
RECORD RETENTION

Arizona State Library, Archives and Public 

Records



What are RECORDS?

 A.R.S. 41-1350 – Records are:  All books, papers, 
maps, photographs or other documentary materials, 
regardless of physical form or characteristics… made 
or received by any governmental agency in 
pursuance of law or in connection with the 
transaction of public business preserved or 
appropriate for preservation  by the agency or its 
legitimate successor as evidence of the organization, 
functions, policies, decisions, procedures, operations, 
or other activities of the government, or because the 
informational and historical value of the data 
therein…..

 Records as defined are the property of the State of 
Arizona not the property of the political subdivision



E- Records

 E-records are those that reside in electronic 

computer systems or other electronic media

 Arizona Electronic Transaction Act authorizes 

state and local governments to establish 

electronic/digital systems for conducting their 

business



Non-Records Include

 Reading file copies of 
correspondence

 Tickler, follow up

 Identical duplicate 
copies of all documents 
maintained in the same 
file

 Extra copies of printed 
materials

 Superseded copies of 
published manuals and 
directives

 Catalogs, trade 
journals, magazines

 Information copies of 
correspondence

 Non-records are not to 
be mixed with records 
in the same file



Be Careful

 From the standpoint of both state and Federal 

Court Rules of Evidence, there is little if any 

difference between records and copies of 

records.  During the discovery process of a 

civil suit, the non-record copies are just as 

discoverable as evidence in the original 

records.



Arizona School Districts

 Have clearly defined requirements on which 

documents are records and how long they 

should be kept and methods of disposal

 Destroying public records without lawful 

authority is a Class 4 Felony



Keeping Records 

 Per ARS 41-1351, the time periods listed in the 
retention schedules are both the minimum and 
maximum time records may be kept.  Keeping 
records for a time period other than their approved 
retention period is illegal.  Records required for 
ongoing or foreseeable official proceeding such as 
audits, lawsuits or investigations must be retained 
until released from official proceedings.  If it is 
believed that special circumstances warrant that 
records should be kept longer or shorter times than 
the time period listed in these schedules, a change in 
retention period can be considered by contacting the 
Records Management Division.



Chandler Process

 There is a master record retention schedule (Exhibit A) 
maintained in the property control office that provides the 
following:

 CUSD Name for Record if different than description

 Required disposition timeline

 Whether document is paper or electronic

 If a department is going to keep the records in their office for 
a period of time prior to sending to the warehouse

 Responsible Person

 Request to maintain records beyond the archive of library 
requirement

 Each Superintendent is responsible for ensuring that their 
departments are maintaining the correct documents.



Master Retention Schedule (Exhibit A)



Chandler’s New Procedures 

1. Each department/site is responsible for sending 
their records to the warehouse 

2. Only required records are to be sent to the 
warehouse 

3. The boxes must only contain records. (no mixing 
with non records).   Whenever possible, try to send 
full boxes.  

4. Bankers boxes are not required, empty boxes from 
paper reams are acceptable

5. A department may keep records in their offices for a 
period of time prior to sending them to the 
warehouse as long as it is noted on the master 
record retention schedule maintained in the 
property control.



Chandler’s Procedure

6. Each department must send their boxes with a label 
that matches the CUSD record retention list.  A 
template will be provided by property control and 
available on line. Colored labels can be ordered 
from Robert Mertz at Property Control.  (Exhibit B)

7. More than one record can be in a box, however all 
records in a box must have the same disposition 
length.  

8. Each department will develop their own method to 
track records sent to the warehouse. (Sample Log –
Exhibit C)

9. All records must be disposed of by Property Control. 



Retention Label (Exhibit B)



Retention Label (Exhibit B)



Retention Label (Exhibit B)



Department record retention log 

(Exhibit C)



What should not be included…..



What NOT to do…



What NOT to do…



What NOT to do…



What NOT to do…



What NOT to do…


