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Functional and Or ganizational Analysisof the Stateand
L ocal Government Records Commissions

Sour ces of I nformation

Representatives of the Staff of the Stateand L ocal Gover nment Records Commissions
Iris Bailey, Diversified Systems Specialist (ADAH)

Tracey Berezansky, Assistant Director for Government Records (ADAH)

Tom Turley, Archivist 111 (ADAH)

Richard Wang, Archivist II (ADAH)

AmeliaWinstead, Archivist [11 (ADAH)

Code of Alabama1975, Sections 41-13-5, 41-13-20 through 41-13-25, and 41-13-44

Alabama Government Manual (1994)

Government Records Division, State Agency Files (1985-ongoi ng)

Holdings of the Department of Archives and History for the State and Local Government Records
Commissions

Agency Organization

The organizational structure of the agenciesis as follows: The State Records Commission (SRC)
consistsof seven members asfollows: thedirector of the Department of Archivesand History, who
serves as chairman of the SRC; the chief examiner of the Depatment of Examiners of Public
Accounts; the Attorney General; the Secretary of State; the commissioner of the Department of
Revenue; one member from the University of Alabama, designated by the head of the department
of history; and one member from Auburn University, designated by the head of the department of
history (Code of Alabama 1975, Section 41-13-20).

The Loca Government Records Commission (LGRC) consists of twelve members asfollows:. the
director of the Department of ArchivesandHistory, who servesaschairman of the LGRC; the other
members of the State Records Commission except for the Revenue Commissioner; and six
representatives of local governments whom the Governor appoints. The appointed membersare as
follows: one probate judge who is not a chairperson of a county commission; two chairpersons of
county commissions who are not also probate judges; one county tax assessor; andtwo city clerks.

Meetings of thecommissionsare held quarterly and uponthe call of the chairman (Codeof Alabama
1975, Section 41-13-22). Employees assigned to the Government Records Division of the
Department of Archives and History provide staffing for the commissions.



Historical Context

From 1945 to 1955 public records of the state, counties, municipalities, and other subdivisions of
government could be destroyed upon the recommendation of the record custodian and the consent
of the director of the Department of Archives and History. The legislature created the County
Records Commission and the State Records Commission in 1955 to classify all county and state
records, respectively. During this time, agencies prepared schedules without the help of the
Department of Archivesand History. 1n 1967 thestate hired aprivate firmto inventory records and
establish a statewide records management program. The consultants, working with the staff of the
Department of Archives and History, created many records retention schedules. The staff of the
department assumed responsibility for the statewide records management program in 1968. The
County Records Commission wasreplaced by the Local Govemment Records Commissionin 1987.

In 1963, the legidature passed Act No. 549 that listed the minimum retention period for eighteen
classes of municipal records. From 1963 until 1987, when the Local Government Records
Commission was created with authority over municipal records, any custodian of municipal records
couldfileapetition with the municipality’ sgoverning body, requesting permission todestroy puldic
records listed in the act. The governing body would then set a date for a public hearing. A notice
of the meeting wassent to the director of ADAH. At the hearing the custodian of the record and the
public presented reasonsfor proceeding or not proceeding with records destruction. The governing
body would then determine if therecord could be destroyed o not.

Agency Function and Subfunctions

The mandated functions of the State Records Commission and the Local Government Records
Commission are to conduct surveys of public records, to determine which records are to be
permanently preserved, to determine the retention and disposition of records tha are not to be
permanently preserved, toissueregulationsclassifying publicrecords, and to approvethedestruction
of eligible records (Code of Alabama 1975, Sections41-13-21 and 41-13-24). The State and L ocal
Government Records Commissions are two of the agencies primarily involved in carrying out the
Regulatory and Stewardship functions of Alabama government. In the performance of their
mandated functions, the State and Local Government Records Commissions may engage in the
following subfunctions.

# Establishing Disposition Requir ements. By law, no public official candestroy any
public record without approval by the appropriate records commission except records of the
courts within the unified judicid system, which may be disposed of in the manner and in
accordancewith procedures prescribed by rule of the Supreme Court after consultation with
the State Records Commission (Code of Alabama 1975, Section 41-13-21). The State
Records Commission determines which staterecords are permanently preserved because of
historical value, which state records may be destroyed or otherwise disposed of after they
have been microfilmed, and which state records may be destroyed or atherwise disposed of
without microfilming. The Local Government Records Commission determines which
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county, munidpal, and other local government records are permanently preserved because
of historical value and which county, municipal, and other local government records may be
destroyed or otherwise disposed of after they have been microfilmed (Code of Alabama
1975, Sections 41-13-5, 41-13-21, 41-13-23, and 41-13-41).

The staff members of the commissions conduct research to determine how long records are
neededfor legal, fiscal, historical, and administrativeuse. The staff of the commissionsalso
develop partnerships with entities of state, local, and federal governments that establish
and/or enforcerecord keeping requirements to ad in the identification of requirements for
retention periods.

After researching record keeping requirements, the staff members of the commissionsmake,
in consultation with agency gaff, recommendations as to how long records should be kept.
These recommendations take the form of a records retention schedule or a Records
Disposition Authority (RDA) that listsall the records of an agency along withtheir proposed
retention periods. The agency reviews the recommendations and submits them to the
members of the appropriate records commission for goproval.

At their meetings, members of the commissions discuss and vote on proposed retention
periods for the records Agencies are instructed to follow the disposition requiraments
authorized by the schedule or RDA once all parties have signed it.

Establishing Guidelines, Rules, and Regulations. The State Records
Commission, with the advice of the State Agency Advisory Committee, and the Local
Government Records Commission establish guidelines, rules, and regulationsconcerning the
disposition of records (Code of Alabama 1975, Section41-13-24). Various state officids
who are involved in records management make up the advisory committee. The committee
meetsquarterly to give adviceto the staff of thecommissionsregarding guidelines, rules, and
regulations for records management. It is the responsibility of the staff members of the
commissionsto createand isaue publicationstha explainthecommissions' recordsretention
policies and procedures. The staff members also develop active programs for educating
public officials about record keeping responsibilities. Education programs include
workshopsfor officialstha explainrecord keeping requirements and how to createan RDA;
onsitevisits; and publications discussing records management, imaging, microfilming, and
other records related topics.

Monitoring the Disposition of Recor ds. The commissions monitor the disposition
of public records to promote agency compliance with the regulations of the commissions.
Beforedestroying recordsthat have met their retention requirements, an agency must obtain
approval from the appropriate records commission (Code of Alabama 1975, sections 41-13-
21, 41-13-23, and 41-13-44). The commissions require agencies with RDASs to submit an
annual report that includes agency records dispositionactions, comments on how the agency
has addressed recommendations previously made by the commission, and any records
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concernsthe agency may have. The agency head signsthereport, which serves asarenewal
of the RDA. If the commission decides that an agency is not fulfilling its records
management responsibilities properly, the commission may require the agency to obtan
permission for destructions of records before their disposal. Both records commissions
require agencies without RDA’ s to submit destruction notices for scheduled records before
the destruction of therecord. Once the appropriate commission representative approvesthe
destruction notice, the records may be destroyed. The State Records Center also uses
destruction noticesto notify state agenciesof records stored at the center that are eligiblefor
destruction. The commissions, with the help of the staff of the Department of Archivesand
History, also check into the condition of permanent records in the possession of agencies.

Administering I nternal Operations. A significant portion of theagency’ sactivities
include general administrative, financial, and personnel activitiesgeared towardtheinternal
functioning of the agency. These administrative duties are grouped together under the
subfunction Administering Internal Operations. Administering Internal Operationsincludes
the following groups of activities:

Managing the Agency: Activities include internal office management activities common
to most government agencies such as corresponding and communicating, scheduling,
meeting, documenting policy and procedures, reporting, litigating, legisating (drafting,
lobbying, tracking), publicizing and providing information, managing records, and managing
inf ormati on systems and technology.

Managing Finances. Activities include budgeting (preparing and reviewing a budget
package, submitting the budget package to the state Finance Department; documenting
amendments and performance of the budget); purchasing (requisitioning and purchasing
supplies and equipment, receipting and invoicing for goods, and authorizing payment for
products received); accounting for the expenditure, encumbrance, disbursement, and
reconciliation of funds within the agency’ s budget through auniform system of accounting
and reporting; authorizing travel; contracting with companies or individuals; bidding for
products and services; assisting in the audit process; investing; and issuing bonds.

M anaging Human Resour ces Activitiesincluderecruiting andhiring eligibleindividuals
tofill positionswithinthe agency; providing compensation to employees; providing benefits
to employees, such as leave, hedth insurance, unemployment compensation, worker’s
compensation, injury compensation, retirement, and death benefits; supervising employees
by evaluating performance, promoting, granting leave, and monitoring the accumulation of
leave; trai ning and providing continuing education for employees; and di sciplini ng.

Managing Properties, Facilities, and Resources. Activities include: inventorying and
accounting for non-consumable property and reporting property information to the
appropriateauthority; constructing buildings and facilities; leasing and/or renting offices or



facilities; providing security for property owned by the agency; insuring property; and
assigning, inspecting and maintaining agency property, including vehides.

Revision Completed: June 2000
Attachment: Organizational Chart



Analysisof Record K eeping System and Recor ds Appraisal of
the State and L ocal Gover nment Records Commissions

Agency Record K eeping System

Paper-Based System. The staff members of the State and Local Government Records Commissions
maintain its paper format records at the Department of Archives and History.

Computer Systems. The commissions utilize the computer system of the Department of Archives
and History for the creation and storage of electronic records. The Department of Archives and
History maintains a website a http://www.asc.edu/archives/ags.html. Information for public
officials can befound here. Theinformation can dso be found in the files and publications of the
commissions.

Records Appraisal

Thefollowing isadiscussion of the three mgjor categories of records created and/or maintained by
the State and Local Government Records Commissions: Temporary Records, Permanent Records,
and Records No Longer Created.

|. Temporary Records. Temporary records should be held for what is considered to betheir active
life and disposed of once al their fiscal, legal, and administrative requirements have been met.

[1. Permanent Recor ds. The Government Records Division recommendsthefollowing recordsas
permanent.

Establishing Disposition Requirements

H# State and L ocal Government Agency Files. These records, organized by type of agency
(state, county, or municipality) include correspondence with agencies, memos documenting
phone conversationsand onsitevisits, reports on the condition of microfilm operationsof the
agency, digital imaging certification files, and records analysis worksheets. Copies of
transmittals, destruction notices, and background research materials may be removed from
these files and destroyed as reference files. The correspondence, memos, reports, and
worksheets are necessary to document the development of schedules’RDAS, contad with
agencies, results of on-site visits, and policies of the commissions.

# Approved RecordsRetention Schedulesand RDAs. Approved schedulesand RDAsgive
agencies the authority to dispose of their records. They are necessary to document this
authority and thecommissions subfunction of approval. Currently stored inthe agencyfiles
and in an electronic file, these records should be maintained until they are superseded and
then transferred to ADAH.
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Establishing Guidelines Rules, and Regulations

#

Publications. These records include technical leaflets, informational publications, and a
newsletter. Thetechnical |eaflets explain different aspects of records management whilethe
newsl etter givesinformation on theactivities of the commissionsand also explainsdifferent
aspects of records management. The publications document the commissions’ efforts to
educate public dficials regarding the prope management of government records.

Monitoring the Dispasition of Records

1

Approved Destruction Notices. Agencieswithout RDAs must submit destruction notices
to the appropriate records commission before destroying any records. If the records
commission approvesthe destruction, the chairman of the appropriate commission signsthe
noticeand sendsit totheagency. Theappropriate recordscommission maintainstheoriginal
to document the approval of the destruction of records. The State Records Commission also
approves destruction notices for the records in the State Records Center.

Agency Annual ReportstotheState RecordsCommission. State agencieswith approved
RDAs submit these reports to the commission annually. The reports detal disposition
actions of the agency’s records, include comments on how the agency has addressed
recommendations previously madeby the commission, and addressany concernsthe agency
may have. The report is signed by the head of the agency and serves as a renewal of the
RDA and is necessary to document the monitoring subfunction of the commission.

Administering Internal Operations:

#

Administrative Files. Reports, letters of appointment, resolutions, proposed changes in
legislation, signature pages, minutes and agendas, correspondence not found in the agency
filesbecause it is sent directly to or from the members of the commissions, and records of
the State Agency Advisory Committee make up theadministrativefiles. Thefilesdocument
the appointment of members, the policies of the commissions, and the proceedings at
meetings including the commissions' actionsregarding schedules, RDAs, and publications.
This record also documents the Establishing Disposition Requirement and Monitoring the
Disposition of Records subfunctions.

[11. Records No Longer Created. The following records were created by the State and Local
Government Records Commissions over time, but are no longer creded in thissameformat. These
records were aeated for a purpose that no longer exists.

A. Temporary Records.
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Establishing Guidelines Rules, and Regulations
# Microfilm Lab Certification Files. The State and Local Government Records
Commissionsformerly certified micrographicslabsthat met requirementsestablished by the

commissions. This program is no longer active. The commissions record certification of
labsin their minutes, so these files retain no long-term value.

Revision Completed: June 2000
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Permanent Records List
Function: Regulatory and Stewar dship
State and L ocal Government Records Commissions

Establishing Disposition Requirements:

1. State and Local Government Agency Files
2. Approved Recards Retention Schedules and RDAs

Establishing Guidelines Rules, and Regulations
1. Publications
Monitoring the Dispasition of Records

1. Approved Destruction Notices
2. Agency Monitoring Reports

Administering Internal Operations:

1. Administrative Files
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State Records Commission and L ocal Gover nment Records
Commission RecordsDisposition Authority

This Records Disposition Authority (RDA) isissued by the State Records Commission under the
authority granted by the Code of Alabama1975, Sections 41-13-5 and 41-13-20 through 21. It
was compiled by the Government Records Division, Alabama Department of Archives and
History (ADAH), which serves as the commission's staff. The RDA lists records created and
maintained by the commissions in carrying out thei r mandated f uncti ons and acti vities. It
establishes retention periods and disposition instructions for those records and provides the legal
authority for the State and Local Government Records Commissions to implement records
destruction.

Alabama law requires public offidals to create and maintain records that document the business
of their offices. These records must be protected from “mutilation, loss, or destruction,” so that
they may be transferred to an official’ s successor in office and made available to members of the
public. Under the Code of Alabama 1975, Section 36-12-40, “every citizen has aright to inspect
and take acopy of any public writing in this state, except as otherwise expressly provided by
statute.” Records must be kept in accordance with auditing standards approved by the Examiners
of Public Accounts (Code of Alabama 1975, Sections 36-12-2, 36-12-4, and 41-5-23). For
assistance in implementing this RDA, or for advice on records disposition or other records
management concerns, contact the ADAH Government Records Division at (334) 242-4452.

Explanation of Records Requirements

# This RDA supersedes any previous records disposition schedules governing the retention
of the commission's records. Copies of superseded schedules are no longer valid and
should be discarded.

# The RDA establishes retention and disposition instructions for records, regardless of the
medium on which those records may be kept.

# Electronic mail is a communications tool that may record permanent or temporary
information. Asfor recordsin any other format, the retention periods for email records
are governed by the requirements of the subfunctionsto which the records belong.

# Some temporary records listed under the Administering Internal Operations subfunction
of this RDA represent duplicate copies of records listed for long-term or permanent
retention in the RDAs of other agencies.

# Certain other record-related materials need not be retained as records unde the
disposition requirements in this RDA. They may be disposed of in whatever way the
agency determines best. Such materialsinclude: (1) duplicate record copies that do not
require official action, so long as the creating office maintains the original record for the
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period required; (2) catalogs, trade journals, and other publications received that require
no action and do not document government activities, (3) stocks of blank sationary,
blank forms, or other surplus materials that are not subject to audit and have become
obsolete; (4) transitory records which are temporary records created for short-term
internal purposes that may include, but are not limited to: telephone call-back messages
drafts of ordinary documents not needed for their evidential value; copies of material sent
for information purposes but not needed by the receiving officefor future business; and
internal communications about department social activities, such as anote to a group
going to lunch.

Records Disposition Requirements
This section of the RDA is arranged by subfunctions of the commissions and lists the groups of

records created and/or maintained by the commission as aresult of adivities and transactions
performed in carrying out these subfunctions.

# Establishing Disposition Requirements

STATE AND LOCAL GOVERNMENT AGENCY FILES
Disposition: PERMANENT RECORD.

APPROVED RECORDS RETENTION SCHEDULES AND RECORDS DISPOSITION

AUTHORITIES
Disposition: PERMANENT RECORD.

# Establishing Guidelines, Rules, and Regulations

PUBLICATIONS
Disposition: PERMANENT RECORD.

Workshop Registration Files/Evaluations
Disposition: Temporary Records. Retain until completion of workshop summary or report (filed
in the administrative files).

Microfilm Lab Certification Files
Disposition: Temporary Records. Retain for useful life.

# Monitoring the Disposition of Records

APPROVED DESTRUCTION NOTICES
Disposition: PERMANENT RECORD.
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AGENCY ANNUAL REPORTSTO THE STATE RECORDS COMMISSION
Disposition: PERMANENT RECORD.

#  Administering Internal Operations

ADMINISTRATIVE FILES (includesminutes)
Disposition: PERMANENT RECORD.

Recordings of Meetings
Disposition: Temporary Record. Retain 3 years ater end of the fiscal year in which the records
were created.

Administrative Reference Files
Disposition: Temporary Record. Retain for useful life.

Records documenting the implementation of the agency’ s approved RDA, including copies of
transmittals for records transmitted to the State Records Center, records transferred to ADAH,
and the agency’ s annual report to the State Records Commission

Disposition: Temporary Record. Retain until completion of one audit and the release of the audit
report after areation of records.

Copy of RDA

Disposition: Temporary Record. Retain until completion of one audit and the release of the audit
report after the RDA is superceded.

3-3



Revision
RDA
07/2000

Approval of Records Disposition Authority

By signing this agreement the commissions acknowledge their responsibilities for the proper
management of their records and agree to abide by the implementation guidelines listed below:

# The commissions will designate a managerial position as the agency recards officer. This
position is responsible for: ensuring the development of quality record keeping systems
that meet the business and legal needs of the commission, for coordinating the transfer
and destruction of records, for ensuring that permanent records held on alternative
storage media (such as microforms and digital imaging systems) are maintained in
compliance with national and state standards, for submitting an annual report on records
management activities to the State Records Commission in July of each year, and for
ensuring the regular implementation of the commission’s approved RDA.

# Permanent records in the commission’s custody will be maintained under proper
intellectual control, and in an environment that will ensure their physical order and
preservation.

# Destruction of temporary records, as authorized in this RDA, should occur agency-wide

on aregular basis-for example, after the successful completion of an audit, at the end of
an administration, or at the end of afiscal year. In certain circumstances, the commission
may determine that a valid need exists to keep arecord beyond its prescribed retention
period. Despite the RDA'’s provisions no record should be destroyed tha is necessary to
comply with requirements of the state Sunset Act, audit requirements, or any legal notice
or subpoena.

# The commission should maintain full documentation of any computerized record-keeping
system it employs. It should develop proceduresfor: (1) backing up all permanent
records held in dectronic forma; (2) storing a badk-up copy off-site; and (3) migrating all
permanent records when the system is upgraded or replaced. 1f the commission chooses
to maintain permanent records solely in electronic format, it is committed to funding any
system upgrades and migration strategies necessary to ensure the records’ permanent
preservation and accessability.

# The commissions agree to allow the State Records Commission, its staff, and the
Examiners of Public Accountsto examine the condition of the permanent records
maintained in the custody of the commission and to inspect records destruction
documentation. Government Records Division archivists are available to train the
commission staff inRDA implementation and otherwise assist the commission in
implementing its records management program.
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This records disposition authority is hereby adopted.

By:

By:

Date:

Edwin C. Bridges,
Chairman, State and Local Records Commissions
Director, Department of Archives and History

Date:

Tracey Berezansky, Assistant Director for
Government Records, ADAH
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