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Agency-wide Records Retention Schedule
Records described in this retention schedule include all Agency records regardless of their format. A record is any paper, book, microfilm, card, magnetic tape, disk, map, photograph, drawing, sound or video recording or any copy of a printout that has been generated or received by the MPCA and used by the Agency as evidence of its decisions/activities, required by law, or the information contained must be maintained. The following are examples of the various media where a record might be stored:
	· Paper
	· Delta Records
	· CDs, Diskettes, Floppy Disks
	· Network Drives (X, C, D, H, T, U, V, P, etc.)

	· Aperture cards, Microfilm
	· Databases
	· Videos
	· Webcasts

	· Photographs (paper and digital)
	· Voice Mail
	· Email Messages and Attachments
	· Cell phone Records/Text Messaging

	· Slides
	· Blogs
	· Instant Messages
	· Blackberry/Palm Pilots

	· Audio Recordings
	· Web pages
	· Front/Back Door Identification Badge Swipe
	· Flash/Pen Drives 


	
	Retention Schedule

	Business Function
	New Record Series Description
	Retention Period
	Statute


	Archival?
	Old Series Name and Retention Period
(Schedule #, Item #, Description and Retention Period)

	Accounting: Documents related to accounts payable, account receivable, expense reports and payroll.

	
	ACCT-1A Accounts Payable

· Accounts payable records including invoices, payment vouchers and statements

· Does not include Superfund-related records (see ACCT-1B).
	13 yrs
	
	
	

	
	ACCT-1B Accounts Payable – Superfund-Related

· Superfund-related Accounts payable records including invoices, payment vouchers and statements
	Retain for 10 years following the submission of the final financial status report.

	40 CFR part 35.6705
	
	

	
	ACCT-2 Accounts Receivable

· Accounts receivable records including outgoing invoices, records of deposits, fee collection, etc.
	13 yrs
	
	
	

	
	ACCT-3 Expense Reports

· Agency expense reports and supporting documents.
	13 yrs
	
	
	

	
	ACCT-4 Payroll Records

· Payroll records including those related to the payments of salaries and wages including SEMA4 reports, timesheets and payroll posting.
	 13 yrs
	
	
	

	
	ACCT-5 Procurement Records

· Procurement records are those associated with the process of acquiring (or purchasing) a product or service. Includes records related to identifying a need, specifying the requirements to fulfill the need, identifying potential suppliers, soliciting bids and proposals, and evaluating bids and proposals.
	13 yrs
	
	
	

	Administrative: Documents relating to the operation of the business of the Agency (non-program related).

	
	ADMIN-1 Business Administrative Approvals

· Business administrative approvals including Form 435 Request for Approval to Incur Special Expense, Request to Move, etc.
	Current Year plus 3 complete fiscal years
	
	
	

	
	ADMIN-2 Business Planning

· Business planning records including organizational redesign, business planning committees, records relating to operational objectives, and administrative guidance documents (i.e., OPM, business card content, Franklin planner limitations, etc).

· Records relating to the administrative business organizational operations including reception, mail distribution, conference room scheduling, receiving and various other administrative support activities.
	Until Superseded
	
	
	81-147 1 Administrative Services Division Operations: routine = 10 yrs Archival=Yes
81-169 3 Personnel director's operations: documents of personnel director's operations = 6 yrs

81-169 1 Office Operations: documentation of general operations of office = 10 yrs Archival=Yes

	
	ADMIN–3 Policies, Procedures and Guidelines

· Policies, procedures and guidelines that govern the business operations and programs within the organization.

· Disaster Preparedness and Recovery Plans

· Records used in creating and establishing records management programs (e.g. data practices, taxonomy, file plans, etc.). They may contain records inventories, related correspondence, classification designations, records control, equipment, filing procedures/manuals, training information, and other documents created by the State Archives and other agencies to facilitate records management practices. Also contains information on records management equipment.
	Until Superseded
	
	
	

	
	ADMIN–4 Retention Schedule and Records Destruction

· Agency retention schedule and documentation of destruction of records.
	P
	
	
	

	
	ADMIN–5 Calendars, Appointments and Itinerary records

· Calendars, appointments and itinerary records purchased with State funds or maintained by staff during business hours that document appointments, itineraries and other activities of Agency Officials or employees. Regardless of format or tool used to manage them (e.g. Blackberry, Outlook, iPhone, etc.)

Note: A record of this type purchased with personal funds, but used by a State Official or employee to document his or her work activities may be a State record and subject to this retention period.
	Calendar year + 4 years for 5 years total
	
	
	

	Ambient Monitoring: Ambient monitoring involves routine monitoring in a variety of environmental settings across large geographic areas. Ambient monitoring represents ‘typical’ or ‘background’ environmental conditions in a water body, ground water or air conditions either in a specific area or across a watershed, ground water unit or airshed. Ambient monitoring may be conducted where there is known contamination to determine background conditions and determine clean up goals. Ambient monitoring is not done to see if a facility is in compliance. Includes all media ambient efforts (e.g. stream, lake, river  and wetland water quality, acid rain, air quality, air toxics, etc.).

	
	AMBI-1 Ambient Monitoring Assessments
· Ambient Monitoring Assessments. Data and reports generated from assessment activities (e.g. Assessment Reports, Preliminary Review Reports, Data Summary Reports, Class 7 Assessment, etc.).

· Reports that document the results of Ambient Monitoring efforts. Includes such records as annual report, biological reports, laboratory results, monitoring reports, operations and maintenance reports, toxicity testing, trend reports, water flow measurements, etc.

· Supporting material (records and data) documenting the Ambient Monitoring research and analysis activities. Includes field notes, site photos, surveys, calculations, data for analysis, etc.
· Records generated from ambient monitoring field inspections and sampling activities including reconnaissance inspection reports, inspections of stream gauging stations, sampling plans, site observations, fieldsheets, lab results, etc.
· Special Studies (e.g. Mercury, PFCs, Emerging Contaminants (EDC), Persistent Bioaccumulative Toxics) including supporting materials.


	P
	
	
	95-305 7 Monitoring/Ambient Air Quality Master Databases (formerly #17 on schedule 81-148) = 5 yrs

95-305 8 Monitoring/Ambient Air Quality Database Management System Programs (formerly #18 on schedule 81-148) = 5 yrs

95-305 5 PD Unit/Zone, Dispersion Modeling, Industry Reports = 5 yrs

95-305 12 Monitoring/Ambient Air Quality-Industry and State Monitoring Audit Forms = 5 yrs

95-305 38 Air Toxics/Estimation and Evaluation of Cancer Risks from Air Pollution the Mps/St. Paul Metropolitan Area = 10 yrs

95-305 13 Monitoring/ambient Air Quality-HERC Monitoring Study (Henn. Co. Energy Resource Center) = 15 yrs

84-436 28 Lake file - documents related to setting water quality standards for lakes (hardcopy) = P Archival=Yes
81-149 18 Lake file - documents related to setting water quality standards for lakes = P Archival=Yes
84-436 26 Report file - reports generated by the Monitoring and Analysis Section related to stream, lake and river water quality (hardcopy) = P Archival=Yes
81-149 17 Report File - reports generated by the Surface & Groundwater Section related to stream, lake and river water quality = P Archival=Yes
84-436 27 Report file - reports generated by the Monitoring and Analysis Section related to stream, lake and river water quality (microfilm) = P

81-149 5 Laboratory Quality Control Files - documents regarding tracking quality control of independent water quality testing laboratories = P

84-436 32 Lake Surveys - surveys done on Minnesota lakes = P

95-305 11 Monitoring/Ambient Air Quality -Site Information File = P

	
	AMBI-2 Ambient Monitoring QA/QC and Volunteer Programs

· Records documenting the Quality Assurance/Quality Control of the agency's selection of laboratories, data collection and methods and parameters measured to insure consistency of data and confidence in data quality.  Includes such records as calibration data, lab certifications, standard operating procedures, etc.

· Documents related to managing volunteer monitoring programs (e.g. Citizen Lake and Citizen Stream Monitoring programs). Includes volunteer guides and instruction and records relating to volunteer coordination and management.
	10 yrs
	
	
	95-305 6 Monitoring/Ambient Air Quality-Strip Charts (formerly #14 on schedule 81-148)= 5

95-305 9 Monitoring/Ambient Air Quality site Supportive Data (formerly #20 on schedule 81-148) = 5 years after site is inactive

95-305 18 Monitoring/Ambient Air Quality-Metals Data (spreadsheet) = 10 yrs

95-305 20 Monitoring/Acid Rain-Spreadsheets = 10 yrs

95-305 17 Monitoring/Ambient Air Quality-VOC Data (spreadsheet) = 10 yrs

87-63 31 Division of Water Quality analytical data sheets - sheets containing information on water samples (hardcopy) = 35 yrs

95-305 16 Monitoring/Ambient Air Quality -Air Sample Analysis = P

95-305 21 Monitoring/Acid Rain-Samples = P

95-305 19 Monitoring/Acid Rain-data and rain gauge charts = P

	
	AMBI-3 Intensive Surveys and Waste Load Allocations

· Intensive Surveys or Waste Load Allocation (WLA);  field records and reports generated from field surveys of streams and rivers receiving discharges from wastewater treatment facilities.
	50 yrs
	
	
	

	Budgeting: Budget documents are intended expenditures for a given period along with proposals for financing them. These documents are used to obtain legislative and federal appropriations for specific work completed by the Agency as a whole or by particular units of the Agency to meet prioritized bodies of work. 

	
	BDGT-1 Annual Spending Plans

· Annual Spending Plans are necessary to implement Agency priorities as indicated in the Agency Workplan. Includes annual spending plans and project activity requests.
	3 yrs or until audit, whichever occurs first
	
	
	

	
	BDGT-2 Biennial Budget

· The Biennial Budget, as a document, communicates specific budget issues/plans to the Governor and Legislature. The Biennial Budget documents include: Agency Workplan, Biennial Budget instructions, Agency Profile, Program Narratives, Program Structure Changes, Expense Budgets, Revenue Budgets, Salary Roster, Appropriations Reconciliation, Federal Fund Summary Narrative, Change Items, and Departmental Earnings Report.
	10 yrs
	
	
	

	
	BDGT-3 Capital Budget

· The Capital Budget document communicates specific budget plans to the Governor and Legislature. They are for brick-and-mortar spending publicly-owned buildings and infrastructure. Documents include: Capital Budget instructions, Preliminary project requests, Final Agency Profile and Strategic Planning Summary forms, Final Project Summary, Narrative, Cost, and Detail request forms.
	10 yrs
	
	
	

	
	BDGT-4 Financial Reports

· Financial reports includes Managers Financial Report (MFR): One allotment on each page with Project Activity and Program-wide Expense details listed, Allotment Balance: Summary of allotments with Project Activity and Program-wide Expense details listed, Payments, Open Requisition and Purchase Orders.
	3 yrs or until audit, whichever occurs first
	
	
	

	
	BDGT-5 Fiscal Notes

· Fiscal Notes. The chair of a legislative committee may request a fiscal analysis of a bill introduced during a legislative session. Documents include the request, copy of the bill, bill analysis documents and the Fiscal Note.
	10 yrs
	
	
	

	
	BDGT-6 Fund Statement

· Fund Statement. Economic and budget forecasts are issued two times a year, in November and February by the Department of Finance. MPCA prepares fund statements for the Environmental, Remediation and Closed Landfill Investment funds. These statements are updated twice a year for the forecasts and once after the Legislative session ends with session changes. Also includes updated revenue and spending forecasts.

· The Agency maintains the Fund Statement for the Environmental and Remediation Funds on behalf of the State.
	15 yrs
	
	
	

	
	BDGT-7 Indirect Rates

· Indirect rates are for costs which are common, benefiting more than one cost objective and not readily assignable to one particular program.  This includes MPCA indirect and Federal indirect cost planning. 
	3 yrs or until audit, whichever occurs first
	
	
	

	
	BDGT-8 Periodic Resource Analysis

· Periodic Resource Analysis. The agency watches the fund balances and project needs to manage funds for a balanced spending plan. New project ideas are forwarded to the Fiscal Systems Management Team as the need arises and are then approved based on priority work and available resources. 
	3 yrs or until audit, whichever occurs first
	
	
	

	
	BDGT-9 Supplemental Budget

· A Supplemental Budget to the original Biennial Budget may be submitted during the second year (short session) of the legislative cycle.
	30 yrs
	
	
	 

	Communications/Information

Agency official communications and information releases including news releases, response to public inquiry, speeches, presentations, official meetings, publications, factsheets, etc.

	
	COMM – 1A News Communications

· News communications released for publishing by external organizations including newspapers, websites, television stations and other communications to the media. Clippings of news stories of interest to or regarding the Agency. Media contact information.  Note: this does not include site-specific news communications retained as part of a permitting, compliance and enforcement and/or remediation activity.
	5 yrs
	
	
	81-168 3 Information Distribution = 3 yrs

96-140 8 Public Information/Environ Education - using the general records retention schedule - a) news releases, Clearinghouse/Library information = 7 yrs Archival=Yes
96-140 1 Mailing Lists a)*see attached list of mailing lists, b) maintain list of names of individuals and businesses for office mailings, c) no form #'s used, d) original copies kept on the computer, the duplicates are kept on back-up tapes = Until superseded

	
	COMM – 1B News Communications – Site-Specific

· Site-specific news communications released for publishing by external organizations including newspapers, websites, television stations and other communications to the media. Clippings of news stories of interest to or regarding a particular site.  
	Retain for the period assigned for the Site Records (see ENFC, ENRV, PRMT and REMD record series)
	
	
	

	
	COMM – 2 Public Notice
· Public notice and subsequent comment received and recorded by the Agency during the public comment period; the Agency's response to the public comment; the Agency's analysis of the public comment.
	P


	
	
	

	
	COMM – 3A General Factsheets, Graphics and Forms
· General factsheets and graphics. Agency generated publications and factsheets, newsletters, posters, displays, learning kits and brochures. Also includes, graphic arts files including routine artwork used for the creation of brochures, posters, overheads, photographs, clippings, slides, sound recordings, videotapes, etc.


	3  yrs
	
	
	81-168 2 Publications - master file = P Archival=Yes

	
	COMM – 3B Site- or Program-Specific Factsheets
· Site- or Program-specific factsheets.
	Retain for the period assigned for either the Site Records (see ENFC, ENRV, PRMT and REMD record series) or Program Records (ENPM-4)
	
	
	

	
	COMM-4 Forms

· Forms. A clean (blank) copy of each form. Agency generated are created by the Agency with related instructions and documentation showing the creation, development, scope, and purpose of the form. Externally generated are created by an entity outside the Agency (e.g. EPA, Dept. of Admin, Insurance Company, etc.).
	P
	
	
	

	
	COMM – 5 Meetings and Events
· Meeting facilitation records including meeting planning, preparation, announcements and internally-generated meeting minutes.

· Events.  Records for Agency sponsored events including announcement, agenda, handouts, exhibits etc.

· Agency delivered speeches and presentations including powerpoint presentations, speech scripts, slide shows and audio/video recordings.

Note: This series is not intended for meeting and event records associated with an agency workgroup/team, rulemaking, program management or that are site specific.  Those records are classified under the Teams (TEAM-1), Rulemaking (RULE-2), or Environmental Program Management (ENPM-1) series.
	5 yrs
	
	
	

	Compliance and Enforcement: Records associated with assessing compliance with environmental regulations and permit restrictions, enforcing non-compliance and responding to emergency environmental releases.

	
	ENFC-1 Complaints

· Complaints - Documentation of a complaint regarding potential pollution violation or environmental hazard. Includes complaint reports, documentation of phone calls, complaints databases and complaint correspondence received.
	50 yrs
	
	
	81-149 10 Complaints File - 7 county Metro Area: documents relating to administration of the complaints program = P

84-436 41 Land application complaints file - complaints regarding land application of sludge (hardcopy) = 20 yrs

87-63 15 Complaints File - 7 county Metro Area: documents relating to administration of the complaints program = 33 yrs Archival=Yes
95-306 1b Air Quality Division Confidential Complaint Files -database. Database is updated daily to reflect new complaints. = P

95-306 1a Air Quality Division Confidential Complaint Files (formerly items #1a, 1b, 1c on schedule 88-262 (replaced by 95-305 2). Confidential complaint files are stored on-site in paper form for 3 years at which time they are destroyed. Files must remain confidential for the entirety of the retention period. = 3 yrs

83-421 16 Complaint Files = P Archival=Yes?
87-63 22 Emergency Response Confidential complaint files - documents relating to investigation and resolution of complaints = 33 yrs Archival=Yes

	
	ENFC-2 Compliance Reporting

· Compliance Reporting documents submitted to the Agency that are required as part of an enforcement action or other compliance activity or document routine monitoring activities required as part of a permit or licensing agreement (e.g. Discharge Monitoring Reports, Hazardous Waste Manifests, test reports, etc.). Also includes notifying of a non-routine event or activity (not associated with a violation) that is required as part of permitting or licensing agreement (e.g. facility construction or expansion) or self audit.
	50 yrs
	
	
	95-311 6a Test Reports: these include stack tests and certification reports. These reports are issued in both paper and microfiche formats. = 10 yrs

81-149 11 Compliance & Enforcement Files - information relating to compliance monitoring surveys = 10 yrs

81-149 14 Compliance & Enforcement Tracking Files - terminations before expiration: documents relating to the administration of the state enforcement program of permittees that terminate their discharge prior to permit expiration (Hardcopy) = P

81-149 15 Compliance & Enforcement Tracking Files - terminations before expiration: documents relating to the administration of the state enforcement program of permittees that terminate their discharge prior to permit expiration (Microfilm) = P

85-318 1a Regular Manifests (see memo 12/10/87) = 53 yrs

85-318 1 Hazardous Waste Manifests = 53 yrs

84-591 1 3012 Program Files (HW Inventory) = 25 yrs Archival=Yes
84-436 66 County Issued Certificate of compliance - certificates of compliance issued by counties and filed consecutively by county (hardcopy) = P

81-149 8 Discharge Monitoring Report Summary Cards - monthly summary of effluent data submitted by permittees = 10

81-149 6 Discharge Monitoring Reports - effluent data submitted by permittees = P

85-318 1b = Parts-Washer Manifests (see memo 12/10/87) = 53 yrs

95-305 30 Inspection maintenance/inspection station audit reports = 3 yrs

84-436 24 Water Treatment Plants - effluent data submitted by permittees (hard copy) = 20 yrs

84-436 25 Water Treatment Plants - effluent data submitted by permittees (microfilm) = P

95-307 1 Emissions Inventory Facility Files - Paper copy is filed alphabetically by facility name. Kept for three years and recycled when new year is entered into database. (ex. 1990-1993 in files until 1955 is on database, 1990 then recycled). Emission Inventory Files will be maintained by the Emissions Inventory Coordinator. Microfiche is no longer being created. = Until newest year is entered into database

95-305 15 Monitoring/Ambient Air Quality-Pine Bend Analysis (SAI) Final Report) = P Archival=Yes
95-305 23 Inspection maintenance/vehicle inspection reports = 3 yrs

95-305 25 Inspection maintenance/fleet audit sheets = 3 yrs

95-311 5 Continuous Emission Monitoring Reports: quarterly reports containing information on facility compliance with permit CEM requirements. = 10 yrs

84-390 6 Landfill Operational Reports = 55 yrs Archival=Yes
95-308 1 Fuel Switching and Tampering Files - The AQD staff person assigned to this area will be responsible for maintaining the retention schedule. The files will be kept onsite for 5 years and then kept for 5 years at records storage. = 10 yrs

84-436 13 Discharge Monitoring Report Summary Cards - monthly summary of effluent data submitted by permittees (hard copy) = 20 yrs Archival=Yes
84-436 12 Discharge Monitoring Reports - effluent data submitted by permittees (Microfilm) = P

95-305 14 Monitoring/Ambient Air Quality-Pine Bend Quarterly Monitoring Reports = 10 yrs

84-436 11 Discharge Monitoring Reports - effluent data submitted by permittees = P

91-18 1
Dated Ground Water Monitoring Reports - this series contains quarterly and annual reports. Included in this series are ground water monitoring data, hazardous waste site investigation workplans and hazardous waste site investigation reports. This series will contain original reports. No other copies will be maintained. = 22 yrs Archival=Yes
91-164 17 Disclosures and Evaluations Files - documents pertaining to the regulation of the waste streams produced by a generator and the fees assessed them. Included are internal and external correspondence and supporting documents relating to the above program. = 23 yrs

95-305 31 Inspection maintenance/analyzer and waiver audits = P

95-305 32 Inspection maintenance/CO emission inventory = P Archival=Yes
90-68 1
Emission Compliance Test Reports (These are results of source emission compliance tests containing information on the test/s procedures on the source information.) = 15 yrs

95-305 33 Inspection maintenance/vehicle inspection program unit file. Includes annual reports, contract weekly reports, monthly fee reports = 10 yrs

84-436 16 Compliance Monitoring Survey Cards file - information relating to surveys of wastewater treatment plants (hard copy) 10 yrs Archival=Yes

	
	ENFC-3

· Emergency response records. Records documenting the reporting and response to environmental emergencies. Includes Duty Officer Incident Reports, site photos, responder notes, call logs, emergency declaration, etc.
	P
	
	
	89-116 14,23 Spills/Emergency Response Files - this series of files contain information relating the MPCA's Emergency Response Team and pipeline spills that occur in MN. Documents that exist in this file include, leak, reports, general correspondence, technical documents, slides, pictures, etc. The purpose of these files is to provide documentation of past spills that have occurred in MN. This file is the MPCA's only file that documents the Emergency Response Team's program. = 32 yrs Archival=Yes
81-149 9 Spill Files - documents relating to administration of the spills program = P

	
	ENFC-4

· Enforcement records. Records documenting the Agency's enforcement action response to alleged environmental violations. Also includes business assistance and all enforcement efforts.
	P
	
	
	81-149 45 Municipal Files - documentation used in administering the Operations and Maintenance Program for municipal wastewater treatment facilities = P

81-149 31 Pretreatment Files - permits section documents related to the administration of the pretreatment of industrial waste by the industry to ease the load on the municipal treatment facilities = P s/b in permit files per Marni K.

81-149 40 Industrial Facilities File - documents used in administering the industrial treatment facilities construction, operation and maintenance program = P

84-390 3 Computer-Solid Waste facility Management System (SWIFMS) = 33 yrs

95-307 3 Electronic Storage Magnetic Tapes (pre-1990 data storage). = P

84-436 10 Stipulation Agreement File - documents defining agreements between MPCA and companies or municipalities which have been out of compliance with clean water regulations, for their future improvements on their facilities (hard copy) = 15 yrs Archival=Yes
95-311 1a Correspondence files: facilities files stored by AQD facility number in chronological order. Includes enforcement documents and general correspondence. (Central Files (formerly items #1a, 1b and 1c on schedule 88-264 (replaced by 95-305 2)). Delete the name Central Files and revise the schedule as follows: Correspondence Files) = 5 yrs until microfiched, then recycle

91-59 19 HW Compliance and Enforcement - these files contain inspection checklist (PQ-00403-06), PQ-00407-02, PQ-00408-02), reports, sample results, photographs/slides, correspondence related to the company compliance history, formalized enforcement documents (NOV, Stips, APO, Compliance Agreements, etc.) board items, site cleanup plans and ground water studies (if applicable). This is the only original at the Agency = 45 yrs Archival=Yes
87-63 44 Flood Inspection Files - documentation of flood plains with respect to the SCAT Unit (hardcopy) = 15 yrs Archival=Yes
95-311 3 Stipulation Agreement File: facility files that contain information regarding stipulation agreements that have been negotiated for a particular facility. = P

88-66 24 Site Inspection File - photographs, slides and negatives of solid waste disposal sites and other solid waste facilities which verifies inspections. These are originals; no other copies exist. = 70 yrs Archival=Yes
95-307 2 Electronic Storage Database = P

95-312 1 Confidential Correspondence Files - these files contain material and information that facilities have requested by kept Confidential. Facilities have submitted the proper request and certification to be able to call these documents confidential. These files will be maintained on-site for 10 years and then sent to Records Storage for 15 years. At that time they must remain confidential if sent to the Historical Society, or shredded if they will be destroyed. Any requests to review this information must have AQD approval. = 25 yrs

	Contracts and Agreements: Contracts and agreements, real estate leases, cost-sharing agreements/amendments, loans contracts, interagency agreements, outgoing grant agreements and Joint Powers agreements.

	
	CONT-1 Contracts and Agreements

· Records managed in the process of administering and tracking contracts and agreements including invoice tracking, project budget sheets, correspondence, etc.

· Executed contracts and agreements, cost-sharing agreements/amendments, loans contracts, interagency agreements, outgoing grant agreements, and Joint Powers agreements.

· Records relating to Real Property leased and equipment leased by the Agency.
	P
	
	
	84-436 5 WQ Director's Office Contract File - contracts implemented by the WQ Div. (Hard copy) = 15 yrs

81-149 3 Compliance & Enforcement Contract Files - consultant contracts = 10 yrs

84-436 9 Enforcement Contract Files - consultant contracts (hard copy) = 10 yrs

95-305 34 Inspection maintenance/indirect source contracts and work orders , I/M contracts and work orders only = P

	
	CONT–2 EPA MOUs

· EPA memorandums of understanding (MOUs).


	P
	
	
	

	Correspondence

	
	CORR-1 Correspondence
· Correspondence that documents communication to/from or within the Agency. Includes correspondence received via e-mails. The correspondence documents agency activities or has documentary or evidential value, therefore, it is considered record correspondence.  See NONR-1 Non-record correspondence for non-record correspondence including transmittal letters, routine requests or quasi-official notices.
The record is classified under the retention series that relates to the business function and activity for which is the purpose of the correspondence.  For example, record correspondence received as part of a permit process would be classified under PRMT-1 Permitting Records.
	Per Record Series that relates to the business activity for which is the purpose of the correspondence
	
	
	

	Education: Records related to Agency-provided or facilitated training and education activities.

	
	EDUC – 1 Curricula
· Curricula.  Instructional materials, related to teaching and learning within a particular subject area. These may include lesson plans, audio-visual materials, teacher guides, textbooks, etc.
	10 yrs
	
	
	

	
	EDUC – 2 Internal Consulting
· Internal Consulting. Records documenting educational consulting to business units within the agency (e.g. meeting notes, work products, etc.). Also includes customer surveys.
	10 yrs
	
	
	

	
	EDUC – 3 Education-related Surveys
· Education-related surveys in including questionnaires, data analysis and reporting.
	10 yrs
	
	
	

	
	EDUC – 4 Training and Events
· Training event planning and coordination including schedules, rosters, syllabi, course materials, evaluation forms, etc.
	10 yrs
	
	
	

	Environmental Program Management: Records associated with the management of Agency Programs. The Agency has a variety of programs designed to help protect Minnesota's environment. The MPCA Citizens’ Board sets agency policy and direction and takes action on certain other significant or controversial issues. By statute, the Commissioner directs the daily work of the agency's staff.

	
	ENPM -1 Citizen’s Board Process

· Documents associated with the processes of the Citizen's Board including documents submitted to (e.g. Board Items) or generated by the Board (e.g. record of decision) and documents associated with the facilitation of the Board meetings (agendas, minutes, etc.).
	P
	
	
	95-304 4 AQ Manager's office/Administrative Files. Board items and committee items are the main item in this group. (This item is being duplicated by the MPCA Board Secretary.) "I will give my duplicate copies to the Board Secretary for her review on a yearly basis. Once she has reviewed and taken what she may need, we will recycle all duplicates. The Board Secretary archives all board and committee items. Formerly Item No. 3 on schedule 81-148 = 3 yrs

84-436 4 Division of WQ Board Hearing Agenda Items - items relating to monthly board meetings of the MPCA board (Hardcopy) = 8 yrs Archival=Yes
94-89 1 Citizen's Board Meetings Audio Tapes. Original audio tapes from the MPCA Citizen's Board Regular, Special and Committee Meetings. The records from 1968-8/193 are on reel to reel tapes. The recordings from 9/1983 to present are on cassette tapes. These recordings began in 1968 and are collected monthly. = P

89-159 5 Division Agency Board Agenda Item file - documentation of monthly agenda items pertaining to superfund, solid waste issues, groundwater issues, and other major issues within the GW/SW Division. = 15 yrs Archival=Yes

	
	ENPM -2 Citizen’s Board Webcasts
· Citizen’s Board Webcasts. 6 months Webcasts will be posted to the agency’s website for two months. The MPCA does not intend that the webcasts will be part of the formal record of Board proceedings. The MPCA’s current official Board record, consisting of minutes, audio recordings, copies of board items and board resolutions, will continue to serve as the official record.
	6 months
	
	
	

	
	ENPM-3 Proposed Legislation

· Records created by the Agency for the purpose of proposing legislation. They contain research information on proposed legislation, summaries, estimated cost reports, impact statements, and other information documenting the proposed legislation.
	5 yrs
	
	
	95-305 36 Air Toxics/legislative reports = 10 yrs Archival=Yes

	
	ENPM-4 Program Development, Administration and Operational Reporting

· Records documenting program development activities. Including strategic plans of the agency, strategic plans of specific programs, monthly/quarterly plans, decisions, reports, etc. Records created by agency administration to document the research, creation and application of agency programs, policies and procedures. May include correspondence, policy and procedure case files, and executive files document leadership roles and decision making processes.

· Business records generated in the daily processes of administering programs including guidance, technical memos/comments on program issues, etc.

· Business operational reporting including quarterly management review, dashboards, quarterly performance reports etc.


	P
	
	
	81-149 13 Compliance & Enforcement tracking files - documents relating to the administration of the state enforcement program = 10 yrs

91-123 4 Ground Water Files - documents relating to ground water protection; rules on solid and hazardous waste management and disposal; ambient ground water quality monitoring; ground water impacts from past unregulated and current unpermitted solid waste disposal sites; underground injection control; and ground water management needs.  Included are internal and external correspondence and supporting documents relating to the above programs. = 18 yrs Archival=Yes
91-134 1 Waste Tire Management Files - documentation pertaining to waste tire management and supporting documentations.  This series includes documentation pertaining to waste tire rules, general correspondence, waste tire feasibility studies, annual waste tire reports, inactive permit files, tire dump abatement contracts, inactive grant/loan applications, enforcement documents, and county programs for waste tire management. = 16 yrs Archival=Yes
81-149 2.5 International Joint Commission File = 10 yrs Archival=Yes
81-149 29 Subject Files - water quality permit program information (non-reference) including extensive permit program history (Hardcopy)  = P Archival=Yes
81-149 30 Subject Files - water quality permit program information (non-reference) including extensive permit program history (Microfilm copy) = P

81-149 32 Planning reports file - reports regarding planning of water quality programs including correspondence and supporting papers = P Archival=Yes
81-149 35 Non-Point Source topics - documentation dealing with nonpoint source (point source is water discharged from a definite point to a definite point in a stream) discharges into waters of the state = P Archival=Yes
81-149 36 Administrative Materials - documents necessary to administer the Planning Section's programs = P

81-149 37 Regional Dev Commission (RDC) 208 Committee file - documentation for coordinating the work of the RDC Committee = P

81-170 1 Documentation of Regional Directors' operations and activities = 5 yrs Archival=Yes
81-29 2 Unit Operations (e.g., Agency memos, inquiries, budget data, etc) = 4 yrs Archival=Yes
81-37 3 International Joint Commission Subject File = 2 yrs Archival=Yes
81-39 10 Abandoned Motor Vehicle Program = P Archival=Yes
81-39 11 Packaging Program = P Archival=Yes
81-39 13 Motor Vehicle Wastes Program = 4 yrs Archival=Yes
83-91 2 Hazardous Waste Siting Program = P Archival=Yes
84-436 58 Subject Files - water quality permit program information (non-reference) including extensive permit program history (hard copy) = 15 yrs Archival=Yes
84-436 59 Subject Files - water quality permit program information (non-reference) including extensive permit program history (Microfilm copy) = P

84-436 68 Program Plan, program plan guidance and 106 supplemental funds file - MPCA 106 program plans (hardcopy) = 7 yrs Archival=Yes
87-117 3 Solid Waste Files - documents relating to solid waste management; rules and policies for land disposal; and establishing a system for financial assurances for closure, postclosure, and remedial actions at disposal sites. Included are internal and external correspondence and supporting documents relating to the above programs. = 7 yrs Archival=Yes
88-172 1 HW Director's Office Administrative Files - This series contains information related to MPCA programs such as budget supporting documents; hazardous waste grants; interfacing memos and correspondence with MPCA divisions, federal entities, legislature, and other organizations. These files include applications, reports, contracts, and correspondence. The purpose of this series is to provide working files for the Division Director and the Assistant Div. Director. Other copies may exist in the other divisions and/or Administrative Services. = 23 yrs Archival=Yes
89-159 3 Division Director's Files - documentation of data relating to the administration of the GW/SW Division. Included are interfacing memorandums and correspondence with Agency Board, other agency divisions/offices, federal entities, legislature, other professional organizations, and other state agencies; information relating to the budget; policies/procedures through out the agency; program information. = 15 yrs Archival=Yes
91-128 3 Solid Waste Correspondence - system is set up by city, county, state, company, industry or miscellaneous categories. These are not permitted facilities. Correspondence is past documentation of disposal activities or future reference points for other projects or sites. Materials are originals and duplicates; no other copies available. Materials also include past budget activities for the section, past history of employees of the section and miscellaneous other topics. = 21 yrs Archival=Yes
91-163 1 Hazardous and Used Oil Files - documents pertaining to regulatory programs for hazardous waste rules and used oil. Included are internal and external correspondence and supporting documents relating to the above programs. = 7 yrs
91-163 2 Lead Program Files - documents relating to problems of soil lead in regards to uptake by elevated blood-levels in children. Included are supporting documents relating to the lead program. = 7 yrs
95-304 2 NSR/SIP (new source review/state implementation plan) policies (from EPA). Items 1-52 (additional NSR/SIPs come in yearly which will increase the NSR/SIP end number) NEW = P

95-305 3 PD Unit/State Implementation Plan (SIP) Central Files (master copy) formerly #7 on Schedule 81-148, superseded by 88-264) = P Archival=Yes
95-305 35 Air Toxics/National Emission Standard for Hazardous Air Pollutant Sources (NESHAPS) health-based reviews and guidance documents = 10 yrs
95-305 38 Air Toxics/Environmental Monitoring Studies and Guidance Documents = 10 yrs Archival=Yes
96-140 2 Advisory Council/committee files (old #6 and 7) - a) Market Development Coordinating Council, Waste Education Coalition, Pollution Prevention Task Force, Solid Waste Management Advisory Council, Metropolitan Waste Management Advisory Council, Hazardous Waste Management Planning Council; b) these files exist to maintain the records of these councils/committees, i.e., agenda, minutes, monthly mailing packets and related files; c) no form #s used; d) originals are kept in the file. = 5 yrs Archival=Yes
95-305 1 Support/Air Quality PD Correspondence Journals = 2 yrs

84-436 1 Director's Office Correspondence File - Correspondence received and sent by the Director of the Division of Water Quality (Hardcopy) = 7 yrs Archival=Yes
84-436 2 Director's Office Correspondence File - Correspondence received and sent by the Director of the Division of Water Quality (Microfilm copy) = P Archival=Yes
81-39 4 Journal of Chronological Solid Waste Division Correspondence = 4 yrs Archival=Yes
95-310 1 Air Quality Division Journals (formerly items #1a, 1b, 1c on schedule 88-261).  Journals are kept onsite in paper form for 2 years.  After which they are destroyed as duplicate copies of journals items are found in correspondence and permits files which are kept permanently. = 2 yrs

84-390 2 Metropolitan Area Counties Files = 33 yrs Archival=Yes
95-311 1b Correspondence files – microfilm = P

95-311 1c Correspondence files - microfilm (original copy stored at State Records Center) = P

96-140 5 Correspondence Files - (a Director's files, administrative files, general files b) general day to day files from OEA and including files from the Director's office c) no forms used d) incoming letters have originals kept in file, responses have duplicates = 7 yrs Archival=Yes
95-304 1 AQ Manager's Office Subject and Correspondence File = 5 yrs Archival=Yes
81-37 1 Correspondence - Executive Director (Commissioner) = 4 yrs Archival=Yes
81-149 1 Director's Office Correspondence File - Correspondence received and sent by the Director of the Division of Water Quality = 10 yrs Archival=Yes
81-149 20 Subject File - correspondence and supporting documents from various state and federal agencies and the general public regarding Surface & Groundwater policies.  Also responses to the various agencies and the general public. = P Archival=Yes
84-436 51 Dredge and Fill Correspondence file - correspondence pertaining to the dredge and fill program (hardcopy) = 10 yrs Archival=Yes
81-170 2 Documents, records and correspondence related to Agency responsibilities conducted at Regional Levels (Regional offices). = 5 yrs

81-37 2 Correspondence - Deputy Executive and Assistant Director (Deputy and Assistant Commissioner) =  4 yrs Archival=Yes
87-294 29 Subject files - Correspondence and supporting documents from various state and federal agencies and the general public regarding Program Development (formerly Monitoring and Analysis) policies. Also response to the various agencies and the general public (hardcopy). = 15 yrs Archival=Yes

	Environmental Review: Environmental review looks at how a proposed project could potentially affect the environment and ways to avoid or minimize impacts before the project is permitted and built. Environmental review may consist of an Environmental Assessment Worksheet (EAW) or an Environmental Impact Statement (EIS).

	
	ENRV-1 Citizen Petition and Agency Orders

· Citizen petitions and Agency orders for conducting an Environmental Review and the results of the applicability determination. Note: Board documents are classified under Environmental Program Management/Citizens’ Board.
	30 yrs
	
	
	

	
	ENRV-2 Environmental Assessment Worksheet
· Environmental assessment worksheet documents (prepared by the Agency or outside party) including the EAW and attachments, findings of facts and appendices. Note: Board documents are classified under ENPM -1 Citizen’s Board Process. 
	Permanent
	
	
	

	
	ENRV-3 Environmental Assessment Notes and Mailing List
· Environmental assessment worksheet file notes and mailing lists.
	10 yrs
	
	
	

	
	ENRV-4 Environmental Impact Statement
· Environmental Impact Statement documents including scoping, draft, final and all other associated documents. Note: Board documents are classified under Environmental Program Management/Citizens’ Board.
	Permanent
	
	
	91-161 1 Environmental Impact Statement Project files - environmental assessment worksheet project files, project development reports (agency memos, inquiries, etc.) = 25 yrs Archival=Yes

	
	ENRV-5 Environmental Impact Statement Contracting Documents
· Requests for Proposals and Qualifications, consultant proposals, selection process documents, invoicing and deliverables schedule.
	3 yrs
	
	
	

	
	ENRV-6 Third Party Review
· Third Party Review. Records generated as part of a review where the MPCA is not the Responsible Government Unit. The review process substitutes for any EAW or EIS required for specific qualifying projects.
	5 yrs
	
	
	

	Grants Incoming: Records relating to the process of obtaining and managing grants received from outside entities (mostly EPA). 

	
	GRIN – 1 Non-Superfund Grants

· Agency wide. Records relating to Agency's overall eligibility and suitability to receive incoming grants. Includes such records as the Annual Certification Package, Federal Cash Transaction Report and Indirect Cost Proposal.

· Grant or loan application and associated documentation required for submission (also known as the application packet). Also includes applications for amendments.

· Records received from the granting organization documenting the award or rejection of the application and the Agency's acknowledgement of the award or rejection. Includes Assistance Agreement/Cooperative Agreement, rejection letter and acceptance cover letter. Records documenting the official award or rejection of a grant or loan.

· Records documenting the close-out of the grant project. Includes close-out form, close-out package and final reports.

· Correspondence documenting communication to/from or within the Agency. Includes major correspondence including correspondence received via e-mails. The correspondence significantly documents program activities or has documentary or evidential value. See Communications/Information Correspondence for non-record correspondence including transmittal letters, routine requests or quasi-official notices.

· Reporting required under the Grant agreement (e.g. interim and final grants reporting) or required by the granting organization including financial status reports, MWBE reports, technical reports, etc.
	5 yrs after grant end date
	
	
	81-149 19 Lake Restoration file - documents related to lake restoration and grant applications regarding restoration projects = P Archival=Yes
84-436 6 WQ Program Plans and Grants (106) - objectives and activities to be accomplished over a specific FY including grant documents (hard copy) = 25 yrs Archival=Yes
94-146 4 LUST CA Applications: This series of files contains the MPCA's LUST cooperative (grant) applications to the US EPA and accompanying documents such as workplans and various attachments, cover letter, federal applications forms, budget attachment, single submission letter, etc. Also included in this series are the Financial Status Reports (FSRs), quarterly reviews and year-end reviews. The purpose of these files is to provide documentation on the LUST CA awards received from the US EPA. The original applications were to the US EPA. These files are copies. Portions of this series may exist in other places but this is the only complete set. = 21 yrs

81-149 38 Planning Grants File - documentation regarding non-point water quality financial and administrative management = P

95-304 3 EPA 105 air Grant. This item is being duplicated in our fiscal department. Our fiscal department keeps EPA grant information indefinitely. We will provide them with copies of the application and awards to insure they have complete copies of everything and recycle the rest. NEW = 2

84-436 8 WQ Director's Office Grants file - documents relating to 205(g), 205(j) and 104 grants (hard copy) = 25 yrs Archival=Yes
02-073 9 Cost Documentation for Federal Environmental Protection Agency Grants = Permanent unless/until the EPA gives written approval to dispose of documents.

	
	GRIN – 2A

Superfund-related Grants

· Grant or loan application and associated documentation required for submission (also known as the application packet). Also includes applications for amendments.

· Records received from the granting organization documenting the award or rejection of the application and the Agency's acknowledgement of the award or rejection. Includes Assistance Agreement/Cooperative Agreement, rejection letter and acceptance cover letter. Records documenting the official award or rejection of a grant or loan.

· Records documenting the close-out of the grant project. Includes close-out form, close-out package and final reports.

· Reporting required under the Grant agreement (e.g. interim and final grants reporting) or required by the granting organization including financial status reports, MWBE reports, technical reports, etc.
	3 years following the submission of the Final Financial Status Report, or until any litigation, claim or audit, started prior to the expiration of the three-year period, are completed and all issues have been resolved
	40 CFR Part 31.42
	
	

	
	GRIN – 2B

· Close-out letter associated with a Superfund grant.


	10 yrs
	
	
	

	Grants Outgoing and Loans: Records related to Agency-issued grants, loans and other financial assistance for environmental projects in Minnesota. Note: Contracts are classified under “Contracts and Agreements”.

	
	GROT- 1

· Grant or loan application and associated documentation required for submission (also known as the application packet). Also includes applications for amendments.

· Records produced from audits including site visit documentation, presentations of results, audit findings and associated photos.

· Records received from the granting organization documenting the award or rejection of the application and the Agency's acknowledgement of the award or rejection. Includes Assistance Agreement/Cooperative Agreement, rejection letter and acceptance cover letter. Records documenting the official award or rejection of a grant or loan.

· Records associated with the evaluation and selection of a grant or loan recipient.

· Reporting required under the Loan or Grant agreement (e.g. interim and final grants reporting) or required by the granting organization including financial status reports, MWBE reports, technical reports, etc.
	5 yrs after grant end date or last payment received for loans.
	
	
	84-592 2 Hazardous and Solid Waste Management Program Grant Support = 4 yrs Archival=Yes
84-436 7 208 WQ Management Planning - documents relating to the implementation of 208 WQM which includes contracts, grants, reports, correspondence, agency reports, state WQM plan (Hard copy) = 15 yrs Archival=Yes
87-63 33 Grants File - documentation used in the administration of the construction grants program (hardcopy) = 34 yrs

94-136 3 Solid Waste Processing Facility Capital Assistance Grant Program (CAP)/Demonstration Project Grant and Loan Program (Demo Grant). System is set up by applicant. File contains correspondence, pre and final applications, all review documents, approval documents and copy of grant agreements and loans as awarded. Materials are originals and duplicates; no other copies are available except for grant agreements and loan agreements which are held by Admin. and Finance Depts. = 45 yrs

84-592 1 Hazardous Waste Grant Files (EPA) = 4 yrs Archival=Yes
96-140 4 Loan Program (old #5) - a) Capitol Assistance, Market Development b) maintain loan files from all loan applicants - non financial c) non used other than contract form d) OEA and Dept. of Admin = 7 yrs

94-136 10b Environmental Solid Waste Testing Grants Program (test grants): file contains correspondence, pre and final applications, all review documents and copy of grant agreements as awarded. Materials are originals and duplicates; no other copies are available except for grant agreements and loan agreements which are held by Administration and Finance = 35 yrs

84-436 34 Grants File - correspondence generated within the process of administering the program (microfilm) = P

94-136 10a Roadside Litter Grant: Complete bound file for each project, includes correspondence, application and grant agreements. Materials are originals and duplicates; no other copies are available except for grant agreements held by Admin, Finance and file. (This program is no longer active) = 30

81-39 12 Waste Management Manpower Development and Training Program Grant (EPA) = 4 yrs Archival=Yes
83-91 9
Consultant Office files = P Archival=Yes
84-436 36 Tabulation bids for construction grant program - bid sheets completed for construction of wastewater treatment plants (microfilm) = P

96-140 3 Grants Program (old #10) - a) Waste Education, Market Development, Waste Prevention, Pollution Prevention, Solid Waste Separation, Capital Assistance, Sustainable Communities, Development for Market for Recyclable and Problem Materials; b) maintain grant files from all grants applicants - non financial; c) none used other than contract form; d) OEA and Dept. of Admin = 7 yrs

84-436 37 Project List, Priority schedule and hearing - documents relating to the above items (microfilm) = P

06-047 12 Grant contracts and related documents = 6 yrs

94-146 3 LUST Multi-site Contract RFP's - This series of files contains responses to the MPCA's Request for Proposal for Remediation Investigation/Feasibility Study/Removal Measure Design at Tanks Release Sites throughout the State of Minnesota. The purpose of these files is to provide documentation on which firms responded to the agency's request. The MPCA is required to keep these documents pending a federal audits described in the LUST grant agreement. These files are originals and are the MPCA's only copy. = 21

84-390 4 Resource Recovery Grant-in-Aid Program = 35 yrs Archival=Yes
94-136 10c Solid Waste Separation Grant Program (low tech): file contains correspondence, pre and final applications, all review documents and copy of grant agreements as awarded. Materials are originals and duplicates; no other copies area available except for grant agreements and loan agreements which are held by Admin. and Finance. = 35 yrs

	Human Resources: Records related to the management of employees. Including hiring, compensation, discipline, performance reviews, leave records, etc.

	
	HURE- 1 Employment Records

· Records documenting position and classification specifications. Includes position descriptions and addendums, hay process documents, etc.

· Records documenting salary/wage/compensation history, adjustments and changes. Includes adjustment forms, position rate changes, previous State service form, overtime liquidation, retroactive pay, etc.

· Records related to the participation or sponsorship of staff in professional associations, societies, and related groups.

· Records of staff disciplinary actions (e.g. reprimand, suspension, demotion, discharge).

· Records documenting staff employment history with the Agency. Includes records relating to the hiring process (including employment advertisement and the application procedure), promotions, reallocations and resignations. Also includes records documenting contact information, established work hours/schedule and telecommuting authorization.

· Records documenting the establishment, maintenance, tracking and reporting on employee participation in available benefit programs (e.g. insurance).

· Records related to workers represented by a labor union (Union records, grievance, strike plans, etc.).

· Employee leave records including sick leave, vacation, jury duty, military leave, education, etc.

· Records documenting retirement and associated benefits.
	Per Statewide Human Resources Schedule
	
	
	81-147 5 Personnel Management = in accordance with general retention schedule.

81-169 2 Position Personnel Files – Records = in accordance with general retention schedule for personnel records

81-38 2 Solid Waste Divisional Personnel Files = In accordance with general retention schedule for personnel

96-140 7 Personnel Documents - using the general records retention schedule =  4 yrs

	
	HURE-2 Performance Evaluations

· Records documenting routine assessments of an employee's performance, consequent actions and achievement recognition. Including performance evaluations, letters of recognition/achievement, appointment to committees/task force, letter of expectation/workplan, etc.
	Per Statewide Human Resources Schedule
	
	
	

	
	HURE-3 Health and Safety

· Records relating to the health and safety of Agency staff (e.g. medical monitoring, accident reports, Agency building inspection reports, etc.).
	Per Statewide Human Resources Schedule
	
	
	

	
	HURE-4 Staff Training and Education

· Records of training and education completed by employees that is mandated, sponsored/subsidized or obtained for professional development. Includes transcripts, attendance records, certificates of completion, continuing education documentation, etc.
	Per Statewide Human Resources Schedule
	
	
	

	Information Technology: Records associated with the development, installation, implementation and management of computer systems and applications.

	
	TECH-1 IT Systems and Networks
· Records identifying the IT systems and networks required to perform the Agency's mission and the transitional processes required to implement comprehensive programs to support that mission. Contains records related to documentation of systems and individual projects designed to provide and support new IT infrastructure, systems, and services.
	25 yrs
	
	
	

	
	TECH-2 IT Governance
· Records maintained by committees, boards, task forces, conferences, or other IT advisory, governing, or policy bodies for which the CIO has designated sponsorship, leadership, or recordkeeping responsibilities. IT Legal and Regulatory Compliance Records and Intra-Agency and Internal Committees.
	5yrs
	
	
	

	
	TECH-3 IT Operations Records, Oversight and Compliance Files
· Computer/asset inventory. Standard configurations information. IT Customer Service Files. IT Facility, Site Management, and Equipment Support Services Files. Phone diagrams. Warm Site, WAN, LAN, wiring closets, etc Files Relating to the Creation, Use and Maintenance of Computer Systems, Applications, or Electronic Files. Telephone Use Files.
	5 yrs
	
	
	

	
	TECH-4 IT Program Planning
· Records relating to the development of Agency IT programs. Included are records that document Agency-wide IT goals; specify milestones to be achieved; identify performance measures for the Agency's IT portfolio; or summarize the underlying principles and approach by which the Agency will plan for and manage its IT resources. Includes project plans, application development, Help Desk measures, licensing, maintenance fees (Agency planning for IT investments).
	5 yrs
	
	
	

	
	TECH-5 IT Project Planning and Implementation
· Information Technology project planning and implementation.
	5 yrs
	
	
	

	
	TECH-6 Security of Systems and Data 
· Consists of records related to maintaining the security of systems and data, including the following types of documents: computer technical manuals, continuity of operations plans, disaster exercise evaluations and recovery plans, risk surveys, security plans for IT infrastructure, vulnerability assessments and studies, risk management analyses, security directives, security policy analyses, and virus handbooks.
	Destroy 1 year after system is superseded
	
	
	

	
	TECH-7 Computer Security Incident Handling, Reporting, and Follow-up Records
· Consists of records related to the handling of computer security incidents, reporting and follow-up activities, including reports and documentation of Web site defacement; security hacks, break-ins and failures; improper usage by staff; and virus threats.
	Destroy 3 years after all necessary follow-up actions have been completed.
	
	
	

	
	TECH-8  Temporary Data Files
· Temporary data files consisting of summarized information and downloaded and copied data.
	6 months
	
	
	

	
	TECH-9 IT Backup
· Backup of computer systems for disaster recovery/business continuity 
	28 days for GIS, OnBase and Microsoft servers (including file servers)

14 days for e-mail
	
	
	

	Legal: Legal document associated with both litigation and non-litigation activities. Litigation documents include such items as depositions, opinions, subpoenas, potentially responsible party search etc. Non-litigation documents include easements, restrictive covenants, institutional controls, memo of understanding for confidentiality, statute and rule interpretations, etc.

	
	LEGL-1 Litigation

· Document associated with litigation activities including court records, appeals, subpoenas, depositions, etc. Also includes copies of legal interpretations of the Attorney General's office written at the request of an agency asking for guidance in enforcing, obeying, and/or interpretation of the law. The Attorney General's office maintains the record copy of all official opinions.
	50 yrs
	
	
	

	
	LEGL-2 Non-Litigation

· Legal documents not associated with a litigation action. Includes documents such as easements, restrictive covenants, access agreements and attorney opinions (not associated with litigation).
	P
	
	
	

	Library Reference: Documents retained for reference and informational purposes which are not part of any other official files.

	
	LIBR-1 Externally Generated Library Reference

· Externally generated. These are documents retained strictly for reference and informational purposes which are not part of any other official files. They include copies of reports, studies, special compilations of data, drawings, periodicals, books, clippings, extra (non-record) copies of policy and procedure files, brochures, catalogs, vendor price lists, and publications prepared externally.
	10 yrs
	
	
	81-168 1 Library Operations = 2 yrs

84-436 30 DNR Lake Sounding Maps - lake maps (microfilm) = P

	
	LIBR-2 Internally Generated Library Reference

· Internally generated. These are documents retained strictly for reference and informational purposes which are not part of any other official files. They include copies of reports, studies, special compilations of data, drawings, brochures, and publications prepared internally.
	P
	
	
	

	Licensing and Certification: Records documenting licensing and certification processes. The Agency issues licenses and certifications for certain regulated occupations and businesses.

	
	LCNS-1

· Documents associated with the application process including application submittal documents and review and approval documents.
	20 yrs
	
	
	

	
	LCNS–2

· Actual certificates and licenses.

· Documents for required examination/testing related to licensing and certifications.

· Records documenting registrants, licensees and certified entities.  Includes databases used to track registrants and generate lists.

· Training records associated with licensing.

· EPA ID Numbers
	20 yrs
	
	
	81-149 43 Industrial Wastewater Treatment Facility Tax Certification Files - applications for industrial wastewater treatment facility tax certification = P

91-18 2
Discontinued Cert. of Exemption Files - these file contain papers relevant to the PCB certificate of Exemption program. The companies in these files no longer have any PCB equipment or waste. These are the only original at the Agency. These files contain photographs and slides, correspondence and annual reports of PCB. = 21 yrs Archival=Yes
84-436 38 Operator Training & Certification Records - records of wastewater treatment facility operators, landfill operators, inspectors, and on-site certification (hardcopy) = P

95-309 1 Asbestos Contractor Files - asbestos files are filed alphabetically by year and maintained by AQD Asbestos staff. Files will be kept on-site for 4 years after which they will be sent to records storage for 10 years. Files of contractors that have gone out of business will be sent to records storage with yearly files as the AQD learns of their status. = 14

84-436 53 Polychlorinated biphenyls (PCB) Certificate of Exemption File - certificates for each municipality of industry granted exemption from the law prohibiting ownership, use, or selling of PCB. And certificates for major and/or controversial nature (hardcopy) = 10
05-086 1 EPA ID Notification Files - documents pertaining to the issuance or updates of Identification Numbers (EPA Identification Numbers) for regulated activities under the hazardous waste program. Included are internal and external correspondence and supporting documents related to a particular Identification Number and the notification process. = 50 yrs

	Permitting: Records documenting the permitting process. The permitting process is an integral part of regulations and regulatory compliance. A permit is a legal document that describes how a facility is to meet regulations. It contains legal conditions that are enforced by either or combination of the state, federal and local governments.

	
	PRMT-1 Permitting Records

· Permit application and required associated documents submitted to the Agency. Agency records associated applicant correspondence documenting the approval or denial for permit applications.

· Records generated during permit development and issuance processes. Includes records documenting review, calculations, meeting/phone logs, notes, permit drafts and final permit.

· Standards review.  Records documenting the review of data for establishing standards for permits.

· Records documenting the termination of a permit.
	P
	
	
	84-436 50 Dredge and Fill Files - activities file (hardcopy) = 10 yrs Archival=Yes
81-149 39 Sludge File - description of sludge disposal practices = P

84-436 67 Industrial Project Files - industrial plans and specs, approvals and miscellaneous supporting documents (hardcopy) = 12 yrs Archival=Yes
84-436 46 Plans - Industrial, cities and Counties (microfilm) = P

81-149 41 Industrial Facilities Pretreatment Program Application - documents related to the development of the municipal pretreatment ordinance = P

84-436 52 Dredge Files - correspondence and activities file pertaining to the dredge and fill program (microfilm) = P

95-305 27 Inspection maintenance/tax exempt files = P

89-116 62 Aboveground Tank Storage Files - This series of files contain information relating to the aboveground liquid storage facilities. These files include general correspondence, permit applications, permits and technical documents. The purpose of these files is to provide documentation of the MPCA's aboveground permitting program. This file is the MPCA's only file for the aboveground liquid storage facilities. = 30 yrs

81-149 33 Mineland file - documents regarding mineland management practices including correspondence and related information = P Archival=Yes
81-149 47 Land Application Files - documentation regarding the land application of wastewater as treatment = P

84-436 57 NPDES/SDS - major and controversial (selected on the basis of the amount of flow or by the controversial nature (microfilm) = P

91-59 23 HW permit applications/correspondence - this series contains copies of hazardous waste permits including all relevant attachments and final additions of the Part B permit applications. This information details the conditions by which the facilities are operated, closed, and maintained after closure. Each permit and/or permit application is identified by facility name and USEPA ID number. There is one original and one copy of each permit. = 41 yrs Archival=Yes
84-436 56 NPDES/SDS permits - major and controversial (selected on the basis of the amount of flow or the controversial nature) permits for municipalities or industries to discharge treated wastewater into waters of the state (hard copy) = P

84-436 55 NPDES/SDS permits - major and controversial (selected on the basis of the amount of flow or the controversial nature) permits for municipalities or industries to discharge treated wastewater into waters of the state (Microfilm copy) = P

94-146 2 UST Program Development/Notification - this series of files contain information relating to the underground storage tank rules, grant applications, and notification of tank owners. The files include, general correspondence, grant applications, supporting documents to the MPCA rules and notification forms. = 30 yrs

88-68 1
Solid Waste Permit Files - Form PQ-00333-01 or PQ-00335-01 are submitted to apply for a permit to operate a solid waste landfill, demo landfill, industrial landfill, or transfer station. After permit is issued, chronological data is kept on correspondence transmitted back and forth to permittee, inspection, reports, enforcement actions. These documents are originals and duplicates. The office and field plans are blueprints of the facility. 1a. Correspondence, 1b. Office Plans, 1c. Field Plans = 70 yrs

81-149 12 AMAX Inc. & Reserve Mining Co. - documents relating to Reserve Mining and AMAX projects = P Archival=Yes
84-436 43 R-Files - Engineering Reports (microfilm) = P

87-63 54 NPDES/SDS permits - permits for municipalities or industries to discharge treated wastewater into waters of the state (HARDCOPY) = 33 yrs

95-311 2a Permit Files: facility files that contain information regarding the permitting of a given facility. They are stored by AQD number.= until 1 year after permit expiration; then microfiched and recycled

83-421 21 Non-Generators File = P Archival=Yes?
81-148 9 AQ/Enforcement Section Open Burning Permits - Control File = 1 yrs

84-390 5 Open Dump Inventory Files = 35 yrs Archival=Yes
87-63 42 R-Files - Engineering Reports (hardcopy)  = 26 yrs

87-63 40 Land Application Files - documentation regarding the land application of wastewater (hardcopy) = 30 yrs

87-63 39 Sludge File - description of sludge disposal practices (hardcopy)
= 30 yrs

81-149 16 Metropolitan Waste Control (MWCC) Files - documents from the 1976 interceptor inspection variance hearing and from the 1977 NPDES hearing, both for the MWCC = P Archival=Yes
87-63 20 Metropolitan Waste Control (MWCC) Files - documents from the 1976 NPDES (hardcopy) = 21 yrs Archival=Yes
87-63 17 AMAX Inc. & Reserve Mining Co. - documents relating to Reserve Mining and AMAX projects = 33 yrs Archival=Yes
87-209 65 Sanitary Sewer Extension permits - sanitary sewer extension permits, letters of transmittal, applications and related correspondence (hard copy) = 15 yrs

95-305 28 Inspection maintenance/extension and exemption certifications (database) = P

84-436 45 Metro and MWCC specifications - specifications regarding the above sites (microfilm) = P

95-305 22 Inspection maintenance/indirect source permits and factsheets = P

84-436 49 Feedlot permit files - files for each feedlot owner that applied for approval to expand or alter his facility (this is the duplicate copy in case file copy is lost) (hardcopy) = 6 yrs

84-436 47 Specifications - documentation used in administering the Construction Grants program (microfilm) = P

95-305 24 Inspection maintenance/fleet permit and application, fleet permit only = P

84-436 48 Feedlot permit files - files for each feedlot owner that applied for approval to expand or alter his facility (this is the file copy for everyday reference) = P

81-149 22 Feedlot permit files - files for each feedlot owner that applied for approval to expand or alter his facility after 1-1-80 = P

81-38 4
Requests for not disclosing confidential data of industries and individuals dealing with hazardous waste industrial products pursuant to MPCA-10 (Agency Rules of Procedure) = P

88-67 1 Operation and Maintenance Manuals (MWT) - Municipal Wastewater Treatment = 30.5 yrs

88-225 7 County Solid Waste Management Plans - counties in State submit solid waste management plans. Plans describe current and future options for disposal of solid waste. Consists of a report and comments from MPCA approving report. These are originals; no other copies available. = 16 yrs Archival=Yes
81-149 21 Feedlot permit files - files for each feedlot owner that applied for approval to expand or alter his facility before 1-1-80 = P

84-436 64 Industrial Wastewater Treatment Facility Tax Certification Files - applications for industrial wastewater treatment facility tax certification = 7 yrs

81-149 42 Liquid Storage Site Permits - reviewed plans and specs for liquid storage site safeguards = P

84-436 63 Liquid Storage Site Permits - reviewed plans and specs for liquid storage site safeguards (microfilm) = P

95-305 29 Inspection maintenance/correspondence from citizens = 3 yrs

95-305 26 Inspection maintenance/fleet correspondence = 3 yrs

87-63 56 NPDES/SDS permits - major and controversial (selected on the basis of the amount of flow or the controversial nature) (hard copy) = 35 yrs Archival=Yes
95-311 2b Permit files – microfilm = P

81-149 28 NPDES/SDS permits - major and controversial (selected on the basis of the amount of flow or the controversial nature) permits for municipalities or industries to discharge treated wastewater into waters of the state (Microfilm copy) = P

81-149 27 NPDES/SDS permits - major and controversial (selected on the basis of the amount of flow or the controversial nature) permits for municipalities or industries to discharge treated wastewater into waters of the state (HARDCOPY) = P

95-311 2c Permit files - microfilm (original copy stored at state Records center) = P

81-149 23 Dredge files - permits and/or certifications for dredging or filling of wetlands = 4 yrs Archival=Yes
88-22 54 NPDES/SDS permits -permits for municipalities or industries to discharge treated wastewater into waters of the state (hardcopy) = 25 yrs Archival=Yes
95-311 4 Permit Application File: facility files containing permit applications and any action letters. These are stored by AQD file number = 5 yrs

84-436 60 Pretreatment Files - permits section documents related to the administration of the pretreatment of industrial waste by the industry to ease the load on the municipal treatment facilities (hardcopy) = 5 yrs

84-436 61 Pretreatment Files - permits section documents related to the administration of the pretreatment of industrial waste by the industry to ease the load on the municipal treatment facilities (microfilm) = P

88-22 18 NPDES/SDS Termination Files - information relating to permittees who terminate their discharge (hardcopy) = 6 yrs

84-436 19 Enforcement Correspondence/Termination Files -information relating to permittees who terminate their Discharge – Microfilm = P

	
	PRMT-2 Registration Records

· Registration. Records documenting the enrollment, processing and maintenance of entities participating in Agency Registration programs.
	P
	
	
	

	
	PRMT-3 Engineered Drawings and Plans

· Original Engineered Drawings and Plans
	P
	
	
	

	Property and Equipment: Records associated with Agency-owned or -leased property and equipment.

	
	PRTY-1 Asset Inventory

· Physical asset inventory.
	Per State Fixed Asset Retention Schedule
	
	
	81-147 6 Fixed Asset Management = In accordance with general retention schedule.

81-147 8 Surplus Property Mgmt

= In accordance with general retention schedule.

81-147 7 Consumable Assets Mgmt = In accordance with general retention schedule.

	
	PRTY-2 Asset ID Cards

· Asset identification cards.
	Per State Fixed Asset Retention Schedule
	
	
	

	
	PRTY-3 Asset Tracking

· Records associated with asset inventory and tracking.
	Per State Fixed Asset Retention Schedule
	
	
	

	
	PRTY-4 Owned Real Property

· Owned Real Property records (e.g. deeds).
	P
	
	
	

	
	PRTY-5 Owned Remediation Structures

· Owned remediation structure (e.g. flares, groundwater systems, etc.)
	P
	
	
	

	
	PRTY-6  Communications and Electronics

· Records documenting the communications and electronic equipment including telecommunications, phone jack locations, cell phone documentation, etc.
	Per State Fixed Asset Retention Schedule
	
	
	

	
	PRTY-7 Equipment Maintenance and Repair

· Records documenting the maintenance or repair of Agency equipment.
	Per State Fixed Asset Retention Schedule
	
	
	95-305 10 Monitoring/Ambient Air Quality Monitoring Equipment Log Books = as long as equipment exists

	
	PRTY-8 Agency Facility Design, Construction and Maintenance

· Records documenting the design and construction activities for Agency owned or leased facility. Includes space planning and other design activities. Records documenting facility maintenance or operation including building maintenance requests, etc.
	Per State Fixed Asset Retention Schedule
	
	
	

	
	PRTY–9 Security Access Records

· Records relating to the issuance of keys, identification cards, building passes, signed statements or similar instruments of access to Agency facilities, equipment or automated systems.
	Date of Employment Termination + 5 yrs
	
	
	

	
	PRTY–10 Visitor Control Records

· Logs, registers or similar records documenting visitors to limited access or restricted areas of Agency Facilities
	3 yrs
	
	
	

	
	PRTY–11 Vehicle Fleet

· Records associated with managing the vehicle fleet including insurance, licensing and usage tracking.
	3 yrs
	
	
	

	
	PRTY–12 Asset Disposal Records

· Records of the disposal of assets.
	Per State Fixed Asset Retention Schedule
	
	
	

	Remediation: Records associated with environmental remediation activities. Remediation is the process of cleaning up pollution in the soil, water or air. The pollution can result from an accidental or purposeful spill/release or from activities that occur over a long time. The Agency is involved in remediation activities through various programs such as Brownfields, Leaking Storage Tank, Superfund, Voluntary Investigation and Cleanup, Closed Landfills, Resource Conservation and Recovery Act, etc.

	
	REMD-1 Remediation Records

· Records documenting the Agency approval of remediation activities, application for approval or liability assurance.

· Includes closure documents, site decision summary, site transfer and other site status documents.

· Records associated with the Record of Decision (ROD) process. After screening alternatives, cleanup recommendations are put together into a Proposed Plan and presented at a public meeting. Before the final decision, comments are solicited, and then a final decision document called Record of Decision is issued.

· Records associated with the Remedial Action Design or Corrective Action process. After a cleanup remedy is selected, engineering plans and specifications are prepared. The Remedial or Corrective Action Design must be approved before construction, installation or removal of contaminated substances (referred to as the remedial action) can begin. Also includes Quality Assurance Project Plan and Sampling and Analysis Plan documents.

· Records associated with the Remedial Investigation and Feasibility Study process. Data from the Remedial Investigation are used in a Feasibility Study, which is a study of cleanup alternatives. Includes records documenting the preliminary assessment or site investigation an data used for analysis and decision-making such as boring logs, photographs, sampling results, O&M reports, etc.

· Risk and Damage Assessment documents such as MDH Health Assessments, Eco Assessments, etc.
	P
	
	
	91-123 2 Site Assessment Unit Files - Documentation of Property Transfer Files. This series includes General Correspondence, Data entry worksheets, and reports = 16 yrs

91-123 1 Site Assessment Unit Files - documentation of Comprehensive Environmental Response Compensation Listing Information System (CERCLIS) files. This series includes Superfund Site Discovery, Management Assistance Reviews (MAR), 3012 Site Discovery Program, Screening Site Inspection Lab Data, Budget Tracking and MN Dept. of Health Lab Data = 16 yrs Archival=Yes
89-18 1 Site Response Superfund Files - documentation of hazardous waste sites that are being investigated and cleaned up under the Superfund laws. This series includes correspondence, maps, well logs, charts, technical reports and video tapes = 28 yrs Archival=Yes
89-151 1 Superfund Files - documentation of landfills that are being investigated and cleaned up under the Superfund laws. This series includes correspondence, maps, well logs, pictures, slides, negatives, charts and technical reports. = 28 yrs Archival=Yes
83-421 25 Surface Impoundment Assessment File = 6 yrs

	Rulemaking: Records documenting the Agency's writing/establishing of environmental rules and regulations that set standards for environmental quality and limits on pollutants.

	
	RULE-1 Rulemaking Permanent Records
· Hearings documents including Administrative Law Judge Review, ALJ Reports/Findings, Hearing Request, Hearing Transcript, MPCA Hearing Response, Order Adopting Rule, Testimony and transcripts.
· Rule development documents including exhibits and governors review documents.
· Rule Documents including adopted rules, proposed rules and SONAR.
	P
	
	
	81-149 2 Water Quality Exhibits = 1 yr

81-29 3 Environmental Planning & Review Exhibits = 1 yr
84-390 1 Solid Waste Landfill Hearing Files = 55 yrs Archival=Yes
81-39 15 Solid Waste Exhibits = 1 yr
95-305 4 PD Unit/Rulemaking, Contested Case Hearings, Public Hearings, Exhibits (formerly #21 on schedule 81-148) = P
84-436 3 Water Quality Exhibits - includes public hearing transcripts and testimony (microfilm) = P Archival=Yes

	
	RULE-2 Rulemaking

· Records created by an advisory committee, relating to executive establishment, organization, membership, and policy.
· Records used in Rule Development including technical documents, rules draft, EPA rule review, declaration of counsel, prior notice of proposed rule and Office of Revisor documents.
· Rule Documents including administrative actions, federal register cites, final approval, reference documents and rules reports.
· Order of Hearing documents.
	30 yrs


	
	
	96-71 69 Water Quality Rule Files - documents relating to the research and development of water quality rules = 37 yrs Archival=Yes
83-421 26 Waste Management Act Intrinsic Suitability Certification File = P Archival=Yes
Archival=Yes
91-123 3 Rules and Training Files (formerly #3) - documents relating to solid waste management; rules and policies for land disposal; and establishing a system for financial assurances for closure, postclosure, and remedial actions at disposal sites. Permit applications and annual reports for recycling facility and compost facility permit rule programs. Data and reports related to the statewide waste composition study. Included are internal and external correspondence and supporting documents relating to the above programs. = 18 yrs Archival=Yes

	Teams: Records created by official teams, relating to establishment, organization, membership, and policy. Includes agenda, meeting minutes, final reports, and related records documenting the accomplishments of the team and committees. May include audio and video recording.

	
	TEAM-1 Team Records

· Team meeting minutes/notes, project plans, contacts, guidelines and policies.

· Products of the Team's activities including maps/diagrams, project charters, reports of findings, etc.

· Supporting material (records and data) documenting research and analysis activities. Analysis, data and reference material used for Team's activities and to formulate final products/reports.
	10 yrs
	
	
	

	Watershed & Basin Management: Watershed and Basin management is a watershed-based approach for managing Minnesota's water resources that is focused around the state's major river basins. Basin management will help the Agency 1)better identify water quality problems; 2)work with communities to establish shared goals and priorities; and 3)develop effective pollutant-reduction strategies. Examples of basin management initiatives include Local Water Management Program Plans, Watershed Management, Nonpoint Source Program, Clean Lakes/Clean Water Partnership, 319 and 205.3 Grant Programs.

	
	WTSH-1 Watershed and Basin Management

· Assessments. Documents generated as part of assessment activities including draft and final TMDL, Phase I reports, Priority concerns, biennial list, etc.

· Documents generated during the implementation of basin management activities including implementation plans, reports and monitoring documentation.

· Documents related to planning and development activities including basin plans and updates, funding priorities, workplans, monitoring plans and committee meetings and reports.
	30 yrs
	
	
	91-230 1 Nonpoint Source Program/Project files - Clean Lakes/Clean Water Partnership/319 and 205.3, included.  Formerly "Lake Restoration Files" changed 4/91 (see 84-436, #35) = 30 yrs Archival=Yes
81-608 34 Basin Planning File - documentation for planning water quality programs for Lake Superior, Lower-Upper/Upper-Upper Mississippi, St. Croix, Minnesota, Red and Rainy Rivers = 11 yrs Archival=Yes

	Non-Records: Not all documents created and used by the Agency and its agents are records. Non-Records include materials that do not contribute to an understanding of MPCA operations or decision-making processes, have no substantial programmatic value or exact (extra) copies of official record documents retained elsewhere. Also included in this category are Personal Papers which are defined as documentary materials, or any reasonably segregated portion thereof, of a private or nonpublic character that do not relate to or have any effect upon the conduct of agency business. Documents that are clearly non-record materials or personal papers should be managed as such and should not be included in Agency official records files. However, staff should be aware that non-record materials are subject to FOIA, and any items claimed as personal papers may be subject to review for potential disclosure.

	
	NONR-1 Non-record correspondence
· Non-record correspondence is transitory documents of short-term interest which have no documentary or evidential value. The correspondence does not significantly document program or business activities and does not have documentary or evidential value. Also includes non-record correspondence received via e-mails. Transitory documents are disposable because they clearly do not pertain to the official activities of the Agency.

Three of the most common types of non-record correspondence are:

· Routine requests for information or publications and copies of replies that require no administrative action, no policy decision, and no special compilation or research (e.g. an email requesting nominations for an agency work group and the replies to this message)

· Letters of transmittal that do not add information to the transmitted materials.  (e.g. a message transmitting a copy of a document to a requestor)

· Quasi-official notices that do not serve as the basis for official actions.  (e.g. notices of holidays, bond campaigns, etc.
	Destroyed every ninety days or sooner if no longer needed
	
	
	

	
	NONR-2  Personal papers
· 36 CFR § 1222.36(a) of the Code of Federal Regulations defines personal papers as: "documentary materials, or any reasonably segregated portion thereof, of a private or nonpublic character that do not relate to or have any effect upon the conduct of agency business." 

Examples include:

· Documents created before entering government service

· Private materials brought into, created or received in the office that were not created or received in the course of transacting government business

· Work-related personal documents that are not used in the transaction of government business

An individual's "working papers" are not personal papers.  (See NONR-4.)
	Should not be managed in the Agency’s filing system
	
	
	Documents that are clearly non-record materials or personal papers should be managed as such and should not be included in the Agency’s official records files. However, staff should be aware that non-record materials are subject to the Minnesota Data Practices Act (Chapter 13 of Minnesota Statutes), and any items claimed as personal papers may be subject to review for potential disclosure.

	
	NONR-3 Duplicate Records
Exact (extra) copies of official record documents that are retained elsewhere that serve as: 

· Convenience copies kept solely for ease of access and reference.

· Information/reference copies of records sent to individuals or offices interested in, but not acting on, a matter.

A recipient of a copy of a communication that clearly has multiple addressees should destroy that copy, unless the recipient has made annotations against his/her copy and addressed them to the originator or a third person. A copy of a record that has annotations or notes constitutes an original record, and may not be destroyed. It is the responsibility of the originator of a document that is addressed to multiple recipients to ensure that the original is retained in accordance with the Agency’s retention schedule.
	Destroy when no longer needed.
	
	
	Duplicate records must not be stored in any of the Agency’s filing systems.



	
	NONR-4 Working Papers and Drafts

In some cases, working papers, drafts and comments on them are in the official file as part of the documentation of the Agency activity. Examples include important mission-related policy, regulatory development, and some types of permits. For those instances where there is no explicit requirement to keep the working paper and drafts, they are considered non-records. Specific types of disposable working papers include:

· Drafts. Drafts not circulated for comment and drafts of most general publications, correspondence, internal memoranda, and other documents not related to critical functions. In such cases, drafts and comments on them may be destroyed once changes have been included in a revised version.

· Notes Unless otherwise specified, notes that do not qualify as personal papers may be destroyed/deleted once they are incorporated into a final product. Examples include notes used to prepare meeting minutes, records of telephone conversations, decision memoranda, or other documents when the gist of the discussion, conversation, direction, or other activity is embodied in a document that states the official agency decision, position, or outcome.

· Comments Unless otherwise specified, comments received on drafts, proposals, suggestions, and similar things may be deleted/destroyed once they have been incorporated or summarized for the official record. Examples include comments on drafts of internal memoranda, routine correspondence, and internally-generated reports.

Note: there are very specific requirements for keeping records of comments for specific activities such as scientific publications and regulatory or policy development. Also, comments received during internal and/or informal reviews are usually not as critical to the adequate and proper documentation of an activity. However, comments received from the public and/or regulated community during a formal agency comment process or those received during a formal review by outside experts should be carefully documented for the record, by keeping the original comments themselves, or, if the volume is extensive, by keeping a summary of the comments and how they were used.

· Development materials Documents such as preliminary calculations, approaches to issues, outlines, and other materials that a staff member uses to prepare documents for official action may be destroyed/deleted once they are incorporated into a final product. Examples include annotated copies of documents, preliminary calculations, results of preliminary investigations, lists of points to be considered or included, ideas or suggestions received from coworkers, and documentation used in the development of documents for official action.
	Destroy after the completion of the action or incorporation into a final product, or sooner if they are no longer needed to support the activity
	
	
	

	
	NONR–5 Audio and Video Recordings

· Audio recordings including voice calls, voicemail and any other form of voice recording. Any record communication will be transcribed or converted to text-readable format and classified under the appropriate record series. The audio recording is considered non-record and will not be retained.

· Video recordings other than those used for training or to document field or investigative activities (e.g. video of meetings, etc.). Any record recording will be transcribed to text-readable format and classified under the appropriate record series.
	Any recording determined to be a record will be transcribed or converted to text-readable format and classified under the appropriate record series and then the recording will be destroyed.
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