Quick Help #2


The following guidelines are to be used in conjunction with the Records Retention and Disposal Procedures found on the agency’s Intranet, OPM@Home.  Click on the following to access the Procedures: http://hal/opmathome/NewSite/policies/records.htm
OPM Records Retention and Disposal Decision Flowchart
                                      {Begin Here!}




Is this paper a Record or a Non-Record?


Section I defines a Record


Section II defines a Non-record





Does this Record have value?


You can determine value by referring to Section IV, Record Retention/Value Determination








There are 2 main reasons why a record has no value:


It has met its minimum retention period and no longer has any value;


A retention period has not yet been determined and you see no need to do so.





To determine the minimum retention period for a specific record, refer to “The Schedules”, Section IIIA (statewide) and IIIB (divisional). 





If you are in doubt about a record’s value, consult the records retention contact person for your division; see Section VIII, Agency Records Retention Contacts.





Once you have determined a record has no value, you must acquire written approval before discarding it. Consult Section VI, Agency Disposal of Records for the proper forms to use and procedures to follow.  (Form RC-108, available at �HYPERLINK "http://hal/opmathome/newsite/Forms/recordretention/rc108.pdf"��http://hal/opmathome/newsite/Forms/recordretention/rc108.pdf�, must be submitted at least 20 days in advance.) You must also obtain approval from OPM’s Records Management Liaison Officer (RMLO), Joy Gutis.








Records that have value should be kept and are subject to “retention schedules” that are set by the State Library and OPM divisions.  These schedules dictate how long specific types of records must be retained.


There are 4 main reasons why a record has value:


Its retention period is unfinished;


Its retention period is finished but you have determined it still has value;


It has historical value;


A retention period has not yet been determined for it and you see a need to keep it.


To decide how long to keep a record, refer to retention schedules in Sections IIIA, IIIB.


If you suspect a record has historical value (worthy of permanent preservation for reference and research purposes), contact Joy Gutis to request an assessment from the State Archivist at the Connecticut State Library.  If the record(s) are validated as historical, follow the procedures in Section V for transferring historical records to the State Archives.








Non-Records that are deemed to have no value may be discarded without prior written approval; follow the Office Paper Recycling Guidelines in Section VII. 





You can determine value by referring to Section IV, Record Retention/Value Determination.





If you determine that a non-record has value for you and elect to keep it, you may set your own retention period.  





“Retention schedules”, set by the State Library and OPM divisions, dictate how long specific types of records must be retained; no such guidelines exist for non-records.
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