
Records Management Essentials
for 

Inland Wetlands & Aquifer Protection Officials

October 30, 2014

Presented by 
Lizette Pelletier, State Archivist, 

on behalf of the Office of the Public Records Administrator

© 2014 Connecticut State Library



Agenda

• Introduction
• Records Management Concepts
• Records Retention Schedule M10
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• Disaster Preparedness



INTRODUCTION





Why Records Management Matters

• Protect the municipality in the event of
– Legal action
– Disaster

• Improve government accountability
• Help employees respond to FOI requests 
• Increase efficiency of office operations

– Reduces the volume of stored records
– Helps employees locate what they need
– Improves storage and retrieval systems

• Reduce costs for equipment, space, and personnel



Statutory Requirements
• Municipal Records Management Program

– § § 11-8 and 11-8a   [Authority / Responsibilities]

• Records Defined
– § § 1-16 through 1-18     [Original v. reproduction]

– §1-200 (5) [“public records or file”]

– §1-267 (7) [“electronic record”]
– §1-282      [Authority over electronic records]

• Records Maintenance
– § 4-193 (b) [Protection of personal data]
– § 4-193 (e) [Maintain only what is necessary]



Statutory Requirements
• Disposition of Municipal Records

– Sec. 7-109 Destruction of documents
– Sec. 11-8a Destruction and transfer of documents 

• Unlawful Removal or Alteration of Records
– Sec. 1‐240 (a) [Penalties - Misdemeanor]
– Sec. 53‐153 [Removal or alteration of records] 
– Sec. 53a‐119 (12) [Larceny definition includes library theft]
– Sec. 53a‐124(a)(3) [Definition Class D Felony]



Departmental Responsibilities

• Identify functions
• Inventory records
• Obtain authorization to dispose of records
• Destroy records by appropriate method
• Preserve historical records

– Transfer to the State Archives or another approved 
archival facility



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



Public Records
(General Statutes of Connecticut §1-200 (5))

Any
recorded

data
or

information
relating

to the conduct of the                               
public’s business



Public Records
(General Statutes of Connecticut §1-200 (5))

Official
Record
Copy

Non records
(duplicates, reference 

materials, etc.)



Records Series

Inland Wetlands 
Permit 

Application –
Approved
(M10-375 )

Application form

Site plan

Photographs

Staff reports

Written hearing 
testimony

Correspondence

Any other 
related 

documents



Retention Period

• 10 years after issuance of 
decision   length of time  

• Paper in office files or electronic 
on network - (one version 
declared the record copy)

kept in a certain 
location or form  

• documents compliance with state 
statute and local ordinances

administrative, 
legal, fiscal, or 
historical value



Retention Period

• Just In Case*

*Not an acceptable value





Retention Schedule

Administrative 

Records

Accident   
Records

Calendars

Administrative 
Head

Staff

Correspondence

Transitory

Routine

Related to 
Specific Other

Legislative 
Records

Records 
Disposition 

Records



Records Schedule Facts

• Lists the minimum amount of time records must be 
retained  
– Some federal or state requirements mandate destruction

• Does not mandate the creation of records not 
currently used or created

• Does not give a custodian authority to dispose of 
records listed on the schedule

• A custodian may not automatically dispose of any 
record not listed on a schedule



HOW TO READ A RETENTION 
SCHEDULE

Schedule M10
Land Use and Development



http://www.ctstatelibrary.org/organizational-unit/public-records











MANAGING RECORDS

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


Managing Records

• Part of routine business operations

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

• Use a centralized system

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



Challenges and Issues:
Electronic Records

• Authenticity
• Integrity

– Unintentional
– Malicious

• Security
• Active management 

– Distribution (version control)

• Sustainability
• Business Continuity



Electronic Records



Managing Electronic Records: 
Metadata

• Information about the data

• Essential Metadata
– Creator name
– Creation date
– Title (stored as file name)
– Cell formula for spreadsheets



Digital Imaging (Scanning):
Challenges and Issues

• Cost
– Backfile conversion

• Access
• Retention requirements
• Duplicates
• Indexing
• Storage and backup
• Management



Digital Imaging (Scanning): 

• PRP 02 Digital Imaging

• Digital Imaging Standards

• Paper copy disposition
– Records with a retention period of less than permanent
– Permanent records – approved human readable back-up 

• Disposition form
– Form RC-075.1

• Digital Imaging Certificate – no longer required

 



Managing Email



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

• Disposal of public records require approval
– General Letter #2009-2: “Management and Retention 

of E‐mail and other Electronic Messages”
– M1: General Administrative Records



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 municipal 
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

• Job announcements
• Time sheet reminders
• Insurance open enrollment

– External listserv messages



Organizing Your Inbox



Best Practices:
Writing and Sending Email

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



Best Practices: 
Email Management

• Manage “sent”  and “transitory” mail
• Manage email based on content, not 

space quotas
• Utilize “Rules” function 
• Day-to-day business practice



RECORDS DISPOSITION



Destruction Procedures

• Determine which records are eligible for destruction

• Obtain authorization to destroy public records by 
submitting a Records Disposition Authorization Form (RC-
075)

• Destroy records in a timely manner

• Get a Certificate of Destruction



Records Disposition

• Records that do not appear on a schedule
– Cannot destroy or transfer without permission

– List on request form but leave the item number column 
blank

• Refer to Public Records Policy 5: Disposition of Public 
Records



Disposition Approval Process
• Review and Sign off

– Head of Municipality
– Public Records Administrator
– State Archivist

• Destroy or transfer (to a certified repository)  
only after:
– The Office of the Public Records Administrator and 

State Archivist have approved the disposition request
– Receipt of the signed form



Form RC-075







Disposition Caveats

• Audit Reports
• Destruction Holds

– Litigation
– FOIA request
– Other pending action

• Litigation Hold Policy
– Institutional policy on how to handle holds
– Failure to have and follow litigation policy is costly



Records Destruction

• No statutory requirement regarding the method 
of how records are destroyed  

• Utilize a method that ensures the total 
destruction of the record:
– Hard copy formats 

• Shred with a cross cut shredder 
• Recycle, if possible

– Electronic media 
• National Institute of Standards and Technology 

(NIST) Special Publication 800-88



DISASTER PREPAREDNESS



Essential Records

5%

All Other Records

• Necessary for emergency 
response

• Necessary to resume or 
continue business operations

• Protect the health, safety, 
property, and rights of residents

• Require massive resources to 
reconstruct

• Document the history of 
communities and families

Essential 
Records



Be Prepared

• A 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
– Should be part of the town's larger 

continuity of operation plan (COOP) 

• Must notify OPRA when records 
are damaged
– Must obtain written permission to                      

dispose of records
– Grant funds available to municipalities                                       

for disaster recovery



Questions?



Office of the Public Records Administrator
231 Capitol Avenue, Hartford, CT 06106

Phone: (860) 757-6540
Fax: (860) 757-6542

LeAnn Power
leann.power@ct.gov

Sara Cheeseman
Sara.cheeseman@ct.gov

www.ctstatelibrary.org

mailto:mailtoleann.power@ct.gov
mailto:Sara.cheeseman@ct.gov
http://www.ctstatelibrary.org/

	Records Management Essentials�for �Inland Wetlands & Aquifer Protection Officials�October 30, 2014
	Agenda
	Introduction
	Slide Number 4
	Why Records Management Matters
	Statutory Requirements
	Statutory Requirements
	Departmental Responsibilities
	Employee Responsibilities
	Records Management Concepts
	Public Records� (General Statutes of Connecticut §1-200 (5))
	Public Records� (General Statutes of Connecticut §1-200 (5))
	Records Series
	Retention Period
	Retention Period
	Slide Number 16
	Retention Schedule
	Records Schedule Facts
	How to read a retention schedule
	http://www.ctstatelibrary.org/organizational-unit/public-records
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Managing Records
	Managing Records
	Challenges and Issues:             Electronic Records
	Electronic Records
	Managing Electronic Records: �Metadata
	Digital Imaging (Scanning):� Challenges and Issues
	Digital Imaging (Scanning): �
	Managing Email
	Managing Email as a Public Record
	Managing Email as a Public Record
	Managing Email as a Public Record
	Managing Email as a Public Record
	Organizing Your Inbox
	Best Practices:�Writing and Sending Email
	Best Practices: �Email Management
	Records Disposition
	Destruction Procedures
	Records Disposition
	Disposition Approval Process
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Disposition Caveats
	Records Destruction
	Disaster Preparedness
	Essential Records
	Be Prepared
	Questions?
	Slide Number 53

