Top 10 ReasondOTto get Organized

1. Hunting for important documents adds excitement to a
boring schedule.

2. Stacking papers on your desk protects it from ultraviolet
radiation.

Being as confused as everyone else helps you fit in.
Moving piles of paper keeps you in shape.

If you understood what you were doing, you would be
terrified.

Confusion brings out the best in you.
Organization Kkills creativity.

Shuffling papers prevents dust from piling up.

Your competitors spies will never find what they're
seeking.

10. Clutter magnifies your importance
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WarmUp Exercise

What does Records Management
mean to you?




How NOTto do Records Management

RECORDS MANAGEMENT

You're Doing It Wrong
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How NOTto do Records Management




Why Records Management Matters

ACitizens have a right to know.
ARecords have historical importance.

AGood record keeping makes your job
easler.
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South Carolina Public Records Act

A The legal justification for state records
management.

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

Title 30- Public Records
CHAPTER 1.

PUBLIC RECORDS, REPORTS AND OFFICIAL
1 DOCUMENTS




What Is aPublic Bod¥

Ad | department of the State, any state
board, commission, agency, and authority,
any public or governmental body or
political subdivision of the State,

X & dzLJLJi Mdiofe Br in part by public

fundsor expending public fun@sode of Laws
of South Carolina, 1976, Section 30 -1-10(b)




What is aPublic Recor®

AdAyOfdzRSa |ttt o0221az LI
cards, tapes, recordings, or otheocumentary
materials regardless of physical foon
characteristicprepared, owned, usedn the
possessiomf, orretainedby apublic bodyX €code

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

Examples

ARecord: completed forms, correspondence, maps, drawings,
photographs, and reports

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



Noteworthy Sections of SC PRA

SECTION 3D-20. Custodians of records: records
officer.

A chief administrative officer
I Is legal custodian of these records

I Is responsible for carrying out the duties and
responsibilities of this chapter

I may 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.

AA persorwho
Ainlawfully removes a publicecord

Alters defaces, mutilates, secretes, or
destroys

As guilty of amisdemeanor




Noteworthy Sections of SC PRA

SECTION 3040. Records shall be turned over to
successor or to Archives.

A A person having
I custody of public records
I expiration of his term of office or employment

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



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

A legal custodian shall

I protect them against deterioration, mutilation, theft,
loss, or destruction

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

A public records of long term or archival value in
danger of loss
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Noteworthy Sections of SC PRA
SECTION 3090. (A) Archives shall assist in creating, filing and
preserving records; inventories and schedules.

ATheArchivesmay
Aexaminethe condition of publicecords

Agiveadvi ce and assistance to
creating, filing, preserving, and making available the
public records in theicustody

Aestablish recordschedules mandating a time period for

the retention of each series of records [which] must be
approved by the governing I
by the Director of thérchives



Noteworthy Sections of SC PRA

SECTION 3090. (D) Archives shall assist In
creating, filing and preserving records;
Inventories and schedules.

AwWSOZ2ZNRAXAY UKS UGNIyal O
I [must] be disposed of, destroyed, or erased [with] an
approved records schedule.

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



Noteworthy Sections of SC PRA

SECTION 30100. (E) Additional powers
and duties of Archives.

A Any public records

I destroyed or otherwise disposed of in accordance with
the procedure authorized in Sections-3®0 and 3061-

110
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i Liability [for] custodian shall cea %ﬁ
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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
public records with him.

3. Public records may be disposed at any time.

4. Records schedules mandate the minimum amount of
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 b
scheduled.




@; j ’ N—@ Fill in the Blank
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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 b
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

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

A Two types; General and Specific

A Minimum Retention Periods
AGhTFTFAOALIT & 2N dawSO2N
A Based on content versus medium



General Schedules

Records common to all
state colleges and universities

Format
wHIrst lineg regulation number and series title.

wPart A¢ Description: statement describing use and
iInformational content
wPart B¢ Retention: time period indicating

minimum length of time records should be
retained by agency before their disposition



General Schedule Contents

Subarticle 1. Trustee Board

Subarticle 2. President

Subarticle 3. Provosts and Vice Presidents

Subarticle 4. Administrative

Subarticle 5. Personnel (Human Resource Management)
Subarticle 6. Accounting

Subarticle 7. Payroll

Subarticle 8. Internal Auditing
Subarticle 9. Student Affairs

Subarticle 10. Academic Affairs
Subarticle 11. Athletic Department

Subarticle 12. Institutional Development and Research
Subarticle 13. Library Services

Subarticle 14. Alumni Relations

Subarticle 15. Career Placement and Planning

Subarticle 16. Residence Services

Subarticle 17. Health Services

Subarticle 18. Purchasing and Auxiliary Services
Subarticle 19. Public Safety



General Schedule Examples

12-802.7. Meeting Minutes of President’s Executive Staff

A. Description: Document meetings held by a state college or university president with his or her
executive staff. Information includes agenda, location of meeting, date, names of attendees,
attachments, a summary of discussion, and decisions made.

B. Retention:

(1) Office: 5 years.
(2) College or University Archives: Permanent.

12-804.17. Grant Files (Active and Inactive)

A. Description: Used to retain information concerning financial grant assistance received by a
state supported college or university. Files contain some or all of the following documents:
statement of budget and expenditures, notices of grants awarded, financial status reports,
authorization for transfer of grant funds, draft copies of detailed budgets for programs, copies of
federal assistance applications, correspondence and memoranda. These documents concern
construction of facilities, educational grants, student loan and work study programs, financial
assistance for veterans and career professionals, and other related information.

B. Retention: 3 years after becoming inactive; destroy.

12-804.18. General Correspondence and Reference File (Non-Executive Levels)
A. Description: Routine correspondence and reference materials created or retained by
non-executive level staff. Letters and memoranda reflect communications regarding program
procedures, general work activities, and responses to information requests. Also included are
copies of policy and procedure statements, program information, reports and other related
material.

B. Retention: Until no longer needed for reference; destroy.

12-809.8. Official Transcripts (Graduate And Undergraduate)

A. Description: Used to record the official internal academic transcript of students attending a
state college or university. These records include such information as name, identification number,
major, class, courses taken, grades received, dates of attendance and type of degree awarded (if
any).

B. Retention: 75 years after graduation or date of last attendance; destroy.



Specific Schedules
Created specifically for your school

A{ OK22ftQa VyIYS | LILISIN

Create a specific schedule when:
A The record is unique to your school

A Retentions in General Schedules do not fit
your retention needs




South Carolina Department of Archives & History
Division of Archives and Records Management

APPROVAL OF RECORDS RETENTION SCHEDULE

In accordance with provisions of Title 30, Code of Laws of South Caroline, 1976, Sections
30-1-10 through 30-1-140, as amended, the attached Records Retention Schedule is
submitted for approval. This schedule supersedes any previously approved schedule for
these same records series.

PART I

Agency
THE CITADEL
PRESIDENT'S OFFICE
COMMANDANT'S DEPARTMENT
RECORD GROUP #250

I certify that I am authorized to act for this agency in the disposition of its public records and hereby approve the
attached Records Retention Schedule. The schedule meets all legal and audit requirements and the records have no
further administrative, fiscal, or legal value to this agency after the expiration of the prescribed retention periods.
Records series included in this approval are numbered:

14015

PART II
Department of Archives and History

The records listed in the attached Records Retention Schedule have been evaluated by this department for their
management, research, and permanent value and are approved for retention or disposal as described in this
schedule.

09/03/200¢ A Jugen
Da Director, Department of &_r_cfgj_vflgs and History

STATE ARCHIV
ARECOADS ADMIMISTRATOR




South Carolina Department of Archives and History RECORDS
Division of Archives and Records Management RETENTION

SCHEDULE

THE CITADEL Record Group # 250
PRESIDENT'S OFFICE

COMMANDANT'S DEPARTMENT

14015 201 DISCIPLINE FILES

Description

Created by the Office of the Commandant and used to
document any administrative actions on cadets. Information
includes Performance Report (white slip), Explanation in
Writing (ERW)-the cadets' response, excessive demerit list,
list of cumulative disciplinary actions, disciplinary hearings
and findings, authorization for release of disciplinary
information, Requirement to Report Hazing Statement,
Program of Mandatory Testing for lllegal Drugs Statement,
letters of commendation, promotions and demotions,
transfers, and orders from the Office of the President as to
suspension, expulsion, and dismissal.

Retention

S years after graduation or withdrawal, destroy.

schedule Approved 20X/ 0¥

T approvl et inplernantation of this reconds rmaBon Khadele oot Cemply wio) e Deparyven of Ax e and History's

RC.C. 7701



Inventory

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

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

ALabel 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(ARM1)

A Agency staff completes one per record series
based on inventory of records

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

A Final schedule approved by
designated RecordSfficerand
Archives Director for
Implementation




South Carolina Department of Archives and History Action Required

Division of Archives and Records Management [ ] Establish Schedule
[ ] Revise Schedule
RECORD SERIES INVENTORY FORM Schedule Number

TYPE OR PRINT CLEARLY. COMPLETE ONE FORM FOR EACH RECORD SERIES. RECORD GROUP NUMBER:

Section A. Identification of Program Unit and Contact Person

1. State or Local Agency 2. Division or Office

3. Subdivision 4. Program Unit

5. Person Completing Form: (Name) (Title) (Telephone)
(Date)

Section B. Description of Records

6. Record Series 7. Dates of Records
(a) Title: (a) Beginning to Ending
(b) Variant Title: (b) Missing Dates:

8. Are records still created? [ Jyes [ |no 9. Are records indexed? [ Jyes [ Ino

If yes, title and location:

10. Arrangement of Record Series

[ ]Alphabetically by [ |Chronologically by
[ [Numerically by [ |Unarranged
[ |Alphanumeric by [ ]Other

11. Description of Records
(a) Who creates and/or uses the records and for what purpose?

(b) Informational Content

(¢) Value of Records (check all that apply)
[ ] Administrative | ]Legal [ |Fiscal [ |Historical [ | Other

(d) Are these records vital? [ Jyes [ ]no

(e) Reference Frequency times [ |daily [ |weekly [ | monthly [ | yearly
for ~_ months __vyears. Never after




SECTION B. DESCRIPTION OF RECORD SERIES (CON'T.)

12(a) Characteristics (check the medium to left of record format):

[]Paper [ Audio Visual 1 Microfilm [[] Computer Machine Readable
| Legal Size O Andiotape [ Roll Film O Tape

[ Letter Size [ Motion Picture [ Aperture Cards [ Disk

] Bound Volume [ Video Tape [] Microfiche [] Diskett (Floppy)

fc omputer Printouts [ Photo Print [ Jackets [ Punch Cards

] Maps, Plans Drawings [] Photo Glass

] Publications

] Other

12(b) Total Volume and Location of Records (by cu. ft.) 12(c) Total volume generated per year
Office (Most recent year)
State Records Center
Other Storage Specify:

13. Condition of Records: [ ] Good [ ] Fair [ ] Poor
[] Molded [] Dirty [[] Torn [[] Other

14. Confidential? [ ]ves [ ] no. If yes, cite authority.
15. Record is 16. Summarized: [ |yes [ |no
[ Joriginal - Location of duplicate: Title and Location of Summary Record

[ |duplicate - Location of original:

SECTION C. PROPOSED RETENTION PERIOD AND DISPOSITION

17. Subjectto: [ |Audit [ |Sunset Review [ | Other (specify):

18. Legal retention requirement? [ |yes [ |no. If yes, cite authority

19.  The proposed retention period for this record series should be implemented as follows (check all that apply)

[ ] Retain in program office space for [] years months
Transfer to state/local facility for L years months
Transfer to State Records Center for years months

[ lOther (Specify)

Final Disposition (following completion of retention period)
| | Destroy | | Transfer to State Archives | | Transfer to Approved Repository

20. Additional Comments
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