Record Retention Values

The following four values were used to evaluate and determine how long a record needs to be retained.  After assessing the corresponding values for a record, the greatest value will determine the retention period.

1. Administrative Value:  

· The time frame a record needs to be retained to assist an agency in performing its normal day to day office functions.

· The time frame a record is used to assist in the activities of an office.

· The primary administrative value of a record is the initial use of the record for a certain transaction.  When the transaction has been completed, the record no longer has administrative value. 

2. Fiscal Value:

· The time frame a record needs to be retained for financial/fiscal purposes.

· The time frame is related to the financial transactions, auditing, budgeting and accounting functions of an agency.

3. Legal Value:

· The time frame a record needs to be retained because the record contains proof of enforceable rights, obligations or other legal standing.

· The value includes any record establishing:  Ownership (titles); rights or privileges (drivers’ licenses); obligation (contracts, leases and agreements); legal condition (court ruling, approved laws and regulations); and action taken by a governing body which affects the public (proclamations, meeting minutes).

· The time frame a record needs to be retained if law dictates an entity to maintain a record.

· The time frame a record needs to be retained if a law dictates how long a record is to be retained. 

4. Historical Value:  

· The value found in a record which relates to a significant event or documents the history and development of an agency.

· Vital Records are the official state records which contains information:  required for a state agency to continue functioning during a disaster and/or required for an agency to reestablish operations after a disaster has ended.  

