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²Ŝ ǿƛƭƭ ƘŜƭǇ ȅƻǳ Ǝƻ ŦǊƻƳ ǘƘƛǎΧ



To this.



The mission of the Connecticut State Library is to 
ǇǊŜǎŜǊǾŜ ŀƴŘ ƳŀƪŜ ŀŎŎŜǎǎƛōƭŜ /ƻƴƴŜŎǘƛŎǳǘΩǎ 
history and heritage and to advance the 
development of library services statewide.

Connecticut State Library



·The Connecticut State Library is the public 
records office for the State of Connecticut

·Connecticut General Statutes §11-8 and     
§11-8a grants authority for this program to the 
Connecticut State Library, Office of the Public 
Records Administrator

Records Management
in Connecticut



Statutory Responsibilities:
Connecticut State Library

(Pursuant to CGS §11-8 et seq.)

·Directs a records management program for 
state and municipal government

·Approves and/or operates records storage 
facilities (e.g., State Records Center)

·Identifies and preserves essential state 
records through the State Archives

·Preserves historic town documents through 
the Historic Documents Preservation Program



Statutory Responsibilities:
State Agencies

(Pursuant to CGS §11-8a)

·Designate an agency employee to serve as 
Records Management Liaison Officer (RMLO)

·Inventory records

·Establish records retention schedules and 
keep them up-to-date

·Transfer historical records to the State 
Archives or destroy records after receiving 
written approval



Records Management Liaison 
Officer (RMLO)

NOTE: To designate an RMLO, submit the Records 

Management Liaison Officer Designation (Form RC-078)

·Creates guidelines for maintaining agency records

·Prepares and submits records retention schedules 

to the Office of the Public Records Administrator

·Reviews agency disposition authorizations and 

obtains approval to destroy records

·Transfers inactive records to State Records Center 

or other approved off-site facilities



Records Management Liaison 
Officer (RMLO) (Cont.)

·Disseminates records management information to 

agency personnel

·Inventories or supervises agency records 

inventories

·Coordinates the implementation of records 

technology

·Maintains control files of records retention 

schedules, disposition authorizations, and records 

transfers

·Transfers historical records to the State  Archives



Assistant RMLOs

·Provide assistance to the agency RMLO in the 

following areas:

ƁConducting records inventories

ƁWriting or revising records retention schedules

ƁDisseminating information to co-workers

·Have authority to sign Records Disposition 

Authorizations(Form RC-108)



Records Management

ά¢ƘŜ ŦƛŜƭŘ ƻŦ ƳŀƴŀƎŜƳŜƴǘ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘƘŜ 

efficient and systematic control of the creation, 

receipt, maintenance, use and disposition of 

records, including processes for capturing and 

maintaining evidence of and information about 

business activities and transactions in the form of 

ǊŜŎƻǊŘǎΦέ

Source: ISO 15489-мΣ άLƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ςwŜŎƻǊŘǎ ƳŀƴŀƎŜƳŜƴǘΣέ нллмΦ



Benefits of Records Management

·Identifies and protects essential records

·Helps employees locate what they need

·Improves storage and retrieval systems

·Increases efficiency of office operations

·Improves government accountability

·Reduces the volume of records stored

·Reduces costs for equipment, space, and 

personnel

·Helps employees respond to FOIA requests



Problems of Poor Records 
Management

·Risk of agency being unable to perform mission

·Financial costs (e.g., time and resources spent 
recreating lost or damaged records)

·Inability to respond to special requests (e.g., 
lawsuits or FOIA requests)

·Improperly destroyed records

·Risk of agency not being able to continue 
operations after a disaster



Life-Cycle of Records

CREATION
(or RECEIPT)

MAINTENANCE 
(PROCESSING, 

DISTRIBUTION, and USE)

DISPOSITION
(DESTRUCTION or

LONG-TERM RETENTION)



Life-Cycle of Records(Cont.)

·Active: Office

·Semi-active: Off-site 

·Permanent: Office or an archival facility

If records have no permanent value, they may 
be destroyed after an agency receives an 
approved Records Disposition Authorization 
(Form RC-108).



Public Records

ά!ƴȅ ǊŜŎƻǊŘŜŘ Řŀǘŀ ƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ 

ŎƻƴŘǳŎǘ ƻŦ ǘƘŜ ǇǳōƭƛŎΩǎ ōǳǎƛƴŜǎǎ ǇǊŜǇŀǊŜŘΣ ƻǿƴŜŘΣ 

used, received or retained by a public agency, or to 

which a public agency is entitled to receive a copy by 

law or contract under section 1-218, whether such 

data or information be handwritten, typed, tape-

recorded, printed, Photostatted, photographed, or 

ǊŜŎƻǊŘŜŘ ōȅ ŀƴȅ ƻǘƘŜǊ ƳŜǘƘƻŘΦέ

Source: General Statutes of Connecticut §1-200 (5).



Non-record

άLǘŜƳ ǘƘŀǘ ƛǎ ƴƻǘ ǳǎǳŀƭƭȅ ƛƴŎƭǳŘŜŘ ǿƛǘƘƛƴ ǘƘŜ 

scope of official records (e.g., convenience file, 

Řŀȅ ŦƛƭŜΣ ǊŜŦŜǊŜƴŎŜ ƳŀǘŜǊƛŀƭΣ ŀƴŘ ŘǊŀŦǘύέ
Source: Establishing Alphabetic, Numeric, and Subject Filing 

Systems(ANSI/ARMA 12-2005).

Non records have the same physical 

characteristics as public records.  The differences 

between a non-record and a public record are 

the reasons for keeping the information and how 

it is used.



Essential Operational Records

Records that enable agencies to conduct 

emergency operations, reestablish normal 

governmental functions, protect the rights and 

interests of individuals,  and protect the rights 

and interests of government during or 

immediately following a crisis.

Source:  Adapted from Vital Records Programs: Identifying, Managing, and 

Recovering Business-Critical Records (ANSI/ARMA 5-2003).

Essential records are also commonly referred to 

ŀǎ άǾƛǘŀƭ ǊŜŎƻǊŘǎΦέ



Records Series

ά! ƎǊƻǳǇ ƻŦ ǎƛƳƛƭŀǊ ǊŜŎƻǊŘǎ ǘƘŀǘ ŀǊŜ ŀǊǊŀƴƎŜŘ 

according to a filing system and that are related 

as the result of being created, received, or used in 

ǘƘŜ ǎŀƳŜ ŀŎǘƛǾƛǘȅΦέ

{ƻǳǊŎŜΥ ά! DƭƻǎǎŀǊȅ ƻŦ !ǊŎƘƛǾŀƭ ŀƴŘ wŜŎƻǊŘǎ ¢ŜǊƳƛƴƻƭƻƎȅΣέ {ƻŎƛŜǘȅ ƻŦ 

American Archivists, Pearce-Moses, Richard, 2005.

All of the records that make up a records series 

must have the same retention period.



Records Series:
Example

S1-015: Accreditation Records

·Description: Consists of records that document the 
accreditation process from accrediting and regulatory 
bodies.  Including but not limited to: data, 
correspondence, other supporting documentation, 
reports received from study committees of accrediting 
associations and suggestions and recommendations 
concerning organizational structure and administration.

·Retention:5 years from date accreditation granted, or 
until next accreditation, whichever is later.

·Disposition: Destroy after receipt of signed Form RC-
108.



Records Retention Schedule

ά! ŎƻƳǇǊŜƘŜƴǎƛǾŜ ƭƛǎǘ ƻŦ ǊŜŎƻǊŘǎ ǎŜǊƛŜǎΣ 

indicating for each the length of time it is to be 

ƳŀƛƴǘŀƛƴŜŘ ŀƴŘ ƛǘǎ ŘƛǎǇƻǎƛǘƛƻƴΦέ
Source:Establishing Alphabetic, Numeric, and Subject Filing 

Systems(ANSI/ARMA 12-2005)

A retention schedule also describes the records 

series, indicates retention in active and inactive 

storage areas, and lists relevant citations.



Records Retention Schedules:
Types of schedules

A General records retention schedule lists records 

series that apply to all agencies.

An Agency records retention schedule lists 

records series that are unique to that agency.



Records Retention Schedules: 
General Schedules

S1: Administrative Records (01/2010)

S2: Personnel Records (01/2010)

S3: Fiscal Records (01/2010)

S4: Health Information Management Records (01/2010)

S5: Higher Education Records (01/2010)

S6: Electronic Data Processing Records (03/1999) (revision forthcoming)

S7: Vocational-Technical School System Records (02/2000)

S8: Correctional Facilities Records (07/2006) (revision forthcoming)

S9: Libraries,  Archives,  and Museums Records(under development)

S10:Public Safety and Emergency Services Records (03/2010)



http://www.cslib.org/

http://www.cslib.org/


http://www.cslib.org/publicrecords/

http://www.cslib.org/publicrecords/


http://www.cslib.org/publicrecords/retstate.htm

http://www.cslib.org/publicrecords/retstate.htm


http://www.cslib.org/publicrecords/retstate.htm#AgncySched2

http://www.cslib.org/publicrecords/retstate.htm


Records Retention Schedule (Form RC-050)



Records Inventory

The inventory gathers data about the agencyõs 

records, including:  description, arrangement (e.g., 

by date, by subject, or by physical format), date 

range, format, and original vs. duplicate. 

Records Inventory Worksheet (Form RC-104).



Records Inventory(Cont.)

·Offices

·Hallways

·Attics

·Anywhere records 
are stashed


