page 1, Section 1)

Date Local Government Deparment Program Unit
[Zz25% ]  [Monigomey Gourly Board of Educaton i Resources Deparimen

st Nome ssthame
T p— N 77 ]

Set state z

v

the leterofcigiiy.

individuals, not sted above,
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Local Government Destruction Notice
Complete Manner of Destruction, Approximate Date of
Intended Destruction, and Type of Retention Schedule
(Page 1, Section 2)

EERD [Boards of Educaton

] [z 1

Local Government Destruction Notice
Delay Adding a Signature Until the End of the Process
(Page 1, Section 3)

Record Title
as Shown on
RDA

RDA Record
#

Local
Government
Retention as
Record.s Date Span Shown on
Destruction RDA
Notice

Second Page Date Audited Volume
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“RDA Record #” Field

1003 Accounting Records

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“RDA Record #” Field

Date Avdted

oraz015 } ‘;lamzmzrﬂu\lnwngsudw ‘ = 15
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“RDA Record #" Field

Date Audted Voume.

‘ ERROR: Should say 10.08a

REMEMBER
Look online to find the updated RDA
Numbers may change as records are added

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Records Title as Shown on RDA” Field

10.06 Contracts, Leases, Franchises, and Agreements. These records docu-  Retain 10 years
ment the negotiation, fulfillment, and termination of all contracts, leases, aftertermination
franchises, and agreements entered into by the board of education, or expiration of
including final contracts that are subject to the bid process contract.
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Records Title as Shown on RDA” Field

RDA Record # Records Title As Shown on RDA

Contracts, Leases, Franchises, and
[Agreements

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
"Records Title as Shown on RDA” Field

ROA Record # Rocords Tito As Shown on RDA Date Span Roetention as shown on RDA Date Avdited Volume

[Contracts, Leases, Franchises, and [2000-0372008 [Retain 10 years ater termination or
lAgreoments lexpiration of contract

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Span” Field

1970-2010

Approved annual bud;
approved by

Note: If budge
tional copies for use!

Retain 2 years
following audit.
by the board of education and later (but not final) revisions, as

amended du hool yea

School/departmental budget estimates and requests. These Retain 2 years
records are submitted by individ or departments and ~ following audit,
used in preparation of the budget package. (See the Code of Ala-

bama 1975, Section 16-1-8.1.)
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Span” Field

RDA Record # Records Title As Shown on RDA Date Span

School/departmental budget 1970-2010
estimates and requests

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Span” Field

Date Audited

[sehootaepartmental budget 15702010 [Retain 2 years fllowing audit foort 10
lestmates and requests

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Span” Field

Date Audied

lAgreoments lexpiration o con

[Conracts, Leases, Franchises. and } f2000.0372009 [Retain 10 yearsafer terminaton or ‘
wact

Notice that if only listing 2009,
the records would not meet
eligibility requirements
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Retention as Shown on RDA” Field

1008 Grant Project Files. These files document the school board
fo onduct of grant projects funded by local, state,
Disposition is as follows:

Retain 6 yea

tation of federal grants, reports. (See federal
Rule 1354.) fi

f report.*
tention periods (¢.g. 5 years). In
it administrators should follow the

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Retention as Shown on RDA” Field

Retention as shown on RDA

Retain 6 years after submission of final
report or denial of application

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Retention as Shown on RDA” Field

(Grant Project Files - Financial 1999-2005 Retain 6 years after submission of final
reports, interim narrative reports, report or denial of application,
and correspondence
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Audited” Field

11.13  Payroll Records

a. Salary and wage records. These records include pre-payroll  Retain 2 years

reports, payroll registers, monthly fund distribution reports, and  following audit.

payroll action forms.

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Audited” Field

Dato Span ™ Volumo
bt

ors.2016 [Retsn 2 years atowing a1

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Audited” Field

Date Audited

01/25/2017
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Audited” Field

Date Audted

N/A when Date Audited is Not Applicable ’

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Date Audited” Field

ROARecard # Records T As Shown on RDA

por 19992012
Records.

List Latest Audit Date Applicable '

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Volume” Field

2. Promoting Child Nutrition

and nutrition education reports.
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Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“Yolume” Field

RDARecord # Records Tite As Shown on RDA Date Span n Date Audited

[oni Nutiton Program Operatonal 19952012 ‘ R waummm.‘msj foors.
[Recorss

Local Government Destruction Notice
“Volume” Field
(Page 2)

Paper Records

1 Box of Copy Paper 1 Cubic Foot
1 Banker’s Box 2 Cubic Feet
1 Legal-Sized File Drawer 2 Cubic Feet
Fifty 100 Foot 35mm Microfilm 1 Cubic Foot
3x5 Cards, Ten 12” Rows 1 Cubic Foot

3 Large Bounds Volumes 1.5 Cubic Feet

Local Government Destruction Notice
Complete Page 2 on Records to be Destroyed
“VYolume” Field

Report Volume for Electronic Records Destruction '
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Local Government Destruction Notice
“Volume” Field
(Page 2)

Electronic Records

1 byte (B) 8 bits

1 Kilobyte (KB) 1,024 Bytes

1 Megabyte (MB) 1,024 Kilobytes
1 Gigabyte (GB) 1,024 Megabytes
1 Terabyte (TB) 1,024 Gigabytes
1 Petabyte (PB) 1,024 Terabytes

REMEMBER
After Listing All Your Records on Page Two
Go Back to the First Page

N
B CocoiGorommnt Rocor Destrscton ot
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Local Government Destruction Notice
Complete the Total Record Destroyed
(Page 1, Section 2)

Total cubic feet of obsolete paper records destroyed? Total bytes of obsolete electronic records destroyed?

[i1a ] [i12000

Total of all numbers from the Second Page
Should MATCH the number entered here

Local Government Destruction Notice
Complete the Signature Section
(Page 1, Section 3)

The State Board of Education
Remember requires the Superintendent’s
signature
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When NOT to destroy records
Aosysaq 10N oa

Aosysaq 10N oa

< Pending or anticipated litigation
Do Not Destroy < External investigation
< Internal audit or investigation

Do Not Destroy

< Pending request to see a record

Submit Your For local, send the form

COmplefed to ADAH by email

Local

Government Becky.Hebert@archives.

Alabama.gov
Records

Destruction
Notice via
Email

Wait for an Email
including the Letter
of Eligibility from
the Records
Management
Section
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When Can |
Expect to Receive
If Your Destruction
My Letter Of Notice is Correct:
Eli Ibllif Processing Time
9 Y
. 2 Weeks

Destroy Records
in a Secure
Manner

ASSISTANCE AVAIL

For assistance, contact:
Sophie Howard
334-353-4706

Rebecca Jackson
334-353-4615

If your Destruction
Notice has Problems:

Processing Time
1 Month
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