100-RICR-50-10-6

TITLE100—-DEPARTMENT OF STATE

CHAPTER 50— PUBLIC RECORDS ADMINISTRATION

SUBCHAPTER 10— GENERAL RECORDS RETENTION SCHEDULES

PART 6 — RECORDS MANAGEMENT RECORDS (GRS6)

6.1 Purpose, Authority, Severability,and Destruction

6.1.1 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.

6.1.2 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.

6.1.3 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.

6.1.4 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)




GRS6

Records Management Records

GRS6.1

Records Management Program Development Records

GRS6.2

Documents relate to the establishment of task forces or committees, the
records management policy formation process, and research files, as
well as files on the implementation of the program. May include, but is
not limited to, records concerning the initiation of projects for developing
agency records management programs in accordance with R.l. Gen.
Laws 88 38-3-7(2) and 42-8.1-17(3), correspondence files, minutes of
meetings of committees and task forces and related correspondence,
updates, drafts, interim and final reports.

Retention: Permanent.

See Also: GRS1.2 (Program Establishment and Development
Records).

Records Management Committee Records

GRS6.3

Records of meetings concerning matters related to the management of
agency records. May include, but is not limited to, documents prepared
and documents tabled for discussion, minutes, notes, and other
supporting documentation.

Retention: Permanent.

See Also: GRS1.7 (Meeting Minutes).

Records Management Program Policies and Procedures

GRS6.4

Documentation comprising the agency's official policies and procedures
for managing its records in all media.

Retention: Permanent.

Note: Move superseded or time delimited policies and
procedures to an inactive file.

See Also: GRS1.3 (Policies and Procedures).

Security of Records Documentation

Records documenting security policies, processes, procedures, and
measures to protect records from damage, destruction, loss, or illegal
removal in accordance with R.I. Gen. Laws 8 42-8.1-17(4).

Retention: Permanent.




GRS6.5

See Also: GRS3 (Safety and Security Records).

Designation of Authority Records

GRS6.6

Records documenting the designation of personnel as responsible and
accountable for an agency's records management program in
accordance with R.l. Gen. Laws § 42-8.1-17(5) (Agency Records
Officer). It also includes documentation investing an individual with
signing authority for the approval of Records Retention Schedules and
for Certificates of Records Destruction.

Retention: Retain until superseded.

Note: Record copy is maintained permanently by the State
Archives Division.

Classification Documentation

GRS6.7

Records that document agency’s records classifications systems as well

as nomenclatures, glossaries, thesaurus, rules, and any other filing
schemes. These documents codify the agency's record series (see
definition of “record series”) and guide agency staff in proper document
filing practices.

Retention: Retain as long as the related records exist.

Note: Classification documentation should be sent to the State
Archives if the related records are transferred to its

custody.

Records Retention Schedule Development Records

Records retention/control schedules give agencies authority to dispose
of records in accordance with specific leqgal, statutory, requlatory, fiscal,
and business requirements. Records retention schedules cover records
in all media an agency creates, receives, and maintains in pursuit of its
specific mandate, and specifies when and, where appropriate, on what
basis or authority, an agency may dispose of its records. This series
contains records related to the development of records retention
schedules in accordance with R.I. Gen. Laws 88 38-3-6 and 42-8.1-10.
Records may include, but are not limited to, inventory worksheets,
reference materials, notes, schedules (drafts and versions), and
correspondence.

GRS6.7A Final Approved Records Retention Schedules




GRS6.8

Schedules that have been approved by the State
Archivist/Public Records Administrator, the Attorney
General, and the Auditor General.

Retention: Retain until superseded.

Note: Record copy is maintained permanently
by the State Archives Division.

GRS6.7B Approved Amendments to Schedules

Schedules that have been amended to reflect a limited
number_of modifications, such as the addition of new
record series or changes in the retention periods of
existing series. Amendments approved by the State
Archivist/Public Records Administrator, the Attorney
General, and the Auditor General.

Retention: Retain until superseded.

Note: Record copy is maintained permanently
by the State Archives Division.

GRS6.7C All Other Records

Retention: Retain three (3) years after final schedule

or amended schedule is approved.

Note: The State Archives Division retains
Records Retention Development Files.

Records Disposal Documents

Records documenting the disposal of records. The disposal of agency
records can occur in one of several ways: the temporary transfer of
custody (loans); permanent alienation of ownership through transfer of
function to another government agency; the transfer of custody of
records having permanent value to the State Archives; or through
authorized destruction. This series may include implementation of

records retention policies. It includes records attesting to the destruction

of records, the transfer of custody or proprietorship of records from one

government jurisdiction or agency to another, including the transfer of

ownership of records to the State Archives.

GRS6.8A Letters of Agreement on Temporary Loans

Retention: Permanent.




GRS6.8B Certificates of Records Destruction

Retention: Permanent.

See Also: GRS1.19 (Certificates of Records
Destruction [LEGACY — DUPLICATE)).

GRS6.8C Custodial Transfer Documents

Retention: Permanent.
GRS6.9 Records Control Documentation
This series consists of documentation that agencies create and use
internally in order to search, locate, and retrieve their records. This
series may include paper and electronic indexes and databases,
inventories, lists, and registers and other finding aids developed to
enable the retrieval of agency records.
GRS6.9A Records Control Documentation for Non-Permanent
Records
Retention: Retain until superseded or upon
authorized destruction of records.
GRS6.9B Records Control Documentation for Permanent
Records
Retention: Consult State Archives before disposal.
GRS6.10 Access to Public Records Documents

R.l. Gen. Laws Chapter 38-2 governs access to public records. The
records in this series document requests for access to government
records. Documents may include, but are not limited to, correspondence,
request forms, and usage logs.

Retention: Retain three (3) years after resolution.

See Also: GRS1.1 (Correspondence and Memoranda), GRS2.2

(Legal Opinions), and GRS5.1 (General Correspondence
and Memoranda).




