
Top 10 Reasons NOTto get Organized
1. Hunting for important documents adds excitement to a 

boring schedule.
2. Stacking papers on your desk protects it from ultraviolet 

radiation. 
3. Being as confused as everyone else helps you fit in.  
4. Moving piles of paper keeps you in shape. 
5. If you understood what you were doing, you would be 

terrified. 
6. Confusion brings out the best in you. 
7. Organization kills creativity. 

8. Shuffling papers prevents dust from piling up.
9. Your competitors spies will never find what they're 

seeking. 

10.Clutter magnifies your importance. 
Contributed by Donna P. Wilson
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Warm-Up Exercise

What does Records Management 
mean to you?



How NOTto do Records Management



How NOTto do Records Management



Why Records Management Matters

ÅCitizens have a right to know.

ÅRecords have historical importance.

ÅGood record keeping makes your job 
easier.

ÅLǘΩǎ ǘƘŜ ƭŀǿΦ



South Carolina Public Records Act

ÅThe legal justification for state records 
management. 

ÅCode of Laws of South Carolina. 
http://www.scstatehouse.gov/code/t30c001.php

Title 30 - Public Records

CHAPTER 1.

PUBLIC RECORDS, REPORTS AND OFFICIAL 
DOCUMENTS



What is a Public Body?

Åάŀƴȅ department of the State, any state 
board, commission, agency, and authority, 
any public or governmental body or 
political subdivision of the State, 
ΧǎǳǇǇƻǊǘŜŘin whole or in part by public 
funds or expending public fundsέ Code of Laws 

of South Carolina, 1976, Section 30 -1-10(b)



What is a Public Record?

ÅάƛƴŎƭǳŘŜǎ ŀƭƭ ōƻƻƪǎΣ ǇŀǇŜǊǎΣ ƳŀǇǎΣ ǇƘƻǘƻƎǊŀǇƘǎΣ 
cards, tapes, recordings, or other documentary 
materials regardless of physical formor 
characteristics prepared, owned, used, in the 
possessionof, or retainedby a public bodyΧέCode 

of Laws of South Carolina, 1976, Section 30 -4-20(c) as amended aka The 
Freedom of Information Act

Examples 
ÅRecord: completed forms, correspondence, maps, drawings, 
photographs, and reports

ÅNon -Record: convenience copies for reference, publications not 
evidence of governmental activities, including catalogues, trade 
journals, pamphlets, blank forms



Noteworthy Sections of SC PRA

SECTION 30-1-20. Custodians of records; records 
officer.

Åchief administrative officer 

ïIs legal custodian of these records 

ïIs responsible for carrying out the duties and 
responsibilities of this chapter

ïmay appoint a records officer to act on his behalf



Noteworthy Sections of SC PRA

SECTION 30-1-30. Unlawful removing, defacing or 

destroying public records.

ÅA person who

Åunlawfully removes a public record

Åalters, defaces, mutilates, secretes, or 

destroys

Åis guilty of a misdemeanor



Noteworthy Sections of SC PRA

SECTION 30-1-40. Records shall be turned over to 
successor or to Archives.

ÅA person having 

ïcustody of public records

ïexpiration of his term of office or employment 

ïshall deliver to his successor, or if there is none, to the 
Archives, all public records in his custody 



Noteworthy Sections of SC PRA
SECTION 30-1-70. Protection and restoration of records.

Ålegal custodian shall
ïprotect them against deterioration, mutilation, theft, 

loss, or destruction 

ïkeep them secure in vaults or rooms having proper 
ventilation and fire protection

Åpublic records of long term or archival value in 
danger of loss
ïώƳŀȅϐ ōŜ ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǎǳƛǘŀōƭŜ ǎǘƻǊŀƎŜΧƻǊ ƻǘƘŜǊ 
ƴŜŎŜǎǎŀǊȅ ǇǊŜǎŜǊǾŀǘƛƻƴ ƳŜŀǎǳǊŜǎΧέ



Noteworthy Sections of SC PRA
SECTION 30-1-90. (A) Archives shall assist in creating, filing and 

preserving records; inventories and schedules. 

ÅThe Archives may
Åexamine the condition of public records

Ågive advice and assistance to public officials iné 

creating, filing, preserving, and making available the 

public records in their custody

Åestablish records schedules mandating a time period for 

the retention of each series of records [which] must be 

approved by the governing body oféeach agencyéand 

by the Director of the Archives



Noteworthy Sections of SC PRA
SECTION 30-1-90. (D) Archives shall assist in 

creating, filing and preserving records; 
inventories and schedules.

ÅwŜŎƻǊŘǎΧƛƴ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ƻŦ ǇǳōƭƛŎ ōǳǎƛƴŜǎǎ
ï [must] be disposed of, destroyed, or erased [with] an 

approved records schedule. 

ï[must] be documented and reported in accordance 
with procedures developed by the Archives



Noteworthy Sections of SC PRA

SECTION 30-1-100. (E) Additional powers 
and duties of Archives. 
ÅAny public records 
ïdestroyed or otherwise disposed of in accordance with 

the procedure authorized in Sections 30-1-90 and 30-1-
110
ïLiability [for] custodian shall cease. 
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True or False Quiz 
(Get your thinking cap on!)

1.   Public records are only in book or paper format.

2. When an employee leaves a job, he may take any or all

public records with him.

3. Public records may be disposed at any time.

4. Records schedules mandate the minimum amount of time

a record can be kept.

5. Committees, subcommittees, and advisory 

committees are not considered public bodies.



Fill in the Blank

1. Public records may be disposed of with an 
approved ___________  __________.

2. The Archives assists agencies in creating an

_______________ of public records in their custody. 

(The process of locating, identifying, describing, and 

counting records in a storage area.)

3. Only the ______________ copy of a record must be

scheduled.



Fill in the Blank

1. Public records may be disposed of with an 
approved ___________  __________.

2. The Archives assists agencies in creating an

_______________ of public records in their custody. 

(The process of locating, identifying, describing, and 

counting records in a storage area.)

3. Only the ______________ copy of a record must be

scheduled.



Still Quizzing 
(and still thinking!)

4. The ________  __________  ________ of a public 
body is the legal custodian of its records.

5. The individual in answer 4, may appoint a __________ 

__________ to act on his behalf. 

6. Legal custodian of records shall protect them from

________, ________, ________, ________ or _________ 

and keep them ________.



Retention Schedules

ÅDescribes the records, the length of time 
they should be retained, and indicates their 
final disposition

ÅTwo types ςGeneral and Specific

ÅMinimum Retention Periods

ÅάhŦŦƛŎƛŀƭέ ƻǊ άwŜŎƻǊŘέ ŎƻǇȅ ƻŦ ŀ ǊŜŎƻǊŘ

ÅBased on content versus medium



General Schedules
Records common to all
state colleges and universities 

Format

ωFirst line ςregulation number and series title.

ωPart A ςDescription: statement describing use and 
informational content

ωPart B ςRetention: time period indicating 
minimum length of time records should be 
retained by agency before their disposition



General Schedule Contents



General Schedule Examples



Specific Schedules
Created specifically for your school

Å{ŎƘƻƻƭΩǎ ƴŀƳŜ ŀǇǇŜŀǊǎ ƻƴ ǎŎƘŜŘǳƭŜ

Create a specific schedule when:

ÅThe record is unique to your school

ÅRetentions in General Schedules do not fit 
your retention needs 







Inventory 

ÅThe process of locating, identifying, 
describing, counting, and measuring all 
records regardless of medium in office and 
storage areas

ÅUse staff familiar with their office records 
for guidance in describing records

ÅLabel records using General Schedules or 
create a specific schedule using the 
Inventory Form

*See Information Leaflet #17: How to Conduct a Records Inventory



Inventory Form (ARM-1)

ÅAgency staff completes one per record series 
based on inventory of records

ÅRecords Analyst at Archives drafts a Specific 
Schedule based on the inventory form

ÅFinal schedule approved by 
designated Records Officer and 
Archives Director for 
implementation










