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Schedule 51 - Administrative Becords, p. 3
Itemm Numhber  Becord Series Title Minimum Retention Required Diispaosition

&
Llecirvmic wail messages”

a Tramsitory messages - L2, pon-record materal delete at will'

{junk mal, puklications, netices, reviews,
anmrmmcement: amployee activities, ontne
bugness activities, casual and routine
conmmpnesinens siuslar o lelepboope
COUVErsatlons,
k. Less than permanent Eraze after retention period requured for destroy”
equivalent hard copy®
c Permanert or permarent/archival Delete wher transferred to paper or micrefilm® mamntain n muneipality
(e duwcimenling slabe policy o policy paooess,

protection of vital public i=formation)

S1-130 Hearinz Tranzerints (under Unifornm Administrative Parmment Archoval permanant/arehival
Procedures Act)”

Log:
51 140 3. Corespeondanca 3 wyaar: dastroy!
51-145 k. Telephons 3 vears destroy’
S1-150 ¢ Perzonal data remaovzl logs--may be log books, L WEAr destroy’

notzbooks, or loose sheets

Minutes of meetings

51-160 3. Agency sfaff meetings § vears at agency lavel destroy’
51-165 b. Bowd'Commzmion Mectings Pormmuent/Arehaval permanent/archival
51-167 c. Agendas . year destroy’
S1-16% d. Schedule of L WEAr destroy’

51-170 (5HA Reportz—copie: of CONN-0O5HA reports 1 wears after violztion bas besn abated" destroy’
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