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What:dooyow think rof whenfyou you
heesathne wohde'reswodr' d nr ecor d

Does anyonee
remember
these>?”




Or do you more readily think of files, hard
copies, or electronic documents?

Something more
| 1 ke thise.

Or this?




What weol | cover today
wor k with everydaye.

We all have records on our desks, in our

files, In our hard drives, thumb drives

and in the cloud.

Our records are defined by statute
because they are proof of what has been
done, made, or received in transacting the
business of the State of Wyoming.




W.S.S. 9 -2-401 -412
defi nes a npublic reco

ANPublic recordso 1 nclude th
for any paper, correspondence, form, book,

photograph, photostat , film, microfilm, sound

recording, map, drawing or other document,

regardless of physical form or characteristics ,

which have been made or received in transacting

public business by the state, a political

subdivision or an agency of the state of

Wy omi ngeé. o.



Article 2 T Public Records

W.S.S. 16 -2-201 through 16 -4-304
further defines what each agency has

to identify as a public record.



We have

2
Types of Records



1. Non -Permanent Records:
Which includes:
Non -records

Transitory records

Short term records

Long term records



2. Permanent Records:
Which are retained by the State
Archives for their administrative,
fiscal , or historical enduring value.



HOW/DOO KNOVWKHOWQONGONG
TO KEERPRECORRS? ?

A record is determined by the content, and ifitis the
original created  document, or a copy.

Records are assigned retention per their function and
classification.

Retention is the life cycle or time table for how long
records are to be kept or retained (regardless of
creation format)

Retention schedules are  our directive for  legal
compliance and legal records governance.



Retention schedules define the record

life cycle from various criteria, which
determines how long records are to be
retained.

Remember:
A record IS arecord é .
Regardless of creation format € .

Hard copy or Electronic/Digital !



State of Wyoming retention schedules are based
on the following classification by function:

A Records are classified under 1 of 8 Functions:

IIIIIII

1. Administrative eéeeeecd«
g, Empl oyee Services e €
S Fi scal & Accounting € eéc¢
4. Governance & compl 1 anc:¢
5. Legal & Judiciary eéeee:
5. Natur al Resource Manag ¢
[ . Publ i ¢c Health Services
8. Public Safety eeeeeecec:



And with the following 6Event es
—
EVENT EVENT
CODE DESCRIPTION
6Compl eti ond: Compl etion, settlement, surre
CP * |or activity. For example: An action or project has concluded or a case has
been closed.
CR 6Creationbé: For records managed at the indi
level. For example: The dated created.
CYE 6Cal endar Year Endbéd: Until or at the end of
Example: 12/31/2016
OExpirationbo: Expiration of the effect of a
EXP * | such as a contract, lease, mortgage, authorization, license, policy, warranty.
For example: Expiration of a contract.
EVE O0Fi scal Year Endod: Unt i | or the end of the
State fiscal year ends June 30 th  Example: 6/30/Year
LOA 6LIi fe of the Asset 0: For exampl e: Life or wu
building.
60bsolete or Until Obsolete or Superseded:
OBS or OBS/SUP % | trigger can be identified. Generally used for short term records or low
value/risk records or records used to support or develop other records.
Example: Weekly reports used to develop a summary report.
PERM O0Per manent 6
ROT O0Rot ation Schedul eb: For exampl e: Rot ati on
6Superseded®é6: For records that have been re
SUP * | version or entity. For example: Such as rules, procedures, training
materials, manuals, etc.
TE x |6Terminati ond: The termination of a per mit
discharge of an employee or individual from an organization.
VER 6Veri fyo: Verify and destroy.




Yes, there is a lot of information in the previous
sl i deeéee.
Note t hat those event3 owintehedant o thave at

internal policy written to identify the criteria that will
determine when that series can be considered:

1. Complete

2. Expired

3. Obsolete or Superseded
4. or Terminated

And t o establish the 6record seri es eni
oeligibility for destructiono.

This is an integral part of how your records will follow
your organizationos:
Policies
Compliance
and Legal governance



Records are identified under one of the 8 functions by their

activity
They are then assigned to an approved AR -1 or retention
schedule per their  record series
Foll owing i s an example of a &écross
Accountants lists how State of Wyoming records are classified.
Agency
Name

. Archival
Accountants, Board of Function - ADM I Review

Administration and Business Support (ADM) -
General Management (GMT) 2 Activity - GMT I

Correspondence - General ADM-GMT-05 CR 3 Destroy 3 years after create date Yes
09-071 CPA Firm and CPA Office Files {Active)
Purge general correspondence after 3 years. 10
93-180 General Correspondence and Administrative Files
Retain 1 year, then evaluate for legal, administrative, and historical value for transfer to State Archives. Destroy 1
remaining records at discretion of agency director. (Supersedes AR #90-30)
Governance and Compliance (GAC)
Governance (GOV)
Minutes GAC-GOV-03 PERM Retain permanently No
93-182 Minutes of the State Board of Certified Public Accountants
a

Permanent or transfer to State Archives. Security microfilm.



Retention schedules or AR-1 6,sre now identified by an alpha -numeric code

In the following cross walk example, the first retention schedule is under the Board of
Accountants . Itis shown in the blue shaded line and is titled:

Correspondence - General ~ (or General Correspondence)
It is under the  function  of Administration and Business Support (ADM)
The Activity is General Management (GMT) and the Series is Correspondence 1 05.
The Schedule number or RS Code # is ADM -GMT -05 ~ the eventis a CR with 3
year retention. These records will be retained for 3 years after the date of creation :

then destroyed.
Prior to destruction, they will be reviewed by the State Archives for enduring value

Retention Schedule,
RS Code or AR-1#

6ADM -GMT-0 5 6

Accountants, Board of

Administration and Business Suppeort (ADM)
General Management (GMT)

Correspondence - General ADM-GMT-05 CR 3 Destroy 3 years after create date Yes
09-071 CPA Firm and CPA Office Files (Active)
Purge general correspondence after 3 years. %h Series & Retention I 10
93-180 General Correspondence and Administrative Files
Retain 1 year, then evaluate for legal, administrative, and historical value for transfer to State Archives. Destroy 1

remaining records at discretion of agency directar. {Supersedes AR #90-30)

Governance and Compliance (GAC)

Governance (GOV)
Minutes GAC-GOV-03 PERM Retain permanently No

93-182 Minutes of the State Board of Certified Public Accountants

Permanent or transfer to State Archives. Security microfilm.



Last column in shaded line

Archival

5769 River Basin and Regional Water Resource Studies
Destroy at discretion.

U5 Geological Survey Reports
Retain permanent.

Look for the shaded line for your current
AR-1# / Retention Schedule /RS Code

All Superseded AR-1 6 s

are in italics. These AR-1 6 s

Fotyolit ReferEate ONLY.

Engineer indicates if records will be Review
reviewed for possible
Administration and Business Support (ADM) permanence w/State Archives
General Management (GMT)
Transitory Records ADM-GMT-26 OBS/SUP3 Destroy when obsolete or superseded. Mo
00-077 Electronic Data Search Reguests of State Engineers Office Databases
Destroy at the discretion of the staff member filling the request, but not later than one year after the request. 1
Information Technology and Services (ITS)
Backup and Restore ADM-ITS-02 ROT Rotate tapes per schedule and destroy when useful | MNo
S99-106 Backup Tapes
Retain daily and end-of-week tapes for one week, retain monthly tapes three months, then recycle or destroy.
Databases ADM-ITS-03 oBs 3 Destroy when obsolete MNo
o0-076 State Engineers Office Databases
Retain current version of databases in digital format, destroy when no longer current.
Admin (Engineer)
Administration and Business Support (ADM)
General Management (GMT)
Correspondence - General ADM-GMT-05 CR 3 Destroy 3 years after create date Yes
5779 Correspondence, State-Federal Interagency Ci i
Ewvaluate for legal, administrative, and historical value transfer to State Archives. Destroy remaining records
at discretion of agency director.
5780 Correspondence, Western States Water Council
Ewvaluate for legal, administrative, and historical value for trans] to State Archives. Destroy remaining records
at discretion of agency director.
Reference Material ADM-GMT-20 OBS when obsolete Yes
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So what does this all mean to me?
And how do | move fr omé



http://www.bing.com/images/search?q=photos+of+files+and+file+cabinets&view=detailv2&qpvt=photos+of+files+and+file+cabinets&id=EA7E7A54378526A4D4C108FE941A0628404A7804&selectedIndex=7&ccid=bchVqFob&simid=608001945093277312&thid=OIP.M6dc855a85a1b958af69f647443cf5617o0
http://www.bing.com/images/search?q=photos+of+files+and+file+cabinets&view=detailv2&qpvt=photos+of+files+and+file+cabinets&id=EE62AADF5FE52E6F5D1299C5695CB028E7C308B6&selectedIndex=34&ccid=KA3aMCt5&simid=608013528621187398&thid=OIP.M280dda302b7916546e7df4e0fdedc0ebo0

Howw dibol bépgithehaijoeyney?




First , complete a thorough records inventory
hard copy & electronic/digital.

Your inventory will identify what records you have
and how they are used by your organization.

Next set up and diagram or organize your
electronic filing system with:

Directories
Subdirectories

and Folders  to match your
Inventory criteria plus any additional records that
may not be in your original inventory.



setting up.younPC directories;think ofink
utercas@sminiaturized versiom ofion of
younfileccahinetet.




State computers will have primary working
permi ssions set up per ETS
system.

Your PC system will have drives and primary
directories set up, including shared drives.

From these drives you will create directories,
subdirectories, and folders much the same as your
hard copy file cabinets and folders, to allow you to
save, move, or place electronic/digital
documents/files in respective folders within the
appropriate directory (subject) or subdirectory.

On the following page is a sample PC screen when the
C drive is selected.

ad N C
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Your Agency IT will help you to determine what
drive(s) you will be assigned or use:

I Shared drives

- C:drnve

- External Hard drive

- USB drives (using a flash drive, etc.)

They can also assist you to identify what drive
will be used for regularly scheduled data back up.

Your system may include a shared drive and/or

your local C drive. Caution: Donot use your
di rectoryo.

Look to see how your PC system Is set up.

Is it a alone ?

Or assigned with shared servers ?




When getting ready to set up your system:
Dondot over think setting
folders
Keep directory & folder names simple.

Foll owing are screen shot
and O0Oshared drived direct



E==

t—?) 5+ Computer » Archives Data (W) » . Search Archives Data (W) 2]

Organize ¥ Open  Bum  Newfolder

* Favorites
M Desktop
m Downloads
13 Drophox
% Recent Places
| IMERGE

Libraries
Documents
J Music
&= Pictures
B videos

18 Computer
&, Local Disk (C)
9 prewbel (V\storwyo.gov\024_sper_cr\Archives\Users) (k)
E CutturalRecords (\\storwye.govi024_sper_c\WAC\Shared Information) (Q:)
4 Retendata (R)
4 Retendata (%)
4 ASouth_Data (L)
4 Archives Data (W:)
8 ASouth Data ()
8 Access Database (V)
8 Shared Information (Z)

ﬁ Network
1% | UNAANDPP
18 S04AHATCHTL
14 S024ARCHIVEVLTC
1M S024ARCHVOL2IC
14 S024AROONEZ-TL
11 S024ASOUTHITC
18 S024BGANOTC
T8 S24BMILLERTC
18 5024BSANDLTL
1 S04BWOLTETC
18 S024CBROWNTC
18 S024CDENIZIL
1% S024CELANTIL
18 SO24DNEWELTL
14 SO24DPETERTC
18 S024DSCHULTC

\ . Users Date modified: 1/21/2016 407 PM Offline status: Online
File folder Offline availability: Not available

Name

| AR Track

|\ Archives Photos
|\ ArchivesAccessDatabases
i ASouth

| CBARBE

| CulturalRecords
| Micro

| 0ld South Data
| Procedures

|\ Retendata

|| Retention Listings
i REX

) RMu

Hac

Date modified

1/19/2016 8:30 AM
8/18/2016 5:03 PM
9/8/2016 11:06 AM
1/26/2013 2:16 PM
10/8/2012 9:23 AM
8/19/201310:21 AM
10/18/2012 12:04 ..
1/28/20133:05 PM
1/14/2016 8:36 AM
8/12/201612:38 PM
10/18/2012 1206 ..
10/18/2012 1206 ..
8/31/2016 3:56 PM
6/14/2016 11:48 AM

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

’H Users.

1/21/2016 4:07 PM

File folder

|| WPTScans

1/24/2013 9:47 AM

File folder

User
Directory

i ———— |




My
shared
6 Wo




