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Purpose & Benefits



Records Management

“The field of management responsible for the 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 records.”

Source: ISO 15489-1, “Information and documentation – Records management,” 2001.



Purpose

• Ensure continuity of operations in the event of a disaster

• Identify and classify records that need to be retained and 
accounted for over time

• Establish guidelines for maintaining, using and controlling 
active and inactive records

• Identify the person(s) responsible for these functions



Benefits

• Increase efficiency and reduce costs

• Improve accountability and reduce liabilities

• Improve services and protect rights of citizens

• Identify and protect records needed during an emergency

• Identify and preserve historical record



Benefits 
Before After



Benefits 



Statutory Requirements & 
Responsibilities



Statutory Requirements

• Municipal/State Records Management Program
̶ The Connecticut State Library is the public records office for the State of Connecticut
̶ Authority under CGS§11-8, §11-8a, and §7-109
̶ Program carried out by the Office of the Public Records Administrator

• Records Defined
• Records Maintenance
• Municipal Records Storage and Disposition
• Unlawful Removal or Alteration of Records



• Inventory records
• Obtain authorization to dispose of records
• Destroy records by appropriate method
• Transfer historical records to the State Archives 

or another approved archival facility

Statutory Responsibilities: Municipalities



Employee Responsibilities

• Be aware of records management requirements
̶ Public Records Policy 05
̶ Records Retention Schedules

• Retain records until eligible for disposition
• Ensure records are disposed of after receiving authorization



Records Management Concepts



What is a record?

• Relates to business activities
• Recorded (in any format)
• Characteristics:

‒ Authentic
‒ Complete and Unaltered

‒ Reliable

‒ Usable



Definition: Public Records

General Statutes of Connecticut §1-200 (5) [excerpt]:

Any
recorded

data
or

information
relating

to the conduct of the                               
public’s business…



Official Record Copy 

• Specific copy of a record designated by the agency as the 
legally recognized copy

• Maintained for retention, preservation and authentication 
purposes 



Records Custodian

• Responsible for the direct custody and care of the records in 
the normal course of business

• May or may not be the records creator

• Signs RC-075 disposition authorization

• By statute, the Town Clerk is responsible for keeping the 
town’s records, including the recording of the votes of the 
town and all instruments required by law to be recorded.  
[CGS Sec. 7-23 and 7-24]



Includes duplicate (convenience) copies of the official record 
copy; and materials that do not document the agency’s work

Non-Records



Life-Cycle of Records



• Comprehensive listing of records series
• For each series, specifies:

– Minimum Retention Period

– Disposition

Retention Schedule



RECORDS 
SERIES:

Volunteer/ 
Community 
Service Files

Applications

Authorization Forms

Program Officer 
Correspondence

Timesheets

Schedules

A record series can include several types of related records 
that are filed and used together

Records Series



• Ex: “3 years from fiscal year end”Length of time  

• Based on specific operational 
needs & requirements

Kept for 
administrative, legal, 

fiscal, historical, or 
other purposes

Retention Period



Developing Retention Schedules

Value
– Administrative
– Legal
– Fiscal
– Historical / Research

Factors include:
– Operational needs
– Federal and state laws
– Regulations
– Statutes of limitation
– State or federal fiscal audits
– Other internal audits
– Archival value

Retention Determined by:



Retention Schedule Reminders

• The same records management principles apply to electronic records 
as paper records

• No requirement to create a record just because it’s listed on a 
schedule

• If not listed on a schedule, can’t dispose – contact the Public Records 
Office for assistance

• Schedules do not provide authority to dispose – obtain authorization 
in advance (using Form RC-075)



Records Retention & 
Disposition



https://ctstatelibrary.org/

https://ctstatelibrary.org/


https://portal.ct.gov/csl

https://portal.ct.gov/csl


Municipal General Schedules



Older Format



Revised Format



How to Read a Schedule



Destruction of records Transfer of records

Disposition of records refers to: 

Records Disposition



Destruction Procedures

• Refer to Public Records Policy 5: Disposition of Public Records
• Determine which records are eligible for destruction
• Obtain authorization to destroy public records by submitting 

a Records Disposition Authorization Form (RC-075)
‒Email form to csl.disposition@ct.gov

mailto:csl.disposition@ct.gov


RC-075 Form (top)



RC-075 Form (bottom)



RC-075 Local Government Entity Info

• Local Government Entity
• Department/Unit/Office
• Records Custodian

‒ Name
‒ Job Title
‒ Email address
‒ Phone number

• Transfer or Destruction
• Authorization

‒ Custodian name, Signature, Date Signed
‒ Head of Municipality name, Signature, Date Signed
‒ Superintendent of Schools name, Signature, Date Signed (for education records only)



RC-075 Records Information

• Record Series ID # (from Municipal Retention Schedule)
• Record Series Title (from Municipal Retention Schedule)
• Date Range of Records (may include multiple years in one row, must include start & 

end date)
• Volume of records (in cubic feet, megabytes, or gigabytes) 
• Proposed date of disposition



RC-075 Authorization

• Total Volume of Records
• Public Records/Archives use:

‒ Authorization Exceptions (records cannot be destroyed)
‒ Signature of State Archivist
‒ Signature of Public Records Administrator



Records Destruction

• Approved RC-075 will be returned to records custodian via email
• Utilize a method that ensures the total destruction of the record:

‒ Hard copy formats 
Shred with a cross cut shredder 
Recycle after shredding, if possible

‒ Electronic media 
National Institute of Standards and Technology (NIST) Special                    

Publication 800-88
 i.e. Clear, Purge, Destroy

• Document the destruction
‒ Certificate of Destruction

• Records Custodian should keep a copy of the completed RC-075 
and send the original to the Town Clerk



Managing Records



Managing Records

http://www.youtube.com/watch?v=oqoH7Llfrss


• Part of routine business operations

• Standardized filing system
– Same organization for paper and electronic records

• Centralized filing system
– Departmental files – all available in central location

– Individual files – for working files and reference copies

• Off site storage
– Agency operated records center

– Commercial records center

Managing Records



• Two categories based on origin: born-digital records and digitized 
records

• Retention is format neutral
• The same records management principles apply to electronic records as 

paper records
• Maintain and purge following the retention schedule, whether paper or 

digital
• The value of the information in a document determines:

• Whether or not it is a record 
• Records series 
• Retention

• Not all management challenges are created equal

Managing Electronic Records



Active Management

• Authenticity – Is the record acceptable as genuine/original?
• Integrity – Is this record unaltered or has it been 

corrupted/experienced loss in some way?
• Security – Is the record protected? Does it need to be restricted?
• Sustainability – Can this record be supported throughout its lifecycle?
• Accessibility – Can you access the records? Can you share them with 

the public?



• Effective December 1, 2022
• Public Records Policy 04: Electronic Records 

Management
‒ Supersedes PRP 02: Digital Imaging
‒ Born digital and digitized records 

• Public Records Standards 04-1: Electronic Records
‒ Supersedes Digital Imaging Standards (2014)
‒ Management of all electronic records

• Public Records Standards 04-2: Digital Imaging
‒ Supersedes Digital Imaging Standards (2014)
‒ Digitization standards

Electronic Records Policy & Standards



 

Digital Imaging (Scanning)



• Hybrid strategy
• Cost analysis
• Are these records actively used?
• Retention requirements
• Format requirements
• Indexing

‒ File naming
‒ Metadata

• Active management
– PRS 04-1

Considerations



Disposition of Paper Records after Scanning

• Current procedure
‒ Submit the RC-075.1 for authorization to destroy the hard copy of less-than-

permanent records that have been scanned
‒ ON PAUSE: Digitization policy on file to authorize scan and dispose for records 

of any retention

• New procedure forthcoming for requesting permission to dispose of 
paper records after scanning
‒ Refining procedures after working with agencies and municipalities 

throughout the year
‒ No blanket permission to scan and dispose; authorization must be tied to 

approved record series



RC-075.1 Form



Reminders

• PRP 04 does not override existing 
statutes, regulations, or policies that 
dictate a requirement to maintain 
hard copy records

• No change to requirements to 
request destruction of records
‒ Submit the RC-075 for authorization, 

per PRP 05: Disposition of Public 
Records



Managing Email

• Email messages sent or received in the conduct of the public’s 
business are public records and subject to disclosure and discovery 
(CGS §1-200(b))

• Do not use private email accounts to conduct public business
• Email should be treated as a form of correspondence

‒ Schedule M1: General Administration Records
‒ General Letter #2009-2: “Management and Retention of Email and other 

Electronic Messages”
‒ Public Records Policy 05: Disposition of Public Records
‒ PRP 04: Electronic Records and Electronic Records Standards

• Disposal of public records requires approval



Email Retention

Category Retention Requirement Examples
Related to specific programs 
or functions

Follow retention of records 
series that documents 
specific agency functions or 
programs

• Documentation of significant 
developments on a project

• Correspondence related to a 
legal proceeding or case file

Routine 2 years • Commonplace tasks
• General requests
• FOI requests

Transitory No requirement • “Cookies in the break room”
• Routine traffic/weather alerts
• Personnel reminders
• Benefits, open enrollment, etc.
• External listserv messages
• CC or BCC, no action required



• Create folders in your inbox
‒ Place the new folder under your “Inbox” folder
‒ Use descriptive folder names
‒ Move and keep all related messages in the 

appropriate folder

• Create folder names that mirror office filing 
system for paper files

• Requires less effort and improves access

Organizing Your Inbox



• Writing and sending email
‒ Do you need to use email?
‒ Subject lines
‒ Attachments vs. links
‒ Copy and forward sparingly

Best Practices



Be Prepared

• Disaster prevention and recovery plan:
‒ Helps to avoid or reduce loss of records in a 

disaster
‒ Include a list of the agency’s essential records

• In event of disaster:
• Contact OPRA upon discovery
• Recover records where possible
• Restoration companies
• Document damage
• Obtain permission to dispose of damaged 

records



Questions?



Nicole Besseghir, Public Records Analyst
(860) 757-6563

nicole.besseghir@ct.gov 

Nicole Marino, Electronic Records Analyst
(860) 757-6508

nicole.marino@ct.gov 

Municipal Records Management Program:
https://ctstatelibrary.org/publicrecords/municipal

mailto:Nicole.besseghir@ct.gov
mailto:nicole.marino@ct.gov
https://ctstatelibrary.org/publicrecords/state
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