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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 of office operations: 

– Reduces the volume of records stored 

– Helps employees locate what they need 

– Improves storage and retrieval systems 

Reduce costs for equipment, space, and personnel 

Improve government accountability 

Help employees respond to FOI requests 

Protect the municipality in the event of: 

– Legal action 

– Disaster 



Benefits  

Before  After 
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Statutory Requirements 

Municipal Records Management Program 

Records Defined 

Records Maintenance 

Storage of Municipal Records 

Disposition of Municipal Records 

Unlawful Removal or Alteration of Records 

 



Municipal Responsibilities 

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 



Employee Responsibilities 

Be familiar with records management requirements 

– Public Records Policy 05 

– Records Retention Schedules 

Retain records until eligible for disposition 

Ensure records are properly disposed                                          
after receiving authorization 
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What is a record? 

Relates to business activities 

Recorded in any format 

Characteristics: 
– Authentic 

– Complete and Unaltered 

– Reliable 

– Usable 



Public Records: Definition 
 CGS Section 1-200 (5) -- Excerpt: 

 
 

Any                                                     
recorded                                                    

data  
or                                                    

information                                          
relating                                                          

to the conduct of the                               
public’s business… 
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Official Record Copy 

Specific copy of a record designated by the 

agency as the legally recognized copy 

Maintained for retention, preservation and 

authentication purposes  
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Records Custodian 

Responsible for the direct custody and care of 

a public record in the course of normal 

business 

May or may not be the records creator 
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Non-Records 

Includes duplicate (convenience) copies of the official record 

copy; and materials that do not document the agency’s work 



Life Cycle of Records   

Records 
Life 

Cycle 

Create 

Use 

Maintain 

Dispose 
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Retention Schedule 

Comprehensive listing of records series 

Specifies: 

– Minimum Retention Period 

– Disposition 
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Records Series 

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 
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Retention Period 

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

• Ex:  Electronic file in the  
accounting system 

Kept in a certain 
location or form   

• Ex:  Time period based on specific 
operational and fiscal needs 

For administrative, 
legal, fiscal, historical, 

or other purposes 



Retention Period: 
Determining Factors 

Value 

– Administrative 

– Legal 

– Fiscal 

– Historical / Research 

Legal Requirements 

– Laws and regulations 

– Statutes of limitation 

 

Audit Requirements 

– State or federal fiscal audits 

– Other internal audits 

 

 



Records Schedule Facts 

No requirement to create a record just 

because it’s shown on a schedule 

If the agency has records not shown on a 
schedule, cannot dispose – contact our office 
for assistance 

Schedules do not give authority to dispose of 
listed records – obtain authorization in 
advance (Form RC-075) 
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Older Format 
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Revised Format 
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How to Read a Schedule 
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How to Read a Schedule 
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Educational Records 

• Disposition of Education Records 

• Special Education Records 

• Regional Education Service Centers (RESCs) and 
Approved Private Special Education Programs 
(APSEPs)  



Records Disposition 

Disposition of records refers to either:  

– Destruction of records 

– Transfer of records 



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) 

 

 



Form RC-075 https://ctstatelibrary.org  
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Records Destruction 
Destroy records in a timely manner 

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 
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Managing Records 

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 

 



Managing Records 

The same records management principles apply to 
electronic records and paper records 

The informational content - not format - determines: 

– Record vs. non-record 

– Records series  

– Retention requirements 

 



Managing Electronic Records:  
Challenges and Issues 

Authenticity 

Integrity 

Security 

Sustainability 

Active Management  
 



Types of Electronic Records 

Born digital 

Scanned from hard copy; ie, digital images 



Digital Imaging (Scanning) 

Public Records Policy 02: Digital Imaging 

Digital Imaging Standards 

Disposition of Paper Copies: 

– Less than permanent retention 

– Approval Required: Use Form RC-075.1 



Digital Imaging (Scanning) 
 

Costs 

Access 

Format requirements 

Indexing 

Retention and disposition 

Storage and backup 

Active management 



Managing Email as a Public Record 

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 

 
 



Managing Email as a Public Record 

Email should be treated as a form of correspondence 

– Schedule M1: General Administrative Records 

– General Letter #2009-2: “Management and Retention of 
Email and other Electronic Messages” 

Disposal of public records requires approval 

 

 

 
 



Managing Email as a Public Record 

Category 

– Related to specific 
programs or functions 
  

– Routine  

– Transitory   
  

    
   

Retention Requirement 

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

– 2 years 

– No requirement 

 

 
 



Managing Email as a Public Record 

Transitory Email 

– “Cookies in the break room” 

– Routine traffic or weather alerts 

– Personnel reminders 

Benefits, open enrollment, etc. 

– External listserv messages 

– CC or BC, no action required  

 

 



Organizing Your Inbox 

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 
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Organizing Your Inbox 



Best Practices: 
Writing and Sending Email 

Do you need to use email? 

Subject lines 

Attachments vs. links 

Copy and forward sparingly 

 

 

 



Q & A 



Contact Information 

LeAnn Burbank, CRM, Public Records Administrator 
(860) 757-6540 

leann.burbank@ct.gov  
 

Kathy Makover, Field Archivist 
(860) 566-1100  Ext. 303 
kathy.makover@ct.gov  

 
Elise Marzik, Electronic Records Analyst 

(860) 757-6513 
elise.marzik@ct.gov  

 
Connecticut State Library 

Office of the Public Records Administrator 
 

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