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RECORDS 
MANAGEMENT
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1st Section: 
Background 
Information

2nd Section: Identifies 
Why Records are 

Permanent

3rd Section: 
Lists How Long 

to Maintain 
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)
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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.
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You need a plan
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“Basics” of Storing Paper Records
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https://fortherecordalabama.blog
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www.archives.alabama.gov

“Local Agencies”

“Destruction”

www.archives.alabama.gov

“Local Agencies”

“Destruction”
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www.archives.alabama.gov

“Local Agencies” 

“Retention Schedules”
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Contact 
Information

How will records 
be destroyed

Name of 
Applicable 
Retention 
Schedule

Total bytes of 
records to be 

destroyed

Signature
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RDA Record 
#

Record Title 
as Shown on 

RDA

Date Span
Retention as 
Shown on 

RDA

Date Audited Volume
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ERROR: Should say 10.08a
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Notice that if only listing 2009, 
the records would not meet 
eligibility requirements
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N/A when Date Audited is Not Applicable

List Latest Audit Date Applicable
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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

Report Volume for Electronic Records Destruction
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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
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Total of all numbers from the Second Page 
Should MATCH the number entered here
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For local, send the form 
to ADAH by email

Becky.Hebert@archives.
Alabama.gov

Email the form at least 
10 business days before 
the potential destruction
date.
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If Your Destruction 
Notice is Correct: 

Processing Time 

2 Weeks

If Your Destruction 
Notice is Correct: 

Processing Time 

2 Weeks

If your Destruction 
Notice has Problems:

Processing Time 

1 Month

If your Destruction 
Notice has Problems:

Processing Time 

1 Month

For assistance, contact:

Sophie Howard
334-353-4706
Sophie.howard@archives.alabama.gov

Rebecca Jackson
334-353-4615
Rebecca.Jackson@archives.alabama.gov


