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State of Connecticut Records Retention Schedule Database 

Quick-Start Guide 
Access the database at https://recordsretention.ct.gov. Bookmark this site for easy access. 

 
Browsing Schedules 
Browse schedules to find and view record series in the context of whole schedules. Click “List Schedules” 
in the bottom left to view a list of all available state agency or municipal records retention schedules.  
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Use the carrot/drop-down arrows to expand and collapse the nested schedules. You can also use the 
“expand all” or “collapse all” buttons to view or hide all schedules. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you select a schedule to view, the right side of the screen will populate with individual record 
series. In the below example, the right side is populated with record series that make up the ADMIN - 
Administrative Records schedule, which is part of the State Agency General Schedules. 
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Generating Reports 
Click on the printer icon in the upper right to generate a PDF report of all schedules or just those 
selected. The report will contain all series on the selected schedule(s) so you can print or view offline. 
Please note that this database is active and series update frequently. Always check the database for the 
most complete and up-to-date retention information. 
 
 
 
 
 
 
 
 
 
 
Record Series Details 
Click on a record series title to view more information on an individual series. The detailed view of each 
record series shows the following information: record series code, record series title, series description, 
minimum retention requirement, disposition instructions, notes, historical value designation, essential 
record status, effective date, and any relevant legacy record series. All information necessary to fill out 
disposition forms can be found in this detailed view. 
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Searching Schedules 
Search schedules to find record series by keyword, specific record series codes, or other more specific 
criteria. Click “Search Schedules” in the bottom right to view the search fields. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Keyword search using either the Primary Fields on the left tab, or the User Defined Fields on the right 
tab. The Primary Fields of “Schedule Title” and “Keywords for Description” are the most useful for 
general and exploratory keyword searches.  
 
Under the “Company” dropdown, specify whether you want to search the State Agency Records 
Retention Schedules or the Municipal Records Retention Schedules. 
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Example Search 
Below is a search of “All fields” using the keyword “training”. This returned 84 results across the State 
Agency Records Retention Schedule that mention training in the records series title, description, etc. You 
can click on the returned results individually for a detailed record series view or you can export the 
results to a PDF report by clicking the printer icon in the upper right. 


