Under the Section on “General Information & Instructions - BARM added/changed :
DISPOSITION OF PUBLIC RECORDS

A public record may be destroyed or otherwise disposed of only in accordance with retention schedules established by the Bureau of Archives and Records Management.  Photographic reproductions or reproductions through electronic record keeping systems may substitute for the original or paper copy, per Section 92.29, F.S.  Minimum standards for image reproduction shall be in accordance with Rules 1B-26.0021 and 1B-26.003, Florida Administrative Code.
ARCHIVAL VALUE (Previously called “Archival Review”)

BARM removed the requirement to contact the Bureau for those records identified as have “archival value” (giving individual agencies the responsibility of preserving those records)
Records Series Items & Changes:
ACCESS CONTROL RECORDS







Item# 189
NO CHANGE

ACCIDENT RECORDS








Item# 78
REDUCED Retention from 4-FY to 3-FY

ACCOUNTS PAYABLE RECORDS







Item# 121
REDUCED Retention from 4-FY to 3-FY and removed reference to s. 95.11, F.S.

ACCOUNTS PAYABLE/RECEIVABLE SUMMARY RECORDS
             

Item# 225
REMOVED “Media copy optional” from retention period of record copy.

ACCOUNTS RECEIVABLE RECORDS






Item# 243
REMOVED “and other regulatory and contractual requirements have been met” from retention period of record copy.

ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD


Item# 244
REMOVED “Media copy optional” from retention period of record copy.

ADMINISTRATIVE CONVENIENCE RECORDS                                           

Item# 2
NO CHANGE

ADMINISTRATIVE SUPPORT RECORDS






Item# 3
CHANGED Retention description for Record copy from  “2 calendar years” TO “2 fiscal years provided applicable audits have been released” 

ADMINISTRATOR RECORDS: PUBLIC AGENCY/ OFFICIAL



Item# 122
CHANGED Retention description for Record copy from  “10 calendar years, Media copy optional” TO “10 years” and  REMOVED the words “contact Florida State Archives for archival review” from records series description.

ADVERTISEMENTS: JOB (DISCRIMINATION CHARGES FILED)


Item# 80
NO CHANGE

ADVERTISEMENTS: JOB (NO DISCRIMINATION CHARGES FILED)     

Item# 81
NO CHANGE

ADVERTISEMENTS: LEGAL                                                                     

Item# 25
CHANGED Retention description for Record copy from “5 fiscal years” TO “5 fiscal years provided applicable audits have been released”

AFFIRMATIVE ACTION RECORDS






Item# 82
RECORDS SERIES ADDED!!!!! “AFFIRMATIVE ACTION RECORDS, Item #82"-RECORDS SERIES ADDED!!!!!  See revised retention schedule for complete description and retention.

ANIMAL CONTROL RECORDS

                                           


Item# 234
NO CHANGE

ANNEXATION RECORDS

                                           



Item# 247
REMOVED “Media copy optional” from retention period of record copy.

ANNUAL REPORTS: COUNTY GOVERNMENT                                           

Item# 246
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description

ANNUAL REPORTS: GOVERNING BODY                                           


Item# 245
REMOVED the words “contact Florida State Archives for archival review” from records series description.

APPLICATIONS: EMPLOYMENT (NOT HIRED)                                        

Item# 24
REMOVED the words  “Florida Retirement System & Non-Florida Retirement System” from “see also” section in the records series description.

APPRAISALS: LAND (NOT PURCHASED)





Item# 164
NO CHANGE

APPRAISALS: LAND (PURCHASED)






Item# 172
NO CHANGE

ATTENDANCE RECORDS: COMMUNITY SERVICE




Item# 249
NO CHANGE

ATTENDANCE: FAMILY AND MEDICAL LEAVE ACT                                        
Item# 248
DELETED! Records Series DELETED from Retention Schedule!!!!

ATTENDANCE RECORDS: LEAVE






Item# 116
CHANGED Retention description for Record copy from  “Retain until posted to Attendance Records: Leave Index” to “3 fiscal years provided applicable audits have been released and resolved.

ATTENDANCE RECORDS: LEAVE INDEX





Item# 18
REDUCED Retention for Record copy from “4 fiscal years provided records have been posted to employee’s retirement plan” to “3 fiscal years provided applicable audits have been released”

AUDITS: AUDITOR GENERAL







Item# 8
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

AUDITS: INDEPENDENT                                                                            

Item# 56
REMOVED “Media copy optional” from retention period of record copy.

AUDITS: INTERNAL                                                                                   

Item# 73
REMOVED the words ”provided applicable audits have been released” from record copy retention.

AUDITS: STATE/FEDERAL                                                                        

Item# 83
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

AUDITS: SUPPORTING DOCUMENTS                                                      

Item# 57
REDUCED Retention for Record copy from “4 fiscal years provided applicable audits have been released” to “3 fiscal years provided applicable audits have been released and resolved”

AUTOPSY /  MEDICAL EXAMINER PAYMENT RECORDS:



Item# 318
SUPPORTING DOCUMENTS
REDUCED Retention from 4-FY to 3-FY.

BAD CHECK RECORDS








Item# 9
RECORDS SERIES ADDED!!!!!  “Bad Check Records, Item #9" - Records Series Added!!!!!   See revised retention schedule for complete description and retention.

BANK ACCOUNT AUTHORIZATION RECORDS                                       

Item# 84
REDUCED Retention for Record copy from “4 fiscal years after new authorization provided applicable audits have been released” to “1 fiscal year after superseded by new authorization provided applicable audits have been released”

BANK STATEMENTS: RECONCILIATION                                                 

Item# 85
REDUCED Retention for Record copy from “4 fiscal years provided applicable audits have been released” to “3 fiscal years provided applicable audits have been released”

BARGAINING RECORDS: SUPPORTING DOCUMENTS                                   

Item# 87
NO CHANGE

BID RECORDS: CAPITAL IMPROVEMENT- SUCCESSFUL BIDS             

Item# 70
CHANGED Retention description for Record copy from “15 years after completion of project. Media copy optional” to “15 years after awarded provided applicable audits have been released”

BID RECORDS: CAPITAL IMPROVEMENT- UNSUCCESSFUL BIDS       

Item# 71
INCREASED Retention from 4-FY to 5-FY.

BID RECORDS: NON-CAPITAL IMPROVEMENT                                      

Item# 72
INCREASED Retention from 4-FY to 5-FY.

BIOGRAPHICAL FILES                                                                             

Item# 190
REMOVED the words “contact Florida State Archives for archival review” from records series description.

BOND ADMINISTRATION RECORDS 






Item# 250
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

BOND REGISTERS                                                                              


Item# 251
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

BOND RESOLUTIONS                                                                              

Item# 191
REMOVED “Media copy optional” from retention period of record copy.

BONDS AND BOND INTEREST COUPONS                                            


Item# 226
REDUCED Retention from 4-FY to 3-FY.

BUDGET RECORDS: APPROVED ANNUAL BUDGET                             

Item# 58
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

BUDGET RECORDS: SUPPORTING DOCUMENTS                                 

Item# 88
REDUCED Retention from 4-FY to 3-FY.

BUILDING PLANS: COMMERCIAL                                                          

Item# 216
REMOVED “Media copy optional” from retention period of record copy and ADDED “See also Building Plans: Residential” to records series description.

BUILDING PLANS: RESIDENTIAL                                                          


Item# 252
REMOVED “Media copy optional” from retention period of record copy and ADDED “See also Building Plans: Commercial” to records series description.

CALENDARS                                                                                               

Item# 89
CHANGED Retention description for Record copy from “1 calendar year” to “1 year” 

CASH COLLECTION: RECEIPT/REPORT RECORDS                    


Item# 12
REDUCED Retention from 4-FY to 3-FY.

CEMETERY RECORDS                                                                            


Item# 235
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

CERTIFICATE OF COMPETENCY RECORDS





Item# 253
ADDED “See also Certificate of Competency Records: Temporary” to records series description.

CERTIFICATE OF COMPETENCY: TEMPORARY




Item# 254
ADDED “See also Certificate of Competency Records” to records series description.

CERTIFICATE OF OCCUPANCY: COMMERCIAL





Item# 255
REMOVED “Media copy optional” from retention period of record copy.

CERTIFICATE OF OCCUPANCY: RESIDENTIAL





Item# 256
REMOVED “Media copy optional” from retention period of record copy.

CHARTERS,/AMENDMENTS/ BYLAWS/CONSTITUTIONS           


Item# 207
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

CHECK RECORDS









Item# 91
DELETED! Records Series DELETED from Retention Schedule!!!!

CHECKS: CANCELED








Item# 91
RECORDS SERIES ADDED!!!!!  “Checks: Canceled, Item #91" - Records Series Added!!!!!  See revised retention schedule for complete description and retention.

CHECKS: LOG









Item# 192
RECORDS SERIES ADDED!!!!!  “Checks: Log, Item #192" - Records Series Added!!!!!   See revised retention schedule for complete description and retention.

CHECKS: REGISTERS








Item# 92
RECORDS SERIES ADDED!!!!!  “Checks: Registers, Item #92" - Records Series Added!!!!!   See revised retention schedule for complete description and retention.

CHECKS: STUBS









Item# 93
RECORDS SERIES ADDED!!!!!  “Checks: Stubs, Item #93" - Records Series Added!!!!!  See revised retention schedule for complete description and retention.

CHILD CARE RECORDS








Item# 257
NO CHANGE

CLIENT CASE FILES: HUMAN/ SOCIAL SERVICES




Item# 275
NO CHANGE

CLIENT CASE FILES: VETERAN SERVICES





Item# 310
NO CHANGE

CODE ENFORCEMENT BOARD CASE FILES





Item# 236
NO CHANGE

CODE VIOLATION RECORDS                                                                  

Item# 237
NO CHANGE

COMMODITY PROGRAM RECORDS






Item# 258
NO CHANGE

COMPLAINTS: CITIZENS/CONSUMERS






Item# 94
ADDED “Employees” to records series Title,  ADDED “This series does not include claims of harassment or discrimination among the employees.  See also Grievance Files” to records series description  and CHANGED  Retention description for Record copy from “1 calendar year after resolved” to “1 year after resolved provided applicable audits have been released”

COMPREHENSIVE MASTER PLANS: ADOPTED                                   


Item# 166
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

COMPREHENSIVE MASTER PLANS: SUPPORTING




Item# 174
DOCUMENTS / ADOPTED     



REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

CONTRACTS / LEASES / AGREEMENTS: CAPITAL IMPROVEMENT


Item# 64
REMOVED “Media copy optional” from retention period of record copy.

CONTRACTS / LEASES / AGREEMENTS: NON-CAPITAL IMPROVEMENT

Item# 65
NO CHANGE

CORRESPONDENCE & MEMORANDUM: ADMINISTRATIVE



Item# 17
REMOVED “these records may have archival value” from records series description.

DIRECTIVES / POLICIES / PROCEDURES                                                  

Item# 186
REMOVED the words “contact Florida State Archives for archival review” from records series description and CHANGED Retention description for Record copy from “2 years after obsolete or superseded” to “2 years after superseded or becoming obsolete”

DISASTER PREPAREDNESS RECORDS: DRILLS




Item# 259
NO CHANGE

DISASTER RELIEF RECORDS







Item# 321

NO CHANGE

DRAFTS AND WORKING PAPERS






Item# 242
NO CHANGE

DRUG TEST CASE FILES

                                                    


Item# 260
NO CHANGE

DRUG TEST RECORDS: EQUIPMENT






Item# 261
NO CHANGE

DRUG TEST RECORDS: PROGRAM






Item# 262
NO CHANGE

EASEMENT CONVEYANCES: SUPPORTING DOCUMENTS



Item# 263
NO CHANGE

ELECTRONIC FUNDS TRANSFER RECORDS





Item# 264
REMOVED “See also Check Records” from records series description and ADDED “See also Checks: Log and/or Checks: Registers” to records series description.

ELECTRONIC RECORDS SOFTWARE                                                    

Item# 231
CHANGED Retention description for Record copy from “Retain as long as there are software-dependent records in storage provided applicable audits have been released” to “Retain as long as there are software-dependent records in storage”

EMERGENCY OPERATIONS RECORDS: APPLICATIONS



Item# 265
ADDED “See also Emergency Operations Records: List of Special Needs or Transportation Clients” to records series description.

EMERGENCY OPERATIONS RECORDS: FIVE YEAR STRATEGIC PLAN

Item# 266
NO CHANGE

EMERGENCY OPERATIONS RECORDS: LIST OF SPECIAL NEEDS OR

Item# 267
TRANSPORTATION CLIENTS





ADDED “See also Emergency Operations Records: Applications” to records series description.

EMERGENCY OPERATIONS RECORDS: SHELTER INSPECTIONS


Item# 268
NO CHANGE

EMPLOYMENT ASSISTANCE PROGRAM RECORDS




Item# 269
NO CHANGE

EMPLOYMENT ELIGIBILITY LIST







Item# 101
NO CHANGE

EMPLOYMENT EXAMINATION RECORDS





Item# 102
ADDED “Florida Retirement System & Non-Florida Retirement System” to records series description.

ENCUMBRANCE RECORDS                                                                      

Item# 20
REDUCED Retention from 4-FY to 3-FY.

ENDOWMENTS, BEQUESTS AND TRUST FUND RECORDS



Item# 211
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

ENVIRONMENTAL REGULATION RECORDS                                         

Item# 167
NO CHANGE

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS (EEOC)

Item# 82
DELETED! Records Series DELETED from Retention Schedule!!!!

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE REPORT


Item# 103
ADDED “resolved” at end of Record Copy Retention description; REMOVED “See also Equal Employment Opportunity Compliance-EEOC Records” from records series description and REPLACED  with “See also Affirmative Action Records, and/or Minority Certification Case Files”

EQUIPMENT MAINTENANCE / USAGE RECORDS




Item# 104
REDUCED Retention from 4-FY to 3-FY.

EQUIPMENT: REFERENCE FILES







Item# 223
NO CHANGE

EXCISE TAX/ SPECIAL ASSESSMENT RECORDS:




Item# 168
DISBURSEMENT/ RECEIPT
NO CHANGE

EXCISE TAX/SPECIAL ASSESSMENT RECORDS: JOURNALS



Item# 175
NO CHANGE

EXPENDITURE PLANS: CAPITAL







Item# 208
INCREASED Retention from 15-FY to Permanent;  ADDED “Improvement” to records series title;  REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

EXPENDITURE REPORTS








Item# 105
REDUCED Retention from 4-FY to 3-FY and  ADDED see also “Accounts Payable/Receivable Summary Records” to records series description.

EXPOSURE RECORDS








Item# 227
REMOVED “Media copy optional” and “after separation or termination of employment” from retention period of record copy.

FACILITY RENTAL RECORDS







Item# 270
NO CHANGE

FEASIBILITY STUDY RECORDS







Item# 106
CHANGED Retention description for Record copy from “3 years after completion of study of project” to “3 years after completion of study provided applicable audits have been released”
FEE / SERVICE SCHEDULE

 





Item# 271
NO CHANGE

FINAL ORDERS



 





Item# 67
ADDED “these records may have archival value” to records series description.

FINANCIAL REPORTS: ANNUAL







Item# 107
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

FINANCIAL REPORTS: ANNUAL (COMPREHENSIVE)




Item# 317
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

FINANCIAL REPORTS: ANNUAL (SUPPORTING DOCUMENTS)


Item# 108
NO CHANGE

FUEL TAX REPORTS








Item# 213
REDUCED Retention from 4-FY to 3-FY.

GENERAL LEDGERS: ANNUAL







Item# 117
REMOVED “Media copy optional” from retention period of record copy;   ADDED “Summary” to records series title; and CHANGED “see also clause” in records series description to “See also General Ledgers: Supporting Documents” and ADDED “These records may have archival value” to records series description.

GENERAL LEDGERS: SUPPORTING DOCUMENTS




Item# 118
REDUCED Retention from 4-FY to 3-FY and ADDED “summary” to the end of records series description.

GRANT FILES: GRANTOR AGENCY / RECIPIENT




Item# 109
REMOVED the words “contact Florida State Archives for archival review” from records series description.

GRIEVANCE FILES









Item# 110
CHANGE end of records series description from “See also Personnel Records” to “See also Personnel Records: Florida Retirement System, and/or Personnel Records: Non-Florida Retirement System”

HOUSING APPLICATIONS: NON-PARTICIPATING




Item# 273
NO CHANGE

HOUSING FILES: STATE HOUSING INITIATIVES (SHIP) & HOME


Item# 274 

INVESTMENTS PARTNERSHIPS PROGRAM






ADDED “See also Housing Applications: Non-Participating” to records series description.

INCIDENT / INVESTIGATION REPORTS






Item# 241
NO CHANGE

INFORMATION REQUEST RECORDS






Item# 23
NO CHANGE

INJURY RECORDS









Item# 188
NO CHANGE

INSPECTION RECORDS: BRIDGE / MAINTENANCE




Item# 276
REMOVED “Media copy optional” from retention period of record copy.

INSPECTOR’S ROUTE SHEETS: DAILY






Item# 277
NO CHANGE

INSURANCE RECORDS








Item# 111
CHANGED Retention description for record copy to “5 fiscal years after final disposition of claim or expiration of policy provided applicable audits have been released”

INVENTORY: AGENCY RECORDS







Item# 319
NO CHANGE

INVENTORY / PROPERTY CONTROL RECORDS: EXPENDABLE


Item# 51
REDUCED Retention from 4-FY to 3-FY.

INVENTORY / PROPERTY CONTROL RECORDS: FIXED ASSETS


Item# 40
CHANGED Retention description for record copy to “3 fiscal years provided applicable audits have been released” 

INVESTMENT RECORDS








Item# 278
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

JOB TRAINING PARTNERSHIP ACT (JTPA) RECORDS                       


Item# 113
NO CHANGE

JOURNALS: VOUCHERS








Item# 194
REDUCED Retention from 4-FY to 3-FY.

LEGISLATION RECORDS                                                                        


Item# 119
REMOVED the words “contact Florida State Archives for archival review” from records series description.

LIBRARY: ACQUISITION RECORDS






Item# 77
REMOVED “Media copy optional” from retention period of record copy.

LIBRARY CARD RECORDS







Item# 279
NO CHANGE

LIBRARY CIRCULATION RECORDS






Item# 233
NO CHANGE

LIBRARY SHELF LIST                                                                              

Item# 120
REMOVED “Media copy optional” from retention period of record copy.

LICENSES: OCCUPATIONAL







Item# 221
NO CHANGE

LITIGATION CASE FILES








Item# 27
NO CHANGE

MAIL:  REGISTERED AND CERTIFIED RECEIPTS




Item# 47
CHANGED Retention from “Retain as long as item it relates to” to “1 fiscal year”

MAIL: UNDELIVERABLE FIRST CLASS






Item# 1
NO CHANGE

MAILING LISTS









Item# 29
NO CHANGE

MAPS: ORIGINALS









Item# 280
REMOVED “Media copy optional” from retention period of record copy.

MAPS: SUPPORTING DOCUMENTS






Item# 281
REMOVED “Media copy optional” from retention period of record copy.

MEDICAL RECORDS: VETERAN SERVICES





Item#311
NO CHANGE

MICROGRAPHICS: QUALITY CONTROL RECORDS




Item# 282
REMOVED “Media copy optional” from retention period of record copy.

MINUTES: OFFICIAL MEETINGS







Item# 32
ADDED “and (2); which may include transcriptions and/or agenda” to records series description and  “Handwritten” in See also sentence.  REMOVED “Media copy optional” from retention period of record copy and  REMOVED the words “the agenda and all supporting documentation” and  “contact Florida State Archives for archival review” from records series description.

MINUTES: OFFICIAL MEETINGS (AUDIO/VISUAL RECORDINGS)


Item# 4
ADDED “Handwritten” to records series title and CHANGED Retention description for record copy from “2 years after certification of transcript” to  “2 years after adoption of the official minutes”

MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS)


Item# 123
RECORDS SERIES ADDED!!!!!  “Minutes: Official Meetings (Supporting Documents), Item #123" - Records Series Added!!!!!   See revised retention schedule for complete description and retention.

MINUTES: OTHER MEETINGS







Item# 33
REMOVED “See also Minutes: Official Meetings” from records series description and ADDED “These records may have archival value” to records series description.

NEWS RELEASES









Item# 34
REMOVED the words “contact Florida State Archives for archival review” from records series description and REMOVE the words “after release or date of publication” from Retention description for record copy.

NOISE EXPOSURE MEASUREMENT RECORDS





Item# 283
NO CHANGE

OPERATIONAL AND STATISTICAL REPORT RECORDS: OFFICE


Item# 124
NO CHANGE

OPINIONS: LEGAL (ATTORNEY)







Item# 26
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

OPINIONS: LEGAL (SUPPORTING DOCUMENTS)




Item# 125
REMOVED the words “contact Florida State Archives for archival review” from records series description and CHANGED Retention description for record copy to “3 fiscal years provided applicable audits have been released”

ORDINANCES









Item#  228
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

ORDINANCES: SUPPORTING DOCUMENTS





Item#  229
REMOVED the words “contact Florida State Archives for archival review” from records series description.

ORGANIZATION CHARTS








Item# 126
REMOVED the words “contact Florida State Archives for archival review” from records series description

PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS




Item# 129
REMOVED the words “FICA Report” from last sentence in the records series description.

PAYROLL RECORDS: LEDGER







Item# 183
REDUCED Retention from 4-FY to 3-FY and REMOVED the words “FICA Report” from last sentence in the records series description.

PAYROLL RECORDS: REGISTERS (NOT POSTED)




Item# 214
REMOVED “Media copy optional” from retention period of record copy.

PAYROLL RECORDS: REGISTERS (POSTED)





Item# 35
REMOVED the word “calendar” from retention period of record copy.

PAYROLL RECORDS: SUPPORTING DOCUMENTS




Item# 195
NO CHANGE

PERIODIC PROGRESS REPORTS: INTERNAL





Item# 36
NO CHANGE

PERMITS: BUILDING








Item# 286
REMOVED “Media copy optional” from retention period of record copy.  ADDED the words “See also Permits/Building: Applications” to records series description.

PERMITS - CONFINED SPACE







Item# 284
NO CHANGE

PERMITS: MINING









Item# 287
NO CHANGE

PERMITS: SIGNS


                                                          

Item# 288
NO CHANGE

PERMITS / BUILDING: APPLICATIONS                                                          

Item# 285
ADDED the words “See also Permits: Building” to records series description.

PERSONNEL RECORDS








Item# 19
CHANGED Records Series Title to  “Personnel Records: Florida Retirement System” and CHANGED wording in Records series description (see the revised schedule for changes - changes are lengthy)  and  REMOVED “Media copy optional” from retention period of record copy.

PERSONNEL RECORDS: DISCIPLINARY CASE FILES;




Item# 98

EMPLOYEE (FORMAL DISCIPLINE)
CHANGED wording in Records series description (see the revised schedule for changes - changes are lengthy)  and  REMOVED the word “calendar” from retention period of record copy and REMOVED the words “Formal Discipline” from Records Series Title (this records series covers both “formal & informal discipline).

PERSONNEL RECORDS: DISCIPLINARY CASE FILES;




Item# 99

EMPLOYEE (INFORMAL DISCIPLINE)
DELETED!!!!!  This records series DELETED!!!!  It is now covered in “Personnel Records: Disciplinary Case Files: Employee”  

PERSONNEL RECORDS: NON-FLORIDA RETIREMENT SYSTEM


Item# 162
RECORDS SERIES ADDED!!!!!  “Personnel Records: Non-Florida Retirement System" - Records Series Added!!!!!    See revised retention schedule for complete description and retention.

PERSONNEL RECORDS: OTHER PERSONNEL SERVICES (OPS)


Item# 66

TEMPORARY EMPLOYMENT

COMBINED “Volunteer Services” (previously Item # 290) with this records series.  CHANGED Records Series Title to “Personnel Records: OPS/ Volunteers/ Temporary Employment.”  CHANGED Records Series Description (see revised retention schedule for complete description).  CHANGED retention description for record copy to “3 fiscal years provided applicable audits have been released”

PERSONNEL RECORDS: SCHEDULES






Item# 289
NO CHANGE

PERSONNEL RECORDS: VOLUNTEERS






Item# 290
DELETED!!!! Records Series DELETED!!! Combined with Item# 66 “Personnel Records: OPS/Volunteers/Temporary Employment”

PETTY CASH DOCUMENTATION RECORDS





Item# 202
REDUCED Retention from 4-FY to 3-FY.

POSITION DESCRIPTION RECORDS






Item# 38
CHANGED Retention description for record copy to “2 years after superseded provided applicable audits have been released”

POSTAGE RECORDS








Item# 133
ADDED the words “Mail: Registered and Certified Receipts” to “See also” section of records series description.

PROBATION RECORDS








Item# 320
NO CHANGE

PROCLAMATIONS









Item# 142
REMOVED the words “contact Florida State Archives for archival review” from records series description.

PROJECT FILES: CAPITAL IMPROVEMENT





Item# 136
REMOVED “Media copy optional” from retention period of record copy.

PROJECT FILES: FEDERAL







Item# 137
REDUCED Retention from 10-FY to 5-FY.

PROJECT FILES: NON-CAPITAL IMPROVEMENT




Item# 138
NO CHANGE

PROJECT FILES: OPERATIONAL







Item# 291
NO CHANGE

PROMOTION RECORDS








Item# 139
ADDED the words “Personnel Records: Florida Retirement System and/or Personnel Records: Non-Florida Retirement System” to “See also” sentence in records series description.

PUBLIC INFORMATION FILES







Item# 128
REMOVED the words “contact Florida State Archives for archival review” from records series description.

PUBLIC PROGRAM / EVENT RECORDS






Item# 238
NO CHANGE

PUBLICATIONS AND MEDIA ITEM RECORDS





Item# 198
INCREASED Retention from OSA to Retain until receipt of final copy.  REMOVED the words “contact Florida State Archives for archival review” from records series description.

PURCHASING RECORDS








Item# 42
REDUCED Retention from 4-FY to 3-FY.

RADIO LOGS









Item# 292
NO CHANGE

RAIN CHECKS









Item# 293
REDUCED Retention from 4-FY to 3-FY.

REAL-ESTATE RECORDS: CONDEMNATION / DISPOSAL



Item# 294
REMOVED the words “contact Florida State Archives for archival review” from records series description.

RECORDS DISPOSITION COMPLIANCE STATEMENT FORMS



Item# 322
RECORDS SERIES ADDED!!!!! “Records Disposition Compliance Statement Forms Item# 322" RECORDS SERIES ADDED!!!  See revised scheduled for complete description & retention requirements.

RECORDS DISPOSITION REQUEST RECORDS





Item# 45
CHANGED Records Series Title to “Records Disposition Documentation” and CHANGED wording in records series description (see revised retention schedule for changes).

RECORDS RETENTION SCHEDULE: AGENCY SPECIFIC



Item# 68
ADDED to the words “Records Disposition Compliance Statement Forms” to the “see also” sentence in records series description.  REMOVED  “Media copy optional” from retention period of record copy.

RECORDS RETRIEVAL / REFERENCE RECORDS




Item# 295
NO CHANGE

REGISTRATION RECORDS: EVENTS






Item# 296
NO CHANGE

RESOLUTIONS









Item# 297
REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

RESOLUTIONS: SUPPORTING DOCUMENTS





Item# 143
NO CHANGE

RESPIRATOR FIT TESTING RECORDS






Item# 298
NO CHANGE

SAFETY INSPECTION RECORDS







Item# 193
NO CHANGE

SALARY COMPARISON REPORTS






Item# 49
NO CHANGE

SALARY SCHEDULES








Item# 240
CHANGE Retention description for record copy to read “10 fiscal years”  and  REMOVED “Media copy optional” from retention period of record copy and REMOVED the words “contact Florida State Archives for archival review” from records series description.

SEARCH COMMITTEE RECORDS







Item# 199
REDUCED Retention from “2 calendar years after position filled” to “180 days” and  REMOVED the words “contact Florida State Archives for archival review” from records series description.

SECURITY CHECKS








Item# 299
CHANGED Retention description to “2 years” (previously 2 calendar years after final action) and  ADDED the words “Personnel Records: Florida Retirement System and/or Personnel Records: Non-Florida Retirement System” to “See also” sentence in records series description.

SIGNATURE AUTHORIZATION RECORDS





Item# 300
NO CHANGE

SOCIAL SECURITY CONTROLLED SUMMARY RECORDS: FICA REPORT

Item# 144
REMOVED the words “FICA Report” from records series title.

SUBDIVISION PLANS: PRELIMINARY (SUPPORTING DOCUMENTS)


Item# 301
REMOVED “Media copy optional” from retention period of record copy.

SURVEILLANCE VIDEO TAPES







Item# 302
NO CHANGE

SURVEYS: AERIAL









Item# 303
NO CHANGE

SURVEYS / STUDIES








Item# 30
INCREASED Retention from “OSA”  to “1 calendar year after final data or report released”

TAX EXEMPTIONS: AD VALOREM (ECONOMIC DEVELOPMENT)


Item# 304
NO CHANGE

TELEPHONE RECORDS: LONG DISTANCE





Item# 28
NO CHANGE

TOURIST DEVELOPMENT TAX RECORDS





Item# 305
NO CHANGE

TRAFFIC ACCIDENT REPORTS / INDEX






Item# 306
NO CHANGE

TRAINING MATERIAL RECORDS







Item# 147
NO CHANGE

TRAINING RECORDS








Item# 148
NO CHANGE

TRAINING RECORDS: ASBESTOS






Item# 307
NO CHANGE

TRAINING RECORDS: BREATH ALCOHOL





Item# 308
NO CHANGE

TRANSITORY MESSAGES








Item# 146
NO CHANGE

UNCLAIMED PROPERTY RECORDS






Item# 309
NO CHANGE

UNEMPLOYMENT COMPENSATION RECORDS





Item# 149
NO CHANGE

UTILITY CUSTOMER RECORDS







Item# 170
ADDED “See also Accounts Payable/Receivable Summary Records and/or Accounts Receivable Records” to records series description.

VEHICLE MAINTENANCE / USAGE RECORDS





Item# 53
NO CHANGE

VEHICLE RECORDS








Item# 154
NO CHANGE

W-2 FORMS










Item# 157
CHANGED Retention description for record copy to read: “4 calendar years”

W-4 FORMS










Item# 158
CHANGED Retention description for record copy to read: “4 calendar years”

W-9 FORMS










Item# 178
CHANGED Retention description for record copy to read: “4 calendar years”

WORK ORDERS









Item#141
RECORDS SERIES ADDED!!!!! Work Orders Item# 141 RECORDS SERIES ADDED!!!! See revised schedule for complete description and retention requirements.

WORKERS' COMPENSATION RECORDS






Item# 55
NO CHANGE

ZONING VARIANCE RECORDS







Item# 312
REMOVED “Media copy optional” from retention period of record copy.

911 RECORDS: ADDRESS CHANGE / VERIFICATION




Item# 313
RECORDS SERIES DELETED!!!!!  “911 Records: Address Change/ Verification,  Item# 313"  RECORDS SERIES DELETED!!!!!

911 RECORDS: LOGS








Item# 232
RECORDS SERIES DELETED!!!!!  “911 Records: Logs,  Item# 232"  RECORDS SERIES DELETED!!!!!

941-E FORMS









Item# 161
NO CHANGE

1096 REPORTS









Item# 314
REMOVED the words “after reporting to IRS” from Retention description for record copy.

1099 FORMS










Item# 159
REMOVED the words “after due date of tax” from Retention description for record copy.

1099 REPORTS









Item# 160
REMOVED the words “after reporting to IRS” from Retention description for record copy.

1099-INT FORMS









Item# 315
REMOVED the words “after reporting to IRS” from Retention description for record copy.

SUMMARY OF CHANGES Effective with July 2001 Retention Schedule:
85
No change

60
Removed the words “media copy optional” from retention, record copy AND Removed the words “contact Florida State Archives for archival review” (both these sentences were removed from all applicable records series )

10
New Records Series Added (some were brought back from Retention Schedule prior to the Jan 1, 2001 issue)

6
Records Series Deleted (most were combined with other records series)

23
Minimum Retention Period “REDUCED”

5
Minimum Retention Period “INCREASED”
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