Quick Help #1


Which Retention/Disposal Document Do I Need for What?
	When 

you 

need:
	Refer to:

	A pertinent overview of retention and disposal information

	Records Retention/Disposal Procedures http://hal/opmathome/NewSite/policies/records.htm.

	A condensed version of retention and disposal procedures or information
	Quick Helps
1. Which Retention/Disposal Document Do I Need For What?
2. OPM Records Retention and Disposal Decision Flowchart
3. Is It a Non-Record?

4. Guidelines for Determining Agency Retention Schedules on Form RC-50

	The retention schedules of specific kinds of records, as designated by the State Library
	CT State Library Retention Schedules (linked from Records Retention/Disposal Procedures and from Menus/Administrative Procedures on the Intranet)

· S-1: Administrative Records
· S-2: Personnel Records
· S-3: Fiscal Records
· S-4: Health Information Management Records and Case Files Cover Letter
· S-5: Student Records Maintained by CT State Institutions of Higher Education
· S-6: Electronic Data Processing Records

	The retention schedules of specific kinds of records, as designated by OPM policy
	OPM Retention Schedules (linked from Records Retention/Disposal Procedures on the Intranet)

· Budget and Financial Management
· Intergovernmental Policy Division
· Office of Labor Relations
· Policy Development and Planning: Assets Management
· Policy Development and Planning: Energy 
· Policy Development and Planning: Health and Human Services  
· Policy Development and Planning: Justice Planning


	Records retention guidelines for the U.S. Departments of Energy, Agriculture, Justice, Education, and Health and Human Services


	Federal Records Retention Guidelines (on the Intranet: Menus/ Administrative Procedures)


	When

you

need:
	Refer to:

	Guidance concerning e-mail and voice mail communications
	Connecticut State Library Electronic and Voice Mail Management and Retention Guide (linked from Records Retention/Disposal Procedures on the Intranet)


	To set or revise a retention schedule for agency records
	Record Retention Schedule Form RC-50 (linked from Records Retention/Disposal Procedures on the Intranet)

	To transfer historical records to the State Library
	General Letter 1A, Transfer of Historical Records to the State Archivist (linked from Records Retention/Disposal Procedures on the Intranet)

	To make a request to dispose agency records
	Records Disposal Authorization Form RC-108 (linked from Records Retention/Disposal Procedures on the Intranet)

	Guidance concerning the disposal of paper and other materials


	Office Paper Recycling Guidelines  (linked from Records Retention/Disposal Procedures on the Intranet)
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