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P6Hx23-5.919
PROCEDURE: PUBLIC RECORDS MANAGEMENT, RETENTION AND DESTRUCTION
Purpose:

To provide a system to control the retention, disposition, and destruction of the College's public records.

Procedure:

Facilities Planning & Institutional Services will be responsible for the College's public records retention/destruction program.  Public records include all documents, including but not limited to computer generated records, paper, letters, maps, books, tapes, photographs, films, sound recordings or other material regardless of physical form or characteristics made or received pursuant to law or ordinance in connection with the transaction of official business.  All duplicate copies are also considered public records and, as such, are part of the records retention program.  Duplicate records may not be destroyed, by shredding or other means, without prior approval of the records management liaison officer (RMLO).

I.
Public records will be retained for a period determined by the Division of Library and Information Services, Bureau of Archives and Records Management, of the Florida Department of State.  Records will also be retained until the applicable audits are released.

II.
Any department wishing to archive or destroy records will submit a Noncurrent Records Storage/Destruction Request Form to the RMLO.  A separate request form must be completed for each record series.  A record series is defined as a group of records arranged under a single filing system, or kept together as a unit because they relate to a particular subject, result from the same activity, or have a particular form.  The department will be responsible for placing the records into storage boxes prescribed by the RMLO.  The department must also ensure that the records are properly labeled with record title, site, department, identifying box number and inclusive record dates.

III.
When a Noncurrent Records Storage/Destruction Request is received the RMLO will process the request pursuant to the Records Schedules prescribed by the Bureau of Archives and Records Management, Florida Department of State. 

IV.
The RMLO will return a copy of the Noncurrent Records Storage/Destruction Request form to the department noting the assigned retention period and storage location.  If the supervisor has any objections to the assigned retention period he/she must notify the RMLO within 30 days of receipt.

V.
The RMLO will not make records placed in storage available to any employee without written permission via a Noncurrent Records Retrieval Receipt from the appropriate supervisor.

VI.
The RMLO will follow the appropriate provisions of Chapter 119, Florida Statutes, Public Records, in consultation with the General Counsel’s Office in making public records available to the public.

VII.
When the retention period has been met for an individual record series, the RMLO will follow the requirements of the Bureau of Archives and Records Management, Florida Department of State relating to destruction of records.

VIII.
The College's public records scheduled for destruction will be disposed of in the following manner:


A.
Confidential records (those specifically exempted by law from public inspection) will be incinerated, buried (landfill), or shredded.


B.
Nonconfidential records will be recycled, when possible, or disposed of in a proper way as determined by legal requirements.


C.
The volume of records for which the RMLO has provided permission to shred must be reported so as to be included with the required Affidavit to the Bureau of Archives and Records Management, Florida Department of State, of the volume of records destroyed under A. & B. above.

IX.
All records with a permanent or long-term (25 to 75 years) retention period will be microfilmed or electronically stored in the manner prescribed by the Bureau of Archives and Records Management, Florida Department of State, which also provides security microfilmed storage for permanent or long-term retention period documents.  Any department desiring to store a copy of their permanent microfilmed records with the state must do so through the College's RMLO.  (The state will store only silver based microfilm.)  The RMLO will ensure that the records are scheduled, and submit a Transmittal and Receipt for Records Storage Form to the state.  Upon approval of the request, the RMLO will send the microfilm by certified mail or bonded carrier.

                             X.
Pursuant to the requirements of the Bureau of Archives and Records Management, Florida Department of State, the vice president of Facilities Planning & Institutional Services is designated as the RMLO for the College.  The RMLO may designate the person(s) within the Facilities Planning & Institutional Services Department to manage the records.

History:
Adopted - 10/30/84.  Amended - 11/14/89.  Effective - 11/21/89; 5/18/99.  Filed - 5/18/99.  Effective - 5/18/99; 6/21/02.  Filed – 6/21/02.  Effective - 5/13/02; 11/17/09.  Filed – 11/17/09.  Effective - 11/17/09.
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