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Presentation Notes
Hi everyone, my name is Renée Wilson, and I am a Records and Information Management, or RIM, specialist at the State Archives. I’m going to talk about some resources the Archives has to help you with your move, or whenever.


RIM SPECIALISTS

o AVALON SNELL srare acencies: speciar, 1ocar, § TRaNsIT DISTRICTS
avalonsnell@Qutah.gov 801-531-3866

o HEIDI STEED wunicipaviries, counties, courTs, LAW ENFORCEMENT
steed@utah.gov 801-531-3860

o REBEKKAH SHAW coucarion acencies ceneraL RETENTION SCHEDULES
rshaw@utah.gov 801-531-385I

 RENEE WILSON srare acencies, xscumve GFFIcEs, LEGISLATURE
reneewilson@utah.gov 801-531-3842

e GENERAL RIM nor sure> no worries!
recordsmanagement@utah.gov 801-531-3863


mailto:avalonsnell@utah.gov
mailto:hsteed@utah.gov
mailto:rshaw@utah.gov
mailto:reneewilson@utah.gov
mailto:recordsmanagement@utah.gov

RIM SPECIALISTS
FINDING RETENTION SCHEDULES

-

contact info:
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One thing we do is help you figure out how long to keep records
At some point you may find records you don’t know what to do with
Especially as you prepare to move and go through records
Don’t worry, we can help you; here’s what we do
First we look at the record together
Okay usually we just talk on the phone or email
Then we figure out what the retention should be
Then we laugh together because records management is so funny and hilarious
Okay but really we can help you, so contact us


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

RIM SPECIALISTS )
IN-AGENCY TRANIG drenives,utdn.gov
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As you prepare to move, we can come give an in-agency training
You can find our contact information online
We also have business cards out on the table

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

RECORDS CENTER
FREE STORAGE!
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Warehouse in Clearfield for storing records; 160,000 cubic feet of records storage
Any Utah government agency can store records for free 
Only cost is boxes, special Archives boxes, buy from Office Depot for $2.43 each
You also need to get the boxes to the RC, however you do that, shipping or arrange or in-person
Great way to clear up space in your office
Records remain in the custody of the agency; can recall a record as needed


RECORDS CENTER
SCAN ON DEMAND |

learn more online:
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New program called “Scan on demand”
If you need to recall a record, our records storage specialists can scan the record and email it via encrypted email, rather than sending it in the mail
Very quick turnaround time
Also more useful for agencies farther away, which may want to use the Records Center but have been concerned about the wait time on recalling a record
Most records sent to the Records Center can be scanned
If a record is over 100 pages or is a bound volume, that may not be eligible to be scanned, but most of the records can be
For more information, or to sign up for the program, visit our website
All these URLs are on a slide at the end of this presentation, and will be available after this conference

https://archives.utah.gov/rim/scanondemand.html

MOVING GUIDE FLYER
FOR EVERYONE

archives.utah.gov
i e AriMIpac-up.pdf

Agency history records Until need ends
Program and policy development records 3 years after final -

TIME TO® PAC WP

Records Management Moving Guide Budgst, Finance, Payroll, Purchasing

Accounts payable and receivable 7 years Destroy

Budget records 4 years Destroy
Payroll 3 years Destroy
Purchase orders and requisition records 4 years Destroy
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Records Officers

* Read the records officer moving
guide available at go.usa.gov/
xymdC

Chief Administrative
Officers

Allow time for employees
to manage their records

Every Employee
« Sort records by typ:
discard non-records Contracts & Grants

Contract records 7 years after expiration Destroy

Determine which
records should be
destroyed, kept, or

Grant records 7 years after final action Destro
Have your records officer + Be a resource for your agency ¥ o
invite the State Archives
to give a brief training

during your staff meeting

* Contacr the State Archives with
any questions

transferred (use Correspondence
schedules on back plus

your agency schedules)

Executive correspondence 5 years after separation Transfer to State Archives  (GRS-1758]
Routine administrative correspondence 3 years Destroy RS-1760)

Allocate resources for q o’ ; p
Transitory correspendence Until resolution of issue Destroy

boxes and other supplies

0000000000009500 Contact your records

officer with questions
Meetings
Closed meeting records 3 years Transfer to State Archives

Arrange sufficient record-
shredding services with

a reputable shredding
company

sescssscsssee
Executive internal committee records Until need ends Transfer te State Archives

Transfer inactive records

to State Records Center/

Archives

+ Sort records into
archival boxes, one type
of record (series) per box

Internal committe records Until resolution of issue Destroy
Open meeting minutes & public mas 3 years Transfer to State Archives
Open meeting recordings 3 years Destroy

eecccscsvcecee

Contact your records

officer with questions Maove your “active” records to

the new building

+ “Active” records are accessed at
least once 2 month

LN N N Public Rel hs

Destroy records which Public relations records Transfer to State Archives

have met retention Create an inventory for
each box. Put one copy
in the box; give one copy
to your records officer

Sort records into boxes: write

down what's in each box Reports & Publications

+ Keep a log of all records
being destroyed Annual or official reports Upon publication Transfer to State Archives
Keep track of which boxes have

Publications Upen publication Transfer to State Archives
been moved, when, and by whom

Records containing
restricted information
should be destroyed by
a reputable shredding
company

Label each box

Partner with your
records officer to
transfer boxes

Coordinate as an agency to essssssccsanssss
securely transport records from
their old home to their new

home

Be on the lookout for records aboul... Can you get rid of paper

copies of digitized records?

P00 PR 0000000000000 0R00RRRRRRRRTS
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undarrapresan[ed +  executive cor‘r‘aspondance
communities & decision-making

9000000000800 0000ORROORRRRBRRBRRSS

= Send paper copies of
permanent records to the
State Archives, even if they've

L] L]
00 SO0 O PO OSOOOOOPOSEOEOOPOOOOOPOOSPOPOIOISIOIOIOEOSIOEOSOESDS
*Non-records include personal notes, junk mail, reference materials, professional literature, duplicate copies, etc.
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natural disasters policy/program creation &

land/water use revision been digitized
open meeting minutes &

anything over |00 years old
materials

You may destroy paper copies
of non-permanent digitized

records

Utah State Archives RIM Consultation Program © 2019

801-531-3863 | recordsmanagement@utah.gov
These are permanent records: please send to State Archives!
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New publications
Info for every person in your agency
Everyone is involved in records management
Front of flyer has information specific to the chief administrative officer, the records officer, and everyone in agency
Also mentions destroying records, moving records to the new building, and transferring records to the Records Center or Archives.
On the back of the flyer is a list of some of the most common general retention schedules
Tips on what to watch for that might be historical records
Also a note about digital copies of records
People ask if they can destroy paper records after they’ve been digitized
Usually yes, but if the records are permanent we request the paper be sent to the Archives as a duplicate copy, which is a records management best practice
This flyer can be found online, and we also have some copies of it out on the table.

https://archives.utah.gov/rim/pac-up.pdf

MOVING GUIDE BOOK'.ET
FOR RECORDS OFFICERS aveiavie arine:

| archives.uvtah.gov
seccccccccccccccccccsced secccecs. Irimlmoving_

oy Step 1. Inventory your recc General Rete .
. Sample Inventory Sheets ords Cent
. o i rds Center
o Create an inventory to track all information assets. Yol L]
o inventory may be as detailed or as simple as you like. Pre-move inventory Agency Programs &
page 14 and archives.utah.gov/rim/templates.html Record Name/Type | Description Location History won Dispositic 268-263-3423 and /. * itemn 285052
sample inventory sheets. Vendor Controcts withe File cab _ Uil meas) Toetmsiar i I 2.43 per box); you'll need to provide your
Contracts computer yendovs for | storage Agency history record ends State Archi boxes Atate contract (NASPO) account number, or

create an account

Program and policy 3 years after Transfer to
development records  final action  State Archive H "

kemove records from binders and hanging files

system wpgraces

What to inventory

[ ] [ ]
[ ] [ ]
[ ] [ ]
o [ ]
[ ] [ ]
[ ] [ ]
o [ ]
[ ] [ ]
[ ] [ ]
® [ ]
® [ ]
[ ] [ ]
° [ *  Records in employees’ offices ® Prepare and put them in manila folders
e H ® Budget, Finance, Payroll, Purchasin,
: ° ¢ Records in common office areas, closets, bookshel Box mvenTory sheet PY il ML 9 boxes 7 o
° ® file cabinets Place a copy of this sheet in each box going to the State Y e paalills e 7 years Destroy © Put an inventory sheet ""S‘d% each box and
° . o receivable keep a copy for your agency’s reference
° N Center or State Archives, and keep a copy for reference
° A R d M ° ¢ Non-records which must be moved, such as referq ® Budget records 4 years Destroy (G o )
° ecoras a nageme n1 L] materials Box Number | Box Dates Series Series Name ® Payroll 3 years Destroy (© ] Dor't overfill! Lid should fit snugly and be
° Number ° ‘ taped securely to the box
® Movi n Guide for ° s Purchase orders and 4 years Destroy ©
® g e Wh T i f f' t T M2017 2 {2095 20719 14502 Vendor O e requisition records Y Write a box number and other info directly on
at Information to capture ; i i
° Y the box with thick, black permanent marker
° Records Officers . S
: ° *  Name/type of record (record series) e Contracts & Grants
° : ® 7 years after Fill out the transfer form at go.usa.gov/xEAhz
L] . 24 . \
. ° Record location Boxes transferred e Contract records expiration Destroy 4 Submit You'll need to know your record series number,
° L4 *  Retention period (if known) and disposition (keep| Box Number | Box Dates Series Series Name L] o J 7 years after o form box numbers, and date range of the records
[ : destroy) Number : rant records final action estrey ‘ 7. The Records Center will contact you to
O . . . L M2019-3 |2015-2019 | 64562 | Vendor Conty / coordinate shipment of the boxes
L] 14 ¢ Potential restricted information in the records L]
[ ] [ ]
®
° [ ] ¢ Contact person or records custodian [ ] Correspondence
e bl oo carapenslans |2 ICEPEHEr | URIEIF D | o Send Send boxes to the Recards Center
(4 : Destruction Iog : separation  State Archives Via mail In persan by arrangement)
Fe . i inistrati Utah State Records Cent Building C-6
: o DeTermlnlng retention for records Date of Destruction | Legal Authority (Series Number | Series Title / R| L] fs::;:e:nir::::mnve 3 years Destroy (Gl boxes P;anawjmezc;r s emer E:JA ;;ng& ca
° ° or General Retention Schedule) Description ° P Salt Lake City, UT 84114 Clearfield, UT 84015
° C ted by the Utah D @ Each record follows a refention schedule stating how Iq - ° Until P
5 reate: Y the Uta ® record should be kept. To find a retention schedule: 8/7/20 64562 Vendor Coy @ [Transitory correspondence  resolution of  Destroy (© i % i All boxes submitted on one transfer sheet must
° Y ° issue I/ arrive together in one shipment
o e °
° ] e Full instructions at archives.utah.gov/rim/transferring-records.html
L4 °

Questions? 801-525-3020 Records Center

Templates available online at archives.utah.gov /rim /temp

o 4
0000000000000 OOPOOINOGNOSPOES OO OOI|

801-531-3863 RIM Specialists
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Last of all, we have a more extensive moving guide booklet for records officers, though of course anyone is welcome to read it
Includes detailed step-by-step instructions for preparing to move
Includes some sample logs and inventory sheets, which we also have online.
Also includes the most common general retention schedules, just for reference
On the back is a quick-reference card for transferring records to the Records Center
This booklet is available online and you can print it from there.
The Record Center infocard is also available as a standalone flyer which is available online, and there are copies of that out on the table
All publications available on our website at archives.utah.gov > Records Management > Guidelines > Moving
Those are just some of the resources available
The main thing is:

https://archives.utah.gov/rim/moving-guide.pdf
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Don’t wait! 
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Call today!

We’d love to help you however we can.

Thanks!


RIM SPECIALISTS

o AVALON SNELL srare acencies: speciar, 1ocar, § TRaNsIT DISTRICTS
avalonsnell@Qutah.gov 801-531-3866

o HEIDI STEED wunicipaviries, counties, courTs, LAW ENFORCEMENT
steed@utah.gov 801-531-3860

o REBEKKAH SHAW coucarion acencies ceneraL RETENTION SCHEDULES
rshaw@utah.gov 801-531-385I

 RENEE WILSON srare acencies, xscumve GFFIcEs, LEGISLATURE
reneewilson@utah.gov 801-531-3842

e GENERAL RIM nor sure> no worries!
recordsmanagement@utah.gov 801-531-3863


mailto:avalonsnell@utah.gov
mailto:hsteed@utah.gov
mailto:rshaw@utah.gov
mailto:reneewilson@utah.gov
mailto:recordsmanagement@utah.gov

RECORDS STORAGE SPECIALISTS

o [ISA CATANO srare pecorps center Manacer
lcatano@utah.gov 801-525-3020

o f IM DUKE gecoros srorace specivist
fvduke@utah.gov 801-525-3020

o CHAZ [ EECH prcorps storace specivist
cleech@utah.gov 801-525-3020

e GENERAL RECORDS CENTER QUESTIONS
recordscenter@utah.gov 801-525-3020


mailto:lcatano@utah.gov
mailto:jvduke@utah.gov
mailto:cleech@utah.gov
mailto:recordscenter@utah.gov

RESOURCES

. MOVING FLYER FOR EVERYONE
ttps://archives.vtah.gov/rim/pac-vp.pdf

. MOVING BOOKLET FOR RECORDS OFFICERS
ttps:/larchives.utah.gov/rim/moving-guide.pdf

« SAMPLE LOG/INVENTORY TEMPLATES
ttps:/larchives.utah.gov/rim/templates.hitml

o RECORDS CENTER TRANSFERS - QUICK-REFERENCE CARD
ttps:/larchives.utah.gov/rim/rc-infocard.pdf

o RECORDS CENTER
ttps:/larchives.utah.gov/rim/records-storage.himl

e §CAN-ON-DEMAND
ttps:/larchives.utah.gov/rim/scanondemand.himl


https://archives.utah.gov/rim/pac-up.pdf
https://archives.utah.gov/rim/moving-guide.pdf
https://archives.utah.gov/rim/templates.html
https://archives.utah.gov/rim/rc-infocard.pdf
https://archives.utah.gov/rim/records-storage.html
https://archives.utah.gov/rim/scanondemand.html
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