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Presenter Notes
Presentation Notes
Welcome to the webinar Preserving and Disposing of Government Records.  This presentation builds off the previous webinars in the series, and talks specifically about what to do when a record reaches the end of its life cycle.



PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Records retention webinar series

Records and information management
Records retention schedule
Preserving and disposing of government records

i

Essential records management

Full webinar series: www.health.mn.gov; search for “records
retention”
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Presenter Notes
Presentation Notes
This mini-webinar is the third of four on records retention from the Minnesota Department of Health, intended to help local health departments with their records retention work. For the rest of the webinar series, please visit www.health.mn.gov, and type “records retention” into the search bar.


http://www.health.mn.gov/
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Presenter Notes
Presentation Notes
In this presentation, we’ll quickly review what records are. Then we’ll talk about some of the different things we do with records when they’ve reached the end of their life cycle and we need to dispose of them by destroying them, keeping them permanently, or transferring them elsewhere. We’ll also briefly touch on conserving records that have been damaged before their disposition date.

If you want a more thorough overview of what records are in the first place, or how to develop and implement a records retention schedule, I encourage you to pause now and revisit the first two webinars in this series.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Why records retention?

Records retention saves us
time, space, and money.

It allows us to concentrate
on doing our work.

It ensures we’re accountable
to Minnesotans.



Presenter Notes
Presentation Notes
Let’s quickly revisit: Why do we even do records retention in the first place? Is it really worth the time and effort?

In short, yes. Maintaining our records on a schedule, together, saves us time, space, and money, allowing us to get on with actually doing our work. It’s time and effort on the front end, but it’s worth the investment.

It helps us concentrate on what’s important. If we were to keep every single record, we’d never efficiently find what we need. We’d be drowning in paper and files and become much less efficient in our work while we search for the right information.

It helps us be accountable to each other and to our fellow Minnesotans. If we were to get rid of a record as soon as we were done with it, we’d lose the paper trail to show how we did our work, and the ability to learn from institutional knowledge as we move forward. 

In addition, by law, the chief administrative officer of a government entity in Minnesota has the responsibility to protect records and deliver them to a successor to assure smooth transition and continuity. We as government employees have a responsibility to dispose of data when it’s determined to no longer be necessary.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Records and record series

* Record: Any documentation or
information created and stored at
an organization that is essential to
the functioning of that
organization, regardless of the
format or medium

* Record series: A group of similar
documents used for the same
activity or function
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Presenter Notes
Presentation Notes
Let’s also quickly revisit: What is a record? What’s a series of records?

** We define records as any piece of material that is essential to an organization’s business function—past, present, or future.

Remember, records aren’t just paper or email. They can be any format—a video recording, a database, a website, and more.

They can live on desktops—that is, your computer desktop or the actual physical top of your desk. They can live on hard drives, in filing systems, anywhere.

** A record series is a group of similar documents that are related because of how they’ve been created or used.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

What is/isn’t a record?

What is a record?

Documents transaction of
public business

Created or received in
course of work

Can be open or closed

Any medium

What is not a record?
* Duplicates
* Copies

* Blank forms or stocks of
oublications

* Library/reference materials

* Personal correspondence
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Presenter Notes
Presentation Notes
Let’s also quickly revisit what counts as a record and what doesn’t.

** Again, a record is anything that documents the transaction of public business. It can be something we created, or something we received, but either way, we need it to do our work. It may be accessible to the public, or it may be private. And remember, it’s not just something on paper; it can exist in any medium.

That sort of sounds like everything could be a record, but there are some notable exceptions: 

** Duplicates and convenience copies are the most obvious culprits, and multiple offices may have multiple copies of the same record. If our office is not the official record-keeper, our copies are not the official records. And we definitely should not keep duplicates or copies after a retention schedule says the original record can be disposed of.

** Other non-records include blank forms or publication stockpiles, library and reference materials, and personal correspondence.

However, it’s important to remember: even if something isn’t a record, if it’s in your organization’s files it’s still subject to information requests. The fewer non-records you retain, the fewer documents you need to search through when a request for information comes in. 

We can delete non-records when they’ve served their intended purpose. 


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

What is a records retention schedule?

A records retention schedule is a

| clearly defined plan that determines
how long a record has value and
how it should be disposed of.

| 28‘ 29| 30|



Presenter Notes
Presentation Notes
Finally, let’s revisit retention schedules.

A records retention schedule is a document your organization will have created, that tells you how long you should keep a record for, and how you should dispose of it once that time period is up. Depending on the number or type of records your organization touches, your retention schedule may contain just a few rules, or may contain hundreds of rules that apply to all different types of records.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

What is disposition?

* Final stage in a record’s lifecycle
* Destroy (frequent)
* Keep permanently (depends on the record)
* Transfer to another entity (rare)

* Authorized by your agency’s records schedule or by
“Application for Authority to Dispose of Records”

* Maintain a list of destroyed records
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Presenter Notes
Presentation Notes
Let’s now talk about today’s main topic: Preserving and disposing of records. Let’s start with disposition.

** Disposition is the final stage of a record life cycle.  The record can be destroyed, kept permanently, or transferred to another entity. 

** Your agency’s records schedule is what gives you the continuing authority, or permission, to dispose of records, in addition to the form called “Application for Authority to Dispose of Records.” Regardless of the record format, following the schedule’s guidelines for disposition makes sure old and out-of-date records won’t get mixed in with useful and current records, which could lead to confusion. It also makes sure you’re efficiently using your limited file space.

** You must also maintain a list of the records you’ve destroyed, according to Minnesota statute.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Methods of records disposition

* Recycle public records, non record material and non-
sensitive information

* Shred sensitive, confidential, and classified personal records
and information

* Expunge electronic files, databases, email
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Presenter Notes
Presentation Notes
There’s no single way to destroy records. Local ordinances may dictate what procedures you should follow. The State of Minnesota prefers recycling or incineration.

Use caution in destroying any records, especially those containing data that is not public. When records to be destroyed contain non-public data, they must be destroyed in a way that prevents anyone from determining their contents. When you have security-classified records, be sure to also use adequate safeguards when shredding or destroying them.

You should also properly store records containing non-public information before they’re destroyed.


PRESERVING
N

A
GOVER MENT R

Archival: How to determine and preserve

* Historical records:
* Some have permanent value: Retain at your agency

*  Some have permanent archival value: Transfer to
State Archives

Archival determined by:

* Evidential value, documenting state/local
government existence and operations

* Informational value; helpful to future researchers

* Contact State Archives to transfer archival records,
including those not listed on a records schedule.
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Presenter Notes
Presentation Notes
Some historical records have permanent value and you should retain them at your agency. Some have permanent archival value, and you should transfer them to the State Archives of the Minnesota Historical Society. 

To determine whether a record has archival value, archives staff consider two things. 

** One is whether the record has evidential value, which means it documents the existence and operations of the state or local government entity. These types of records document administrative and policy actions, and would help someone construct a proper history of the entity. Examples include annual or biannual reports; meeting minutes from boards, commissions, or advisory bodies; newsletters and publications; and administrative correspondence from the head of the entity.

** The second consideration is whether the record in question has informational value over and above evidential value. It might not necessarily help someone understand how the entity functioned, but can still help future researchers. Examples include court case files about specific individuals or events, beyond just telling you how the court system functioned.

If you have determined a record is archival and no longer wish to store it within your entity, or no longer need it, ** contact the State Archives to arrange to transfer the record. In some cases, the State Archives may provide you with boxes and instructions on packing the records; in other cases, staff will work with you to simply transfer the records.

If you have questions about archival records, it’s best to contact the State Archives for advice.


PRESERVING AND DISPOSING OF

GOVERNMENT RECORDS

Calculating disposal dates

Event-based disposition plan

Example: Time and attendance
Date range: 1/1/2014-12/31/2015

Retention: Destroy after audit or when
six years old, whichever is first

Disposal date calculation:

Ending date of records: 12/31/2015
Retention requirements: 6 years
Must be retained until: 12/31/2021
Disposal date: 1/1/2022

Fixed time disposition plan

Example: Travel vouchers
Date range: 1/1/2014-12/31/2015

Retention: Destroy six years and three
months after period covering accounts

Disposal date calculation:

Ending date of records: 12/31/2015
Retention requirements:  6yr + 3mo
Must be retained until: 3/31/2022
Disposal date: 4/1/2022
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Presenter Notes
Presentation Notes
There are two kinds of disposition plans: 

** One is based on the period of time after an event has happened, like after a project has closed or a license has expired. 

** The other is based on a fixed period of time, like the end of the calendar year or fiscal year. 

** Here, you can see examples of both. The one on the left shows a triggering event, specifying that ** you should destroy the record after either an audit or when the record is six years old, whichever comes first.

On the right, you should destroy the record after a fixed period of time, ** six years and three months. 

In both examples, we identified a ** date range for the records, so we know when to start the retention clock, so to speak.


Accidental disposition

* Accidental disposition includes
removing, defacing, altering,
destroying

* Prevent accidental disposition:

* Enact policies and procedures

Make sure all staff and
contractors understand records
retention

* |If accidental disposition occurs,
notify your chief administrative
officer and the State Archives.
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Presenter Notes
Presentation Notes
Records and information are state and county assets. We need to prevent their accidental removal, defacing, alteration, or destruction. 

** To prevent accidental disposition, make sure you have policies and procedures in place to be sure records are protected against unlawful or accidental removal, and that staff and contractors understand your agency’s policies and procedures, as well as the law.

** You should promptly report any incidents to your chief administrative officer and to the State Archives.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Conserving records

* Sometimes records are accidentally damaged:
* |nadequate storage
* Improper handling
* QOveruse
* Accident (water damage, etc.)

* Minnesota Historical Society (MHS) lab can conserve

documents; contact MHS immediately after you recognize
the emergency: www.mnhs.org/preserve/conservation
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Presenter Notes
Presentation Notes
If records have been damaged by inadequate storage, overuse, or careless handling, the Minnesota Historical Society has a documents conservation laboratory that can repair and restore records.

** 

If you have questions about physically preserving your records, contact MHS conservation laboratory staff. In times of emergency, like leaking pipes or floods, conservation staff can give advice and assistance. If you recognize an emergency is happening or has happened, contact them quickly. 

The conservation laboratory website has resources on caring for collections during disasters response. You can find more information at www.mnhs.org/preserve/conservation. 

http://www.mnhs.org/preserve/conservation

Exceptions to disposition

* Common exceptions:
* Litigation
* Audit
* Open records request

* Disposing records in these
situations could result in
penalties

* Recommendation: Develop an
internal process for placing
legal holds on these documents

T 11 )]


Presenter Notes
Presentation Notes
In some cases, there are exceptions to the schedule when it comes to disposing of records. 

** These include circumstances when you may need records to respond to litigation, for an audit, or for an open records request. In these cases, you must keep any and all records that could provide insight into the issue, until the issue is completed. You may experience a hold on relevant paper and electronic records for an indefinite period of time.

** If you don’t retain documents in these cases, there are severe and potentially costly penalties. 

** We strongly encourage each entity to develop an internal process for placing legal holds on records that may be involved in audit, investigations, or litigation. 
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Records not on a schedule

* Occurs when you’ve missed records during initial audit

* Either:
* Add them to your retention schedule, or

* List them on “Application for Authority to Dispose of Records”
(left), and submit for approval to State Records Disposition
Panel
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Presenter Notes
Presentation Notes
If you find inactive records overlooked during the inventory process, that have been stored in a basement or closet for many years, you should either add them to your retention schedule, or complete an Application for Authority to Dispose of Records form, which you can find on the Minnesota Historical Society website. 

If this isn’t feasible, archives staff may be able to help you sort through your inactive storage areas, and separate archival records from those with temporary value. They may also give you advice on how to obtain formal permission to dispose of non-archival records, or transfer some or all of the archival records to the State Archives. 


PRESERVING AND DISPOSING OF

MINNESOTA HISTORICAL SOCIETY

STATE ARCHIVES DEPARTMENT

APPLICATION FOR AUTHORITY
TO DISPOSE OF RECORDS

Instructions:

FOR USE BY RECORDS FANEL

Application No. Date

1. This form does not provide continuous authority to dispose of similar records and cannot be used to approve a records retention

schedule.

R

retained permanently.

Complete original and three copies. Photocopies are acceptable.

Complete items | through 6 and item 8. Use reverse side to continue records description. It more space is needed, use plain paper.
Send original and two copies to the State Archives Department, 345 Kellogg Boulevard West, St. Paul, MN 55102-1906.

Retain one copy until your approved copy is returned. The approved copy will be your authority to dispose of records. It should be

6. Additional copies of this form are available from the address above or by telephoning (651) 297-4502. (FAX: (651) 296-9961).

NOTE: Laws of 1971, Chapter 529, Section 3 reads as follows: “It is the policy of the legislature that the disposal and preservation
of public records be controlled exclusively by Minnesota Statutes, Chapter 138 and by this act, thus, no prior, special or general
statute shall be construed to authorize or prevent the disposal of public records at a time or in a manner different than preseribed by
such chapter or by this act and no general or special statute enacted subsequent to this act shall be construed to authorize or prevent
the disposal of public records at a time or in 4 manner different than prescribed in chapter 138 or in this act unless it expressly
exempts such records from the provision of such chapter and this act by specific reference to this section.™

1. Agency or (Mfice

2. vision or Section

3. Ouantity of Records

Cubic Feet

4. Location of Records

5. Laws other than M_S. 138.17 that relate to the destruction or safekeepmg of the
records:

[ 1 certify that the records listed on this application are accurately descnbed, and
that they have no further administrative, legal, or fiscal value for this agency.

Authorized Signature  (Type name below)

AUTHORIZATION: Under the authority of M.S. 138.17, 1t is hereby ordered that
The records listed on this application be destroyed, except as shown in item 7.

Director, Minnesota Histonical Society Date
Legislative or State Auditor | Date
T e E— T

7. Exceptions to Destruction. (For use by Records Disposition Panel).

GOVERNMENT RECORDS

Application for Authority to
Dispose of Records

* Disposal of records not on a
schedule

* Disposal of records earlier
than is stated on schedule

Online:
www.mnhs.org/preserve/records

4. Description of Records. Describe cach record series or type of record sepamately. Number cach series, beginning with <17

A ltem Mo, B. MName of record, form numbers, content, usage, arrangement, original

duplicate, or microfilmed.

C. Inchisive Dates
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Presenter Notes
Presentation Notes
So far, we’ve talked about disposing of records continuously as listed on a retention schedule. If, as in the previous slide, you discover records not on a schedule that you’d like to dispose of, you should use the form called Application for Authority to Dispose of Records. You also use this form when you want to destroy records ahead of time, earlier than is stated on a retention schedule. 

You can find this form on the Minnesota Historical Society website, at www.mnhs.org/preserve/records. 

http://www.mnhs.org/preserve/records

PRESERVING AND DISPOSING OF GOVERNMENT RECORDS
Proper disposition

* Dispose of records routinely
* Do so promptly at the end of the retention period

* Document if/when you need to retain a record beyond the
retention period, and revisit it regularly

* If your schedule says destroy, place the record in the appropriate
receptacle and observe applicable security measures; no need to
notify State Archives

* Records Destruction Report = authorization to destroy
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Presenter Notes
Presentation Notes
You should dispose of records routinely. 

** Destroy your records promptly at the end of their retention period. If your retention schedule says you should retain your records for three years from the date of record and then destroy them, you should do so right at the end of the three-year retention period, regardless of format. This includes electronic records.

** If you find a record you need to retain longer than its retention period, for business or legal reasons, note that reason on the record and then periodically revisit your need to retain it.

** When your final disposition method is “destroy” and you’ve housed the record in your office, you can place it in the appropriate receptacle, and make sure you’re enforcing applicable security measures. At that point, you do not need to notify the State Archives or seek further authorization. 

** The approved Records Destruction Report is your authorization to destroy. Let’s look at that form together.


PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Records Disposition Report

RECORDS DESTRUCTION REPORT

*  Maintain a list of disposed
records

authority of a General Records Retention schedule or °
* No need to track convenience
3. Report only records that are physically destroved. not

INSTRUCTIONS
1. Print or type

e copies or duplicates

R Fo DR N el A e *  Recommendation: File with your
retention schedule

Online:
www.mnhs.org/preserve/records

“WOLUNE CHART TO DETERMINE CLEIC FEET
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Presenter Notes
Presentation Notes
Per Minnesota Statute, your agency must maintain a list of disposed records. You can find a form to track these on the State Archives website, called Records Disposition Report.

You don’t need to document convenience copies or duplicates on this form; you can destroy them without tracking.

You can retain the Records Disposition Report electronically, on paper, or in another format. We recommend you file it with your retention schedule.

http://www.mnhs.org/preserve/records

PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Questions on disposition

* Contact your county administrator or your records manager

* Visit the Minnesota Historical Society:
www.mnhs.org/preserve/records
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Presenter Notes
Presentation Notes
If you have any questions about records disposition, talk to your county administrator or your records manager. The Minnesota Historical Society is also available to help; to visit them online go to www.mnhs.org/preserve/records

http://www.mnhs.org/preserve/records

PRESERVING AND DISPOSING OF GOVERNMENT RECORDS

Records retention webinar series

Records and information management
Records retention schedule
Preserving and disposing of government records

W

. Managing essential records in emergencies

Full webinar series: www.health.mn.gov; search for “records
retention”

20 n


Presenter Notes
Presentation Notes
If you’re ready for the next webinar in this series, it’s called “Managing essential records in emergencies,” and you can find it by visiting www.health.mn.gov and typing “records retention” into the search bar.


http://www.health.mn.gov/

mn

DEPARTMENT
OF HEALTH

Thank you.

WWW.HEALTH.MN.GOV
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Presenter Notes
Presentation Notes
Thank you for your time today, and for learning more about records management!
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