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Instructions for Completing Records Retention Schedule

Formatting:  When duplicating this form electronically, leave at least a ¾ inch in the top and left margins.  Use 10 point font and larger for the data entered into the schedule.

Field 1
Enter the page number and the total number of pages in the retention schedule (i.e., 1 of 15).  

Field 2
Enter the 3-digit Agency Code assigned by the Comptroller of Public Accounts.

Field 3
Enter the complete name of your agency.


Field 4
Enter the item number for the records series from the State Records Retention Schedule (RRS).  If the records series title is not included in the RRS, enter the numbers of the appropriate "Category" and "Section" from the RRS where it should be listed.  Category and Section Numbers are at the top of the page in the RRS.  If the records series cannot be matched to a category and section, then leave Field 4 blank.   
Field 5
Enter the number that has been assigned by your agency to the corresponding records series.  If numbers have not been assigned, then begin with number 1 for the first listing and continue in numerical order.

Field 6
Enter the official title of the records series (i.e., W-4 Forms, Labor Statistics Report, Surety Bonds).  The official title that you assign to the records series does not have to be the same as the records series title listed in the RRS.  

Field 7
Enter the retention period the records series is to be retained in active use at the agency, the number of years it is to be retained in an inactive storage facility, such as the State Records Center, and the total of the two amounts.  If a retention period is less than one year, enter the number of months.  Refer to the retention codes at the bottom of the form.

Field 8
Using the archival codes at the bottom of the form, indicate the archival value, if applicable, of the records series:
A - Used with records series that will be transferred to the State Archives and do not require a prior review by the State Archivist.
R - Used with records series that have undetermined archival value, and require a review by the State Archivist prior to being transferred to the State Archives.

Field 9
Enter any statute references, other legal citations, or agency policy used as a basis for the retention period.   

Field 10
If this records series is stored at the State Records Center, enter the RMD 106 Storage Approval Number. 

Field 11
DO NOT WRITE IN THIS FIELD.  OFFICE USE ONLY.

	Retention Codes (Field 7)
AC – After Closed, Terminated, Completed, Expired, Settled

AV – Administrative Value
	CE – Calendar Year End

FE – Fiscal Year End
	LA – Life of Asset

MO – Months
	PM – Permanent

US – Until Superseded
	Archival Codes (Field 8)
A – Transfer to State Archives

R – Review by State Archivist
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