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Local Records Preservation Program

= Part of the Secretary of State’s Office

= Piloted in 1986 as a part time Local Records Analyst Program, it became
the full time Local Records Preservation Program in July 1990

» Main office in Jefferson City
= Nine field archivists throughout the state

= Provides free record consultations to local tax supported entities
= Records management consultations
» Preservation of permanent, historic records
= Competitive grant program
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Local Records Board

local government
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What is a record?

* Arecord is defined as any “document, book, paper,

photograph, map, sound recording or other material,

regardless of physical format or characteristics, made or
received pursuant to law or in connection with the
transaction of official business.”

« RSMo 109.210(5)




Retention Schedules

* Retentions schedules dictate the minimum legal period
a record must be retained and accessible

* Retentions are formalized by Local Records Board as
authorized by RSMo 109.

= Based on input from local government officials and
organizations

* Retentions can change—review the schedules
periodically
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Retention Schedules
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Guidelines & Publications
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About Local Records
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:: Records Schedules

Local Government Records Retention
Schedules

( 109 (Public and Business Records) Section 255
authorizes the Local R ds Board to establish minimum retention periods for the
administrative, fiscal and legal records created by local governments.

Retention and disposition of records that are common to many offices are included in
the General Schedule. Records unique to particular offices are addressed in individual
office schedules.
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The Local Records Program welcomes all comments and suggestions concerned with
improvement of record retention schedules.
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https://www.sos.mo.gov/archives/localrecs/schedules

Introduction to Records Retention

= Your legal obligation & statutory authority to
manage your records

= Exceptions & limitations

* | ocal governments are responsible for their records
= Defines records and non-records
» Benefits of microfilming
= Electronic records



Using Retention Schedules

= Multiple schedules for prosecutor clerks

= General Retention Schedule
= \Water District Schedule
= Municipal Schedule

= Your office may not have every record listed in a
schedule

= Ctrl F command searches electronic versions
* Print, highlight and flag retentions used frequently



General Records Retention Schedu
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Retention Schedule Entries

esigned to be user-friendly

Record Series Name

“ Also called identifies alternate titles
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position: Destroy

Note: See also: Pros 006 for Child Support Cases; Enhanceable Misdeameanor—any
- misdeameanor offense that would be a felony offense upon subsequent findings of guilt.

Approval Date: August 28, 2012; Revised August 20, 2013; Revised August 19, 2014;
Updated June 28, 2018
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Record Format
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Records Disposition




Retention Schedules as Organizational
Tools

Use retention headings as file headers, add
destruction date to folder

Example: Deferred Prosecution Case File
Traffic Enforcement Records

This facilitates reference to the retention schedule and DEFEERRED, INACTIVE
separates records with differing retentions.

(File divider)




What is records management?

[ onic records from
//// ceived throughout their
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‘that records are maintained and



Manage records throughou helr llfe
cycle







Develop a records management policy




Conduct an inventory

Determine what records are being stored
Determine where the records are

Use the inventory to track
retention/location

Gain control over the records

Unit 1: Metal/Wood Shelving
Unit 2: Metal/Wood Shelving
Unit 3: Metal/Wood Shelving
Unit 4: Metal/Wood Shelving
Unit 5: Metal/Wood Shelving
Unit 6-Unit 27: Standard File
Unit 28: Metal/Wood Shelving
Unit 29: Metal/Wood Shelving

Units 18-27 are on top of Units 8-
17

Dark Grey boxes: light fixtures

Room is 18ft 1in x 11ft 6in
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http://www.sos.mo.gov/archives/localrecs/schedules/

Local Records Preservation Program -

ntact us for help.

i
)rds@s0s.mo.gov

NW.S0S.mo.gov/archives/localrecs/
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