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Records Management Overview



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



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 



Statutory Requirements & 
Responsibilities



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



Agency Responsibilities

• Designate Records Management Liaison Officer (RMLO)
̶ Each state agency must appoint an RMLO to coordinate records management activities at the 

agency level and serve as a liaison with the Office of the Public Records Administrator [CGS 
§11-8a(f)]

• 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



RMLO Responsibilities

• PRP 07: RMLO and Assistant RMLO Appointment and Duties
• Creates agency guidelines for maintaining records
• Coordinates records disposition and obtains approval to destroy 

records
• Prepares and submits agency retention schedules
• Transfers inactive records to off-site storage facilities
• Disseminates records management information to agency personnel
• Maintains control files to document agency records activities
• Assistant RMLO
̶ Support RMLO with agency records program
̶ May obtain temporary authority to sign disposition authorizations



Form RC-078



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 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-108 disposition authorization



Records Retention Schedules
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Forms, Policies, & Procedures



General Records Retention Schedules



Agency Specific Retention Schedules



Retention Schedule (ADMIN)



Records Series



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-108)



Developing Retention Schedules

• Collaborative process Agency & Public Records
• Form RC-051 Retention Schedule Worksheet
• Reviewed by Archives staff for archival value

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:



RC-051 Form

• For creating or revising retention schedules



Disposition Authorization



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-108)



RC-108 Form



RC-108 Agency Information

• State Agency
• Division/Unit
• RMLO email address (for return of form)
• Transfer or Destruction
• Records Custodian & RMLO:

‒ Name
‒ Job title
‒ Signature & date signed 
‒ Phone number



RC-108 Records Information

• Record Series ID # (from State General or Agency Specific Retention Schedule)
• Record Series Title (from State General or Agency Specific 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-108 Authorization

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

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



RC-108 Instructions



Records Destruction

• Approved RC-108 will be returned to RMLO 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

• RMLO should keep copy of completed RC-108



Digital Imaging (Scanning)
• Public Records Policy 04: Electronic Records Management
• Public Records Standards 04-1: Electronic Records
• Public Records Standards 04-2: Digital Imaging
• Public Records Memorandum 101: Disposition of Original Paper Records after 

Scanning
• Digitization Policy Template
• Disposition of paper copies:

‒ Less than permanent retention
‒ Approval Required: Use Form RC-108.1

• Digitization policy on file with OPRA:
‒ RC-108.1 not required

‒ Scan and destroy original paper records with any retention period (must contact State 
Archives prior to disposal of permanent/archival/life of structure records)



RC-108.1 Form



Be Prepared

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

damaged records



Next Session:

• State Records Center: Storage & Retrieval (December 13)

• 2024 sessions TBD, including:
‒Electronic Records 
‒Disaster Preparedness 
‒And more!



Questions?



Elise Marzik, Records Management Analyst
(860) 757-6513

elise.marzik@ct.gov

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

nicole.marino@ct.gov

State Records Management Program:
https://ctstatelibrary.org/publicrecords/state
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