100-RICR-50-10-1

TITLE100—-DEPARTMENT OF STATE

CHAPTER 50 — PUBLIC RECORDS ADMINISTRATION

SUBCHAPTER 10— GENERAL RECORDS RETENTION SCHEDULES

PART 1 — EXECUTIVE, HIGH-LEVEL, AND POLICY-MAKING RECORDS (GRS1)

1.1 Purpose, Authority, Severability,and Destruction

1.1.1 Purpose
To establish the official retention, maintenance, and disposal
requirements for a public record based upon any administrative, legal,
fiscal, and/or historical value related to that record created or received by
an agency, department, division, board, commission, office, or quasi-
public corporation under any branch of State or local government which
performs functions relating to government, or acts on behalf of a
governmental agency, pursuant to law or relating to the transaction of
public business.

1.1.2 Authority
This Regulation is promulgated pursuant to the authority granted in R.1.
Gen. Laws Title 38 (“Public Records”), including expressly but without
limitation R.I. Gen. Laws 88 38-3-1 et seq.

1.1.3 Severability
If any provision of these Requlations or the application thereof to any
Person or circumstances is held invalid by a court of competent
jurisdiction, the validity of the remainder of the regulations shall not be
affected thereby.

1.1.4 Destruction Review Procedure

Government_employees should also consult with their administration to
determine if any records eligible for destruction may be involved in
current, pending, or anticipated litigation, any government investigation
or regulatory proceeding, or request under the Access to Public Records
Act. (Part 2 of this Subchapter (Legal Records) and R.l. Gen. Laws
Chapter 38-2)




GRS1

Executive,High-Level, And Policy-Making Records

GRS1.1

"Duties of Agencies. It shall be the duty of each agency of the state and
political subdivision thereof to: (1) Cause to be made and preserved
records containing adequate and proper documentation of the
organization, functions, policies, decisions, procedures, and essential
transactions of the agency and designed to furnish the information
necessary to protect the legal rights of the government and of the
persons directly affected by agency's activities." (R.I. Gen. Laws § 42-

8.1-17)

Correspondence and Memoranda

GRS1.2

Records and/or files created by the administrator, executive, or elected
official that document _executive level communication with agencies,
staff, and external entities. Includes incoming and outgoing substantive
and non-substantive correspondence and may be arranged by subject.
Correspondence of a substantive nature includes records documenting
agency policies/decisions and the process of determining those policies.
Also includes records documenting how the department/division or office

is organized and how it functions and/or performs its duties relative to its
mandates (determined either by statue, requlation, ordinance, or agency

policy).

Note: Correspondence may be captured at the programmatic
level in agency specific records retention schedule. To
determine retention, see appropriate record series
enumerated therein. Records many partially duplicate
those held in other record series.

GRS1.1A Non-Substantive Correspondence, Memoranda, and
Correspondence Requiring No Response

Retention: Retain one (1) vear.

GRS1.1B All Other Records (Substantive Correspondence and
Memoranda)

Retention: Permanent.

Program Establishment and Development Records

Records that document the framework of the agency and its programs
and that provide a substantive historical record of the agency/programs
background, development, and initiatives, including supporting
documentation. Includes any records relative to the transfer of functions
between departments and/or divisions as well as long-range and
strateqgic plans.




Retention: Permanent.

Note: Records may partially duplicate those held in other
record series.

GRS1.3 Policies and Procedures
Records created by any department, division, agency, commission,
board, office, bureau, authority or other agency or quasi-public agency of
state or local government that document the formal policies and
procedures of the department, division and/or office.
Retention: Permanent.
Note: Remove superseded or time delimited policies and
procedures to an inactive file.
GRS1.4 Particular Instance Files
Documents significant projects, initiatives, issues, and concerns of the
Director, Chief Executive Officer, Elected Official or Department/Division
head. Includes organizational and background materials, notes, memos,
determinations, surveys, summaries, reports, clippings, and related
correspondence.
Retention: Permanent.
Note: Records may partially duplicate those held in other
record series.
GRS15 Annual Reports

Documents the preparation and production of the annual report,
statistics, and other interim and status reports. Includes background
documents, materials, reports, work sheets, graphs, and related
correspondence.

See Also: GRS5.8 (Daily and Weekly Reports) and GRS5.9
(Monthly, Quarterly, and Periodic Reports).

GRS1.5A Departmental Annual Report and Work-Papers

Retention: Permanent.

GRS1.5B Divisional Annual Report and Work-Papers

Retention: Where a divisional report becomes part of
the departmental report, retain until the
departmental annual report is completed.




If the divisional report does not become
part of the departmental report, retain
divisional annual report and work-papers

permanently.
GRS1.5C Sectional Annual Report and Work-Papers

Retention: Where a sectional report becomes part of
the departmental and/or divisional annual
report, retain until the divisional or
departmental annual report is completed.
If the sectional report does not become
part of the departmental and/or divisional
annual report, retain sectional annual
report and work-papers permanently.

GRS1.6 Special Plans, Publications, Studies and Reports

Plans or reports by state or municipal agencies or in conjunction with

municipal, state, federal, independent agencies or consulting groups

regarding significant initiatives or projects. May include, but is not limited
to, annual reports, strategic plans, capital improvement plans, studies,
technical reports, task force reports, and land use/open
space/development reports.

Retention: Retain one copy permanently.

Note: "Deposits of state publications. Each state agency shall
designate one person as its documents officer and shall
notify the Clearinghouse of his or her identity. The
documents officer shall, prior to public release of a state
publication, deposit with the Clearinghouse a minimum of
twenty-five (25) copies certified to the documents officer
by the Clearinghouse as required to meet the needs of
the depository library system." (R.I. Gen. Laws 8 29-7-5)

See Also: GRS5.8 (Daily and Weekly Reports) and GRS5.9
(Monthly, Quarterly, and Periodic Reports).

GRS1.7 Meeting Minutes

Accounts of the proceedings of any meeting or sub-committee meeting
of the agency. Includes recorded minutes of meetings, agendas and
supporting documentation. Supporting documentation may include, but
is not limited to, meeting notices, meeting dockets, roll call votes,
correspondence, reports, and revised agendas. (R.l. Gen. Laws § 42-46-

7)




GRS1.7A Meeting Notices, Supplemental

(R.._Gen. Laws § 42-46-6(b))

Retention: Retain copies one (1) year.

GRS1.7B Annual Meeting Notice Submitted to the Office of the
Secretary of State

(R.I. Gen. Laws § 42-46-6(A))

Retention: Retain one (1) vear.

GRS1.7C Emergency Meeting Notices Filed

(R.l._ Gen. Laws § 42-46-6(C))

Retention: Retain one (1) vear.

GRS1.7D Electronic Confirmation Message from the Secretary
of State Indicating the Acceptance of Meeting
Minutes and/or Notices Through the Open Meetings
Website

Retention: Retain one (1) vear.

GRS1.7E Recording Audio or Video Tapes and/or Digital Media

Retention: Retain six (6) months after verbatim
transcription and approval of minutes or
proceedings or retain five (5) years if
recordings are not transcribed. Retain
transcripts permanently.

Note: Retain tapes permanently (unless
transcribed) of proceedings, debate or
actions of boards, commissions,
committees, or councils that document
significant or landmark issues.

GRS1.7F All Other Records

Retention: Permanent.

GRS1.7G Meeting Notes

Working notes of the clerk of the agency, council,
committee, board, or commission that are used only as
an aid to the preparation of the minutes.




Retention: Retain until meeting minutes approved.

GRS1.7H Records of Board Members/Copies of Minutes and
Supporting Documentation

Retention: Destroy at discretion. Verify with chair or
designated records custodian that a
complete record exists before disposal.

GRS1.8 Open Government E-Filing Records (Open Meetings)
Forms filed with the Office of the Secretary of State relative to the
requirements of R.I. Gen. Laws 8 42-46-7(e) (Open Meetings Minutes).
Includes Public Body Information Form and Filing Coordinator
Designation Forms. May include correspondence and lists relative to the
duties of the filing coordinator.
GRS1.8A Filing Coordinator and Interim Filing Coordinator
Designation Forms
Retention: Retain until updated or superseded.
GRS1.8B Public Body Information Forms
Retention: Retain until of no further administrative
value.
GRS1.8C All Other Records
Retention: Retain until of no further administrative
value.
GRS1.9 Speeches
Speeches by the executive or designee. May include notes, drafts with
annotations, tape recordings and or transcriptions.
Retention: Retain draft and final copy permanently.
Note: If speeches are taped, retain tapes six (6) months after
transcription. If not transcribed, retain tapes permanently.
GRS1.10 Ethics Commission Filings

Copies of Ethics Commission forms submitted by the agency to the

Ethics Commission. May include Recusal/Conflict of Interest forms, Gift

Disclosure Statements, and Financial Statements per R.I. Gen. Laws 8§88

36-14-6 and 36-14-16. May also include commission/board membership

confirmation lists sent to agencies.




Retention: Retain ten years. If finding violation, retain permanently.

GRS1.11 Disclosure of State Government Consultants Filings
Form filed quarterly with the Office of the Secretary of State for the
disclosure of state government consultants hired by the agency as
required per R.I. Gen. Laws § 42-90-1.
Retention: Retain six (6) years.
GRS1.12 Lobbyist Reports
Copies of prescribed records filed with the Office of the Secretary of
State in compliance with R.l. Gen. Laws § 22-10-4.1.
Retention: Retain six (6) years.
GRS1.13 Calendars and Appointment Books
Record that documents the planned activities of the administrator,
executive, department head or elected official. Includes electronic
calendars.
GRS1.13A Elected Officials
Retention: Permanent.
GRS1.13B Administrative, Executive, Department, Or Divisional
Head
Retention: Retain until of no further administrative
value.
GRS1.14 Briefing Records
Briefing records or briefing books submitted by divisions of departments
or offices within municipal and state government to the executive
officer/administrator/elected official. May include supporting
documentation such as correspondence, notes and reports.
Retention: Permanent.
GRS1.15 Transition Records

Records relating to the transition activities between incoming and
outgoing administrations. Includes the records of the transition team.
May include correspondence, reports, briefing books, notes, and
appointments to transition team.




GRS1.16

Retention: Permanent.

Commission/Board Appointment Records

GRS1.17

Records that document appointments to a board or commission.

Includes appointments, certificates of engagement (copies), rosters and

related correspondence.

Retention: Permanent.

Labor Relations Records

Records of an agency's relations with employee unions. State agencies
and local government_entities negotiate contracts with labor unions and
interact with union representatives once contracts are approved. This
may involve employee efforts at formulating new unions, establishing
ties to existing unions, and negotiating new contracts when existing ones
have expired. The records may include, but are not limited to, union
contracts, reports on issues, discussion papers, background support
materials, proposed contracts, minutes of meetings, notes on meetings,
results of union elections, certificates of fairness of elections, lists of
employees eligible to vote in union elections, salary listings, press
releases, grievances mediator’'s notes and related
correspondence/memoranda.

Note: Records made or received by union stewards are not
subject to R.Il. Gen. Laws Chapters 38-2, 38-3 and 42-8.1
and are therefore not included in this and other approved
records control schedules.

GRS1.17A Meeting Notices and Minutes, Legal Decisions,
Negotiations, And Record Copy of Contracts or

Agreements

Retention: Permanent.

GRS1.17B Grievances

Retention: Retain seven (7) years after final
resolution.

GRS1.17C Grievances Pertaining to Terminations or Grade
Reductions

Retention: Retain ten (10) years after case closed.

GRS1.17D Results of Elections and Certificates of Fairness of
Elections




GRS1.18

Retention: Permanent.

GRS1.17E Proposed (But Not Approved) Contracts

Retention: Retain three (3) years.

GRS1.17F List of Employees Eligible to Vote in Union Elections

Retention: Retain three (3) years.

GRS1.17G All Other Records

Retention: Retain seven (7) years unless in litigation,
in which case records should be retained
during litigation and until the time for
appeal has expired.

Grant Program Files

Records relating to the agency's development of grant proposals to state
or federal agencies or other funding sources, as well as records related
to the administration of its own grant programs or programs administered

by the agency. Records may include, but are not limited to, grant
applications and agreements, studies, notices, technical specifications,
drawings, plans, bid and contract records, accounting, banking,
purchasing, and payroll records, bonds, monitoring and performance
reports, expenditure and outlay reports, memoranda, and
correspondence.

Note: if any litigation, claim, negotiation, audit, or other action
has been started before the expiration of the ten-year
period, the records must be retained until completion of
the action and resolution of all issues which arise from it,
or until the end of the ten-year period, whichever is later.
Any records related to a contract or liability under seal, or
any judgment or decree by a federal or state court,
should be retained for twenty years. (R.I. Gen. Laws § 9-

1-17)

GRS1.18A Grant Applications and Amendments, Final
Performance, Disposition, And Expenditure Reports

Retention: Permanent.

GRS1.18B Financial and Programmatic Records, Periodic
Performance Reports, Supporting Documents,
Statistical Records, Other Required and Pertinent
Records




GRS1.19

Retention: Retain ten (10) years from submission of
closeout and final expenditure report or
submission of annual financial status
report for grants renewed annually.

GRS1.18C Real Property and Equipment Records

Retention: Retain ten (10) years from the date of
disposition, replacement, or transfer of
property/equipment.

GRS1.18D Income Transaction Records (Earning of Income)

After Grant Support Where Required by the Terms of
the Grant

Retention: Retain ten (10) years from the end of
fiscal year in which the income is earned.

GRS1.18E Unsuccessful Grant Applications

Retention: Retain three (3) years.

Certificates of Records Destruction [LEGACY — DUPLICATE]

GRS1.20

Certification of Records Destruction forms signed by the authorized
agency official and submitted to, and signed by, the State
Archivist/Public Records Administrator. Certificates authorize the
disposal of records listed in this and other applicable schedules. (R.I.
Gen. Laws 88 38-1-10, 38-3-6, and 42-8.1-10)

Retention: Permanent.

See Also: This record series is for information only, see GRS6.8B
(Certificates of Records Destruction).

Annual Work Plans

Documents relating to the proposed work for the upcoming vear.
Included are annual work plans and work papers.

GRS1.20A Annual Work Plans

Retention: Retain until updated, superseded or of no
further administrative value.

GRS1.20B Annual plan work papers

Retention: Retain until work plan is completed.




GRS1.21

Reorganization Records

GRS1.22

Records relating to departmental/divisional reorganization that may
include the creation of new departments or divisions of state and
municipal government or consolidation of departments/divisions.
Reorganizations are authorized by the issuance of executive orders,
enacted legislation and municipal ordinance or may result from
transitional activities from one administration to another. Records may
include, but are not limited to, executive correspondence and
memoranda, notes, reports, statements of function, studies,
organizational charts, and agency histories.

Retention: Permanent.

See Also: GRS4.10 (Relocation Records).

Certificate of Compliance

GRS1.23

This certificate certifies training in compliance with the Access to Public
Records Act R.Il. Gen. Laws § 38-2-3.16 Compliance by Agencies and
Public Bodies. Copy of the prescribed Certificate of Compliance is kept
by the municipality and filed with the Office of the Attorney General.
Training is required annually.

Retention: Retain three (3) years after expiration.

Sub-Grantee Recipient Records

State, local and quasi-public agencies may apply for and receive sub-
grant funding from federal, and state funding sources administered
through a state agency. Records created by the government entity may
include, but are not limited to, grant applications, reports, plans and
forms as required where the government entity is a sub-recipient;
purchasing records; payroll records; reimbursements and related fiscal
records; waivers; real property and equipment records; income
transactions or any other records as required by the terms of the grant.

Retention: Retain for ten (10) years after the end of the sub-grant
period (close-out date), or ten (10) years after audit (if
applicable to OMB A-133 audit requirements) or ten (10)
years after the completion of the agency audit, whichever

is longer.

Note: if any litigation, claim, negotiation, or other action
involving the records has been started before the
expiration of the ten (10) year period, the records must
be retained seven (7) years until completion of the action
and resolution of all issues which arise from it.




GRS1.24

See Also: For the retention of grant applications and amendments,

final performance, disposition, and expenditure reports
that are not a sub-grant, see GRS1.18 (Grant Program

Files).

Visualization Records

Data visualizations are representations of information in the form of a
chart, diagram, GIS based map, graph, or other media, and may be used

as a reporting tool in the context of an agency’'s programs and activities.
These representations may be interactive, such as dashboards, or may
be static, such as infographics. Data may be compiled from one or
several sources. Records may include but are not limited to report
building or compiled data; data sets from a single file, folder, database,
or web content; and final presentation, product, or report.

Note: For retention of original source data, consult appropriate
series enumerated in this and other applicable approved
retention schedules.

GRS1.24A Report Building or Compiled Data

Retention: Retain until superseded or of no further
administrative value.

GRS1.24B Exported/Transformed Data Set

Retention: Retain until of no further administrative
value but no less than one (1) year.
Export data annually into CSV files if you
anticipate the records may have long-term
value (over ten (10) years).

GRS1.24C Final Published Presentation or Report

Retention: Retain three (3) years. Maintain software
until the retention of the records has
lapsed. In lieu of software version
maintenance, quarterly or annually
convert/export to PDF-A for retention.
Before disposal consult State Archives to
review for historical value.




