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 Guidelines for Determining 

Agency Retention Schedules on Form RC-50
If records are not covered by one of the statewide General Schedules, they must be listed on an agency Internal Record Retention Schedule, Form RC-50 (http://www.cslib.org/rc50.doc).  This Quick Help summarizes information found in Section IIIB of the Records Retention/Disposal Procedures, http://hal/opmathome/administrative/records.htm.
	To determine retention period:

1. Do the records have legal or fiscal (including audit) value?

· If so, use this as the primary basis for determining the retention period.  

· List all statutes or regulations determining these values on Form RC-50 in the appropriate column.

2. If the records do not have legal/fiscal value, do they have administrative value?  Ask yourself the following questions:

· How often are these files referred to?

· How old are the records when the number of references drops significantly?

· Does anyone outside of the organization unit refer to these records?


	If your records are already covered on an 

RC-50, no other paperwork is required 

until such time as:

· The retention period has been reached and a final determination about disposal needs to be made.  If you plan on disposing the records, complete Form RC-108: http://www.cslib.org/rc108.doc
· You decide to revise the retention period (e.g. you wish to revise the “Until Superseded” language).  You must then complete a new RC-50 Form specifying the new retention period.

· If you wish to add records that have not been listed on an existing retention schedule, complete a new Form RC-50.



	When the RC-50 is complete:

· Forward the form to the OPM Records Management Liaison Officer (RMLO), Joy Gutis, for review and processing.
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