Signposts and Road Maps:

General Retention Schedule changes




DRS Why Change?

LEUSEE R Government moving towards transparency
» Utah Public Finance Transparency — 2008
« Utah Public and Open Meetings Act — 2006

* Government Records Access & Management Act (GRAMA) -
1997

Big Buckets

Exceptions

Your feedback guided us towards a more
transparent process!




DRS Why Change?

[ERSEEICISA \\/hat are “big buckets?”

E'g y  Started by National Archives to help federal agencies handle
uckets electronic records management

EXCEPTIONS Buckets (or categories) are broadened to encapsulate an

agency's major business activities, functions, and processes

« Assigning one schedule is easier than assigning multiple
schedules to records with similar functions, i.e.
correspondence vs. email, mail, call logs, etc.




DRS Why Change?

LEREREIEYEM \\/NO is an exception and why?

Big Buckets Local entities (municipalities, counties, special districts) are
used to the old schedules that were specifically created for

Exceptions their records

They must still follow a retention schedule approved by their
governing body

Their schedules must still follow the law

State agencies can create their own schedules using our
series-specific schedules process




DRS Series-Specific Schedules

What Are
They?

Created for an agency who has a legitimate need to
keep records for a different length of time

Do They
Apply To
Me? .

Only created for one series

How Do |

Create : D
One? Still follow laws, policies, and procedures




DRS Series-Specific Schedules

What Are
They? If you cannot find a General Retention Schedule

Do They If your agency needs records for a different amount of
Qpr;ly 10 time
e

T you have a legal exception

How Do |

Create
One?




m

What Are
They?

Do They
Apply To
Me?

How Do |
Create
One?

Series-Specific Schedules

Submit proposed
Retention Schedule
to your CAO

CAQO approves
proposed schedule
and forwards it to
their RIM Specialist
for review

Government
Agency

State Archives

Reviews and revises

Posts proposed
Retention Schedule
online for feedback

Submits proposed
Retention Schedule
to RMC for approval

Reviews proposed
Retention Schedule

Discusses proposed
Retention Schedule
at an open meeting

Approves, tables, or
denies proposed
Retention Schedule

Records
Management
Committee




NEVileEidlale
Our

Webpage

Browsing

Categories

Transferring

FInding The Right General Schedule

& archives.utah.gov/rim/
Gateway | Employe... Eﬁg Payroll m Trello RIM Section Monthl... Monthly Numbers @3 Linkedin Learning @ PEHP @ URS @ Utah AXAEM % Asana A Retention Schedules E GRAMA 1 ULP Sandbox

DAS HOME ARCHIVES BUILDING BOARD DFCM FINANCE FLEET PURCHASING RESOURCE STEWARD RISK RULES

Utah Division
of Archives and
Records Service

I

Records & Information Management (RIM)
Nl N ' IR PE

Guidelines and Retention e Training &
Policies Schedules Certification

Find policies and guidelines for records officer, View schedules to understand records retention Get certified or register for training on GRAMA and

managing electronic records, and more and disposal requirements records and information management issues.

Create/Update 6 Transfer Records @ Reformatting
Rete nt[on Transfer to. store in. or retrieve records from the Se ches

State Records Center.

SChed u ‘ e Request duplication or reformatting of microfilm,

paper, or electronic records.
Learn about scheduling records; update or create a

new retention schedule and notify the Archives of


http://archives.utah.gov/rim/

DRS Transparency & Feedback

Major

gl Whatis considered a major | e e st

change?
Minor

Changes . ;
) Crosswalks

Feedback Closures
Significant description changes

Reach Out Retention and/or disposition
changes




DRS Transparency & Feedback

Major : : : |
Chénges What is considered a minOr | crssst emergency response hazrdous

change? |

GRS-551: Emergency response hazardous waste case files

Minor
Changes

Awaiting your feedback

Grammar fixes oo
Feedback Citation updates
Title changes
Consolidations

Updated to simplify the description.

Reach Out

These case files document the investigation of hazardous waste incidents
including the cleanup, the process and the proper waste disposal. The case
files include complaint date, time, and number; complainant's name, address,
and telephone number, spill location; material spilled; weather

conditions/local terrain; time on scene; population area; personnel on scene




DRS Transparency & Feedback

Major
Changes How do | leave feedback? e

Mi . .
cﬁgﬁges » Feedback buttons in multiple places

«  Current Updates page
«  Within a General Schedule

Feedback * Contact Us page

ReaCh Out Feedback and Search Terms

* Provide Feedback
» Did you have trouble finding this schedule? Suggest a search term.




DRS Transparency & Feedback

Changes

Major Still have questions? Ask someone! @

Minor * (Contact your peers O

criemgies Rebekkah Shaw — Education & Retention Schedules

Renee Wilson — State Agencies

Heidi Steed — Local Agencies

Reach Out Avalon Snell — State Agencies & Special Districts
Rosemary Cundiff = GRAMA Ombudsman
Kendra Yates — Chief Records Officer (Archives)

Feedback




What was this about againe

Iransparency!

Making your lite easier!

Explaining our website!




Questions?

Contact Us:

° General Email: recordsmanagement@Utan.gov
° General Line: 801-531-3863

° Visit archives.utah.gov/rim/records-analysts.html to find your
agency’'s RIM Specialist

m I Utah Division of Archives
and Records Service


https://archives.utah.gov/rim/records-analysts.html
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