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Records Retention and 
Storage

Justin Dragosani-Brantingham
Government Records Archivist
Kansas State Historical Society

jdragosani@kshs.org, 785-272-8681 ext. 287

What is a Records Retention and 
Disposition Schedule?

The key to proper records retention and storage is first 
establishing a records retention schedule.  That is:

A timetable that identifies a record grouped into series, 
listing its description, appropriate length of time to be 
retained, its disposition, and even authority or 
restrictions throughout its life cycle.

What Can a Records Retention 
Schedule Do?

•Ensure compliance with records laws
•Identify and protect vital records
•Determine appropriate records media
•Maximize use of appropriate storage
•Eliminate unnecessary handling
•Improve retrieval efficiency
•Provide security for restricted records
•Provide control throughout the records’ life cycle, 
including their final disposition.

A Retention Schedule/program 
Immediate Benefit

Organizations without retention programs can often 
remove from higher-cost offices areas as much as 55% 
of records being kept there--as either obsolete (to be 
destroyed immediately) or inactive (must be retained 
but may be transferred to a low-cost records center” 
(Robert Allerding, CRM, FAI, Records Management 
Consultant).

KSHS Mission
KSHS, founded in 1875 by newspaper editors, has this 
mission:  to identify, collect, preserve, interpret, and 
disseminate materials and information pertaining to 
Kansas history in order to assist the public in 
understanding, appreciating, and caring for the heritage 
of Kansas.

We certainly can accomplish this through records 
management.

KSHS records management section seeks to provide 
the knowledge and skills training that will enable 
participants to effectively manage and preserve records 
and provide recordkeeping education to ensure 
compliance with state and/or federal regulations.

This is facilitated through the publication of the State 
and Local Government Management Manuals in 1997; 
participation in quarterly State Records Board meetings 
to review and/or modify state and local records 
retention schedules; presentations across Kansas; the 
KSHS website; and correspondence by email, post, fax 
or telephone.
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The Life Cycle of Records

Disposition
The final fate of a record: 
how long will it be kept, by 
whom, and under what 
conditions

Inactive/Noncurrent
Infrequent need, but kept 
for fiscal, administrative, 
legal, or historical 
purposes

Active/Current
Using or referring to it 
regularly in the course of 
business

Creation
Receiving or generating 
information for the first time

Types of Retention Schedules

•General.  Includes records series not found in all 
offices such as correspondence, or accounts payable, 
contracts, or subject files, etc.

•Office Specific.  Includes records unique to an office, 
such as deed records, notices of approved intents to 
drill, emergency dispatch logs.

Steps to Developing a Records 
Retention Schedule

• Professional staff must coordinate the program—designate a 
records officer (person who implements and manages the 
records)

• Contact the KSHS records management section or and/or other 
government entities; even public or private organizations or 
companies for guidance

• Obtain management support
• Interview the records custodians
• Inventory/survey all records
• Conduct legal research
• Appraise the records
• Design a final draft
• Get commentary on a final draft
• Approve and disseminate the schedule

Responsibility and Authority
The records management officer should be given the 
responsibility and authority to coordinate:
•Development of a records retention schedule
•Legal destruction of obsolete records
•Development of micrographics, electronic and data 
processing systems
•Training of staff or other persons on techniques

The Support of Management
Support from the top down provides for a successful 
records management program.  Management reviewing 
a records management proposal can be convinced by:
•Cost savings and cost versus overall benefit
•Consequences of a legally deficient records program 
(I.e., loss of rights, litigation, loss of time and money)
•Good publicity
•Space savings
•Better utilization of resources (people and money)

Support of Management (continued)

Get management to “buy into” a records management 
program including a records retention schedule.  
Develop a strategy to address the records retention 
schedule that has management authority mandating it.  
Records custodians can be reluctant to share, but 
under these circumstances will have little choice.  The 
opposite is also true.  Sometimes it is management that 
does not see the value in it, especially if it makes them 
more accountable.
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Surveying Steps

• Select and train personnel required for the project
• Interview records custodians
• Examine records
• Complete survey form for each records series
• Review records statutes/regulations on a local, state, 

and federal level

Records Schedule Survey Sample

Completing the Inventory Form

1-3. Describe the records’ organizational unit.

4. Indicate the most exact location of the record series.

5. Identify the records custodian and his/her title.

6. Enter the contact info for the records custodian.

7. Provide a title that most accurately describes the 
records series.  Avoid pseudonyms or nicknames.

Completing the Inventory Form 
(continued)

Ask yourself:

•Are the records interfiled?

•Do the records have a common function?

•Do the records have the same retention and 
disposition requirements?

Completing the Inventory Form 
(continued)

8. Summarize the nature and purpose of the record 
series.  Explain why a series was created and its 
function.  Make a complete list of types of documents in 
a series.  Avoid repeating the series title.

9. Be as inclusive with the dates as possible.

10. Provide information on the types of record formats.

11. How are the records arranged?

Completing the Inventory Form 
(continued)

12. What are the records stored in?  The volume of any 
container can be found by multiplying the length x width 
x depth and dividing the total by the number 1728.

13. Is the record still created, and at what rate of 
accumulation?

14. What is the record usage and how does it change?  
Low record usage could mean a change in record 
storage.
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Completing the Inventory Form 
(continued)

15. Is this the record copy or a convenience copy?  
Technology plays a large part in this.

16. Decide if restrictions exist, and cite exact reason.

17. Note any statutes or regulations that affect 
management of the record series.

18. Provide the recommendation for retention.

19. Provide the recommendation for final disposition. 

Completing the Inventory Form 
(continued)

20. Is it a vital record?

Vital records are essential to the continuity of services 
during a disaster or the restoration of daily business when 
it has been interrupted.
•Identify and select for protection records vital to the 
continuation of business
•Vital records can be accessed or reconstructed quickly to 
resume operations
•Part of agency disaster prevention plan

Completing the Inventory Form 
(continued)

21. Provide any significant information or additional 
comments about the records.

22. List the name of the person(s) who completed the 
inventory form.  Be specific.  Avoid initials.

23. Give the contact information of the person(s) who 
completed the form.

24. Record the date the inventory was completed.

Appraising Means Analyzing 
Records’ Values

In order to establish the final retention and disposition 
of a record, it is necessary to appraise it through four 
key values:

•Administrative
–Used in performing current and future work.  Includes policy 
and operational.

•Fiscal
–Financial transactions and accounting.  Includes attention to 
audit requirements.

Appraising (continued)
•Legal

–Evidence of legally enforceable rights or actions.  Includes 
legal decisions, opinions, agreements such as contracts, 
records of actions taken such as claims.

•Historical
–Even after possibly losing Administrative, Fiscal, or Legal 
value, these records provide authentic essential evidence of 
enduring value.  Includes organizational origin and structure, 
policies or actions, and events.

Sample Retention Schedule Entry
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How to implement a schedule

Once you have a schedule, what do you do with it?

• Maintain upper management support to enforce it
• Disseminate it via the appropriate media or mode
• Train agency personnel to follow it
• Conduct an annual purge
• Establish or modify the filing system, for paper and 

electronic formats

Creation of New Records Series 

• Consistent training of agency personnel, either 
annually or at intervals.  It could be all encompassing 
or thematic based on need.

• Reminders – calendar and fiscal years
• Reevaluation.  This could mean a regular committee 

meeting, meeting of the records officer with 
management, or other procedure where any 
additions or modifications are addressed.

State Records Board

The State Records Board meets quarterly at KSHS to 
decide on additions or modifications to the state or local 
government general and office/agency specific 
retention schedules.
•It has authority over all state and county records.
•It has recommending authority only over municipalities 
or townships.
•KSHS prepares documentation, and assists, records 
and implements its decisions.  

KANSAS RECORDS STATUTES

Government Records Preservation Act
(K.S.A. 45-401 through 45-413)
Public Records Act
(K.S.A. 75-3501 through 75-3518)
Kansas Open Records Act
(K.S.A. 45-215 through 45-229)
Municipality Retention Periods
(K.S.A. 12-120 through 12-121)

Applicable Records Laws
Several state laws impact the management of local 
government records. Section 45-217 (f)(1) of the Open 
Records Act defines public records as Any recorded 
information, regardless of form or characteristics, which 
is made, maintained or kept by or is in the possession 
of any public agency ...  See also K.S.A. 45-402 (d) and 
K.S.A. 75-3501.

Applicable Records Laws continued
Section 45-217 (e)(1) defines a public agency as The 
state or any political or taxing subdivision of the state, 
or any office, officer, agency instrumentally thereof, or 
any other entity receiving or expending and supported 
in whole or in part by public funds appropriated by the 
state or by public funds of any political subdivision of 
the state.  The term political subdivision is synonymous 
with local government.  See also K.S.A. 45-402 (b).

PDF created with FinePrint pdfFactory trial version http://www.pdffactory.com

http://www.pdffactory.com


6

Municipal Records Schedules

There are only two statutes that specifically 
govern KS Municipal records retention.

It is recommended that municipalities follow 
these, and use other established city schedules 
and/or county schedules as examples to develop 
their own.

KSA 12-120 
The only “hard” authority for municipal records 
retention in Kansas.

It lists only 11 record series retention periods

KSA 12-120
•Claims and purchase orders attached thereto, five 
years
•Warrants or warrant checks, paid, five years
•Duplicates of receipts, three years
•Duplicates of utility bills sent to customers, three years
•Accounting records of utility customers, three years
•Duplicates of licenses issued for license fees or taxes, 
three years
•Bonds of officers or employees, 10 years

KSA 12-120 continued
•Insurance policies, five years, the period beginning at 
expiration of the policy unless a claim is pending
•Cancelled checks, five years
•Requisition and duplicate purchase orders, three years
•Bonds and coupons, if any, stamped paid or cancelled 
and returned by the fiscal agent, five years, the period 
beginning at the date of maturity of the bond or coupon

KSA 12-121
Nothing in KSA 12-121 shall be deemed to apply to 
records, documents or papers not specifically 
mentioned nor to authorize the destruction of records, 
documents or papers which in their nature should be 
preserved permanently, nor to prohibit destruction of 
records, documents or papers obviously of only 
temporary value after a reasonable time.

Municipal Schedule—Using County 
Schedules as a Guideline

• Approved record series common to most county 
agencies

• Establishes the minimum retention
• Generally reflects audit requirements
• Apply access restrictions with caution
• Be aware there may be other state or federal retention 

requirements
SEE:  http://www.kshs.org/government/index.htm
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Municipal Schedule—Some Sample 
Records Retentions

City Council Meeting Minutes and Board Packets.  
Keep the Minutes and Board Packets Permanently.  
Audio tapes, video tapes? After transcription, they 
can be reused immediately or after a year or two 
depending on local policy/preference.

Misc. Vital Records (Birth, Death, Marriage, Burials).  
Keep permanently.

Duplicates of any record.  Examine, know where the 
record copy is, and keep duplicates only as useful.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Parks/Parks Maintenance Records. Keep only major 
permanently, all minor only 3 fiscal or calendar years 
depending on fiscal or legal value.

Personnel/Contractual/Instructors.  If only a list, then 
keep current; if files with 
contracts/obligations/agreements or supporting 
documents, then until expiration plus 5 calendar 
years.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Session Laws, they come out every year before the supplements 
do. So, the hard bound statute books and the current 
supplement together comprise the most current collection of
KSAs. The session laws, again, are only a refresher before the 
supplements come out.

Pooled Insurance, in a situation much like KERIT: Kansas Eastern 
Regional Insurance Trust. It is a workman's comp consortium 
of sorts comprised of approximately 10+ cities. It is similar to 
KWORCC. I advise figuring out who staffs the program, and 
thus, who the records custodian would be for their records. If it 
happens to be a city, then that city would have to retain 
the records accordingly. If it is the organization itself, then 
cities could rely on it for records management, 
and keep convenience copies at their leisure. 

Municipal Schedule—Some Tougher 
Sample Records Retentions

Y-T-D payroll registers is 3 fiscal years then destroy for 
local and state governments, but if you want to keep 
them longer, the state Department of Administration 
keeps them for 5 (used to keep them 50!).

Court Dockets recommended based on components of 
Supreme Court Rule 108 and other municipal court 
schedules is 5 calendar years then destroy, except
dockets that can establish criminal history on 
offenses similar to an A or B misdemeanor, then 
those have to be kept 50 calendar years then 
destroy.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Affirmative Action Plan and 1990 Americans with 
Disabilities Act.  If the Affirmative Action Plan is the 
city's plan, I would keep it permanently.  If the 1990 
ADA is the federal and it has been 
updated/superceded, I would keep a current 
convenience/reference copy on hand and destroy 
the obsolete copy.  If they are federal (non-city) 
documents/records, I would keep a 
convenience/reference copy, but only as a best 
practice, not a mandate, unless there is a federal or 
other regulation that states differently.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Any Calendar of Events. which may include descriptive 
information, keep permanently.

Event Subject/Historical Files.  Retain all portions until no longer 
useful, then purge and retain certain portions permanently.  
These would include guest/attendee and presenter/speaker 
registers (if the event was significant enough); policies or 
procedures; a single copy of any advertisements, press/news 
releases, posters/brochures/pamphlets/flyers; 
speeches/writings (if the event was significant enough); 
significant correspondence (any routine can be destroyed at 
will, and important but not permanent keep 5 calendar years); 
any articles or press coverage (may include audio-visual 
format).
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Municipal Schedule—Some Tougher 
Sample Records Retentions

Administration/Community Development Committee 
Agendas.  You may wish to keep these permanently if 
they are committee meeting agendas, or not if they are 
reflected in minutes.  If they are a strategy, or statement, 
you should definitely keep them permanently.

City Events/Booth Applications.  If they are similar to a 
contract/licensing agreement, I would keep approved 
until expiration plus 5 calendar years, if not, 3.  As for 
permanent, I don't know if that would be necessary, but a 
list of approved booth applicants could prove useful in the 
long run.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Event Financial Information/Vendor Files.  If they contain 
purchase records (not contracts expiration plus 5), 
correspondence, specs, etc., I would retain pertinent 
portions longer.  Rec. pertinent 5 fiscal years.

Event Correspondence (Policy Related). I would appraise, 
keep important letters permanently, everything else only 
5 calendar years then purge, unless there is some other 
pressing interest in keeping them.

Event Daily Reports.  On the whole, I would keep them for 2 
years but keep the overall event report permanently.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Event Committee Files. Retain all portions until no longer useful, 
then purge and retain certain portions permanently.  These 
could include any of the above mentioned and/or the final 
report, committee meeting minutes, a list of committee 
members, budget/expenditures, 

Art Gallery Exhibits.  Photographs, scripts, label copy, list of 
artifacts, loan material, etc. used in mounting exhibits.  
Permanent.  Note: if the original artwork is retained, you need 
to decide how you will address the pieces.  They should be 
purged based on importance or significance, or whatever 
criteria you deem appropriate.  They could be donated, 
returned, sold, or destroyed.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Donor Files. Documents recording permanent accessions or 
deaccessions of materials into or out of the city's custody, 
including declarations of gift, transfer forms, correspondence, 
worksheets, and other supporting materials.  Permanent.

Any Memoranda of Understandings or Contracts as part of 
any of city events/activities.  Appraise for permanent 
retention as part of the specific event files, if not of enduring 
value, then retain until agreement becomes inactive plus 5 
calendar years.

Any Cash Register or Calculator Tapes/Print-outs of sales or 
fees.  3 fiscal years, then destroy.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Municipal Pool/Correspondence (Policy Related). same 
as any other Correspondence(Policy Related), which is 5 
calendar years unless of permanent importance.

Municipal Pool/Facility Repairs.  Keep only major repairs 
permanently, all others only 3 fiscal years.

Municipal Pool/Manager's Daily Log. I would keep it 2 
calendar years unless the information could be gleaned 
elsewhere.

Municipal Pool/Monthly Pool Reports.  
Same as above.

Municipal Schedule—Some Tougher 
Sample Records Retentions

Any Orders or Invoices of services or goods, including 
Purchase Vouchers.  3 fiscal years, then destroy.

As a final note, you could develop a plan to donate the 
historical/permanent portions of these 
files/documents to an institution that would want 
them, so the issue of long-term retention is not on 
the city.  If this is the case, I would still recommend 
keeping them for a short time, say 3 calendar years, 
for reference then offer them to a 
school/library/museum/society.
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So What Do You Do with All These 
Records?—Disposition:  Storage

Storage can mean:
• Physical/Hard Copy
• Ethereal/Digital

Storage can occur both onsite and offsite, using 
your own facilities and resources or by 
outsourcing, or by donating to another 
institution.

Disposition Types

• Stored on site
• Professional records centers
• Libraries/Historical Societies
• State Archives
• Appropriate destruction by recycling, 

throwing, burning, shredding

Offsite Storage

Going offsite?  Remember:
• Retention period (short, long, permanent)
• Climate conditions (if you’re uncomfortable there, so 

are your records—fluctuations in temperature and 
humidity damage records)

• Fire/disaster suppression
• Security/bonded/insured
• Integrity of company/staff
• Cost: set-up fees, transporting records, storage, 

retrievals (standard, urgent, web-based), 
destructions, terminating the contract

Retention:  Long v. Short

• Short=under 10 years
• Long=over 10 years
• Permanent=never dispose of

• Extremely Long/Permanent Records should be 
in a climate controlled environment, usually 
offsite.  For security and accessibility, the best 
practice is to keep important originals or 
security negatives of micrographics offsite, and 
have a micrographic, photo or digital copy 
onsite for use.

Storage Standards

• The current standard for paper documents is 68 
degrees and below 50% humidity.

• The current standard for non-color photos is 68 
degrees F and 35% humidity; color photos is 40 
degrees or below.

• The current ANSI standard for maintaining unused 
data-bearing digital media is 40 degrees F and 20% 
RH (ANSI).

Storage Containers

Store records of enduring value in acid-free 
folders/containers.  Others may be stored in 
regular (cheaper) folders/containers.

There is currently a storage movement espousing 
the increased capacity and subsequent 
efficiency of folders on open shelving.  That is 
correct, but it complicates transportation.
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Storage Inventory
Some organizations utilize magnetic tags in folders/boxes 

which eases inventory, but increases cost.

Barcoding and hand-held scanners that store and download 
information to inventory software certainly exist.

If you have the time, your staff can save money by creating 
databases tailored to your inventory needs.  This is what 
KSHS does.  It utilizes a series of databases for 
transfers, holdings, destructions, archives, etc.  

Or, you can purchase inventory software.  This may be tied 
to a RMA that keeps track of retentions.

Digital Storage Considerations

More and more, people rely on digital storage of information.  
Some records never even see hardcopy status.  Some 
couldn’t.

Governor Sebelius’ Executive Order 03-02 mandates that the 
state employees’ directory will be on the web only to 
save the state $45,000.

A group of state employee professionals is currently working 
on a digital storage pilot project that in the very near 
future will be the home of digital format state 
publications.  

Digital Storage Considerations

• KSA 75-3501 through 75-3518 allows optical disks 
as per SRB standards

• Check our many guidelines for electronic records on 
our web site at: http://www.kshs.org; contact Scott 
Leonard, Electronic Records Specialist, 
sleonard@kshs.org, 785-272-8681 ext. 280

• Indexing control is vital
• Compatibility issues with changing technology
• Quality control
• Security 

Summary

Records retention schedules are essential to a good 
records management program.
Governments, organizations, and companies all benefit 
in numerous ways from a timetable that identifies a 
record grouped into series, listing its description, 
appropriate length of time to be retained, its disposition, 
and even authority or restrictions throughout its life 
cycle.
QUESTIONS AND COMMENTS . . .
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