
Records Management: 
It’s Everyone’s Job!



My Job? Why?

Effective records management allows agencies to 
maintain and locate records from the time of creation
or receipt to final disposition:

• Reduce unnecessary records. 

• Spend less on records storage.

• Space (onsite, offsite, electronic).

• Materials.

• Improve access to records.

• Minimize premature destruction of records.

• Identify and protect vital and historical/archival records.

• Potentially reduce legal costs by complying with Florida law.



Did You Say . . . Law?

Chapter 119, Florida Statutes, Public Records:

• Defines the term “public records.” 119.011(4), F.S.

“Public records” means all documents, papers, letters, maps, books, tapes, photographs, 

films, sound recordings, data processing software, or other material, regardless of the 

physical form, characteristics, or means of transmission, made or received pursuant to law or 
ordinance or in connection with the transaction of official business by any agency.

• Establishes the right of the public to inspect records unless there is an exemption or 
restriction. 119.07, F.S.

• Dictates that agencies must comply with the retention and disposition rules adopted 
by the Division of Library and Information Services. 119.021(2)(b), F.S.



Public Records

• Are created or received in connection with agency business.

• Are defined by their content, not their format.

• Can be open to inspection OR restricted by law.

• Must be retained for the minimum retention period set by 
the Division of Library and Information Services.



Retention Period?

This is the length of time you are 
required to retain each of the different 
categories of records in your agency 
before you can legally dispose of them.

Retention periods for most of your 
agency’s records will be covered by a 
record series (“item”) in the general 
records schedules. 



General Records Schedules
GS1-SL State and Local Government Agencies

GS2 Law Enforcement, Correctional Facilities and District Medical Examiners

GS3 Election Records

GS4 Public Health Care Facilities and Providers

GS5 Public Universities and Colleges

GS7 Public Schools Pre-K-12 and Adult and Career Education

GS8 Fire Department Records

GS9 State Attorneys

GS11 Clerks of Court Records (only county administrative records)

GS12 Property Appraisers

GS13 Tax Collectors

GS14 Public Utilities

GS15 Public Libraries

*The GS6 and GS10 are no longer in use



Record Series
A record series is a grouping of related public records that document the 
same agency program or activity.

Each record series is described by four elements: 



Record Series Examples

GS1-SL – State and Local Agencies

• Attendance and Leave Records  Item #116.

• Financial Transaction Records: Detail  Item #435.

• Grant Files  Item #422.

• Training Material Records  Item #147.

GS15 – Public Libraries

• Acquisition Records  Item #1.

• Catalog Records  Item #3.

• Circulation Records  Item #4.

• Reference Request Records  Item #9.



Example from the 
GS1-SL



Example from the 
GS15

Due for update – your 
input welcome!!!



Individual Agency Retention Schedules
Request from us if you have records not covered in a general schedule. 



Retaining Records Beyond Retention

Dispose of records as they meet retention to reduce amount of 
unnecessary records.

Retain for longer if there is good justification:

• Administrative need. 

• Public records request within the last 30 days. 119.07(1)(h), F.S.

• Active or anticipated litigation.

• Audit pending.



Disposition of Records

• Disposition could be destruction, deletion or 
transferring custody to an archives or historical society.

• Agencies must document records disposition. 
1B-24.003(9)(d), F.A.C.

• Documentation is not required for OSA records unless 
they are part of a retrospective conversion project.



Disposition Documentation

Must include for each record series:

1. Schedule number.

2. Item number.

3. Record series title.

4. Inclusive dates.

5. Volume.

6. Date and manner of disposition.

1B-24.003(9)(d), F.A.C.

Example:



Untimely Disposals

• Create disposition documentation.

• Document what you can – you may need to 
make some educated guesses.

• Document dispositions as you become aware 
of them.

• Consider including additional documentation 
(i.e., photographs, memo of explanation, news 
articles, press releases, etc.).



Public Records Access
“SECTION 24.  Access to public records and meetings.—(a) Every person has the right to inspect or 
copy any public record made or received in connection with the official business of any public body, 
officer, or employee of the state, or persons acting on their behalf, except with respect to records 
exempted pursuant to this section or specifically made confidential by this Constitution. This section 
specifically includes the legislative, executive, and judicial branches of government and each agency or 
department created thereunder; counties, municipalities, and districts; and each constitutional officer, 
board, and commission, or entity created pursuant to law or this Constitution. . . (c) . . . The 
legislature, however, may provide by general law . . . for the exemption of records from the 
requirements of subsection (a) . . . ” Constitution of the State of Florida

“Every person who has custody of a public record shall permit the record to be inspected and copied 
by any person desiring to do so, at any reasonable time, under reasonable conditions, and under 
supervision by the custodian of the public records.” 119.07(1)(a), F.S.



Exempt/Confidential and Exempt

Exempt = “. . . a specified record or meeting, or portion thereof, is not 
subject to … access requirements.” 119.011(8), F.S.

Exempt information may be subject to disclosure in certain circumstances.

Confidential and exempt information = not subject to mandatory 
disclosure and can only be disclosed to those entities and individuals 
identified in the statute.

But – they are still “public records” even if the public can’t view them!



Confidential and Exempt Information
Over 1,100 restrictions are located throughout Florida Statutes. Examples:

• Social Security numbers held by an agency. 119.071(5)(a)5., F.S.

• Patient medical records. 395.3025(4), (5), (7), (8), F.S.; 119.0712(1), F.S.

• Autopsy photographs and recordings. 406.135(2), F.S.

• U.S. Census Bureau information. 13 U.S.C. s. 9, 16 [119.071(1)(g)1.]

• Security system records of property owned or leased by the state. 281.301, F.S.

• Public library registration and circulation records. 257.261, F.S. 

257.261 Library registration and circulation records.—(1) All registration and circulation records of every public 
library, except statistical reports of registration and circulation, are confidential and exempt from the provisions of 
s. 119.07(1) and from s. 24(a) of Art. I of the State Constitution.
(2) As used in this section, the term “registration records” includes any information that a library requires a patron to 
provide in order to become eligible to borrow books and other materials, and the term “circulation records” includes all 
information that identifies the patrons who borrow particular books and other materials.



Annual Compliance Statement

“Each agency shall submit to the 
Division, once a year, a signed 
statement attesting to the agency’s 
compliance with records 
management laws, rules, and 
procedures.” 1B-24.003(11), F.A.C 

• Mailed out to agencies in November 
of each year.

• Completed by the agency.

• Must be returned by December 31.



Records Management Liaison Officer

• Required by statute. 257.36(5)(a), F.S.

• Point of contact between agency and Bureau of Archives and Records 
Management.

• Other RMLO duties are determined by the agency but may include:

• Participating in the development of records management policies and procedures.

• Coordinating the identification of agency’s records.

• Maintaining retention schedules and disposition documentation.

• Coordinating staff training on records management.

• Ensuring compliance statement is returned to DLIS in a timely manner.



Public Agency Responsibilities

• Develop a records management policy.

• Maintain an economical and efficient records 
management program.

• Appoint a records management liaison officer (RMLO).

• Adhere to established retention schedules.

• Document the disposition of public records.

• Follow access provisions for public records.

• Return completed annual compliance statement.



DOS Records Management Resources
info.florida.gov



Resources!



Records Management Training

• Seminars – full day classes conducted in
locations around the state.

• Webinars – one- to four-hour online 
classes provided upon request.

• On-site presentations – classes for
requesting public agencies/institutions
or professional organizations.

• On-site consultations – review and
recommendations for requesting public
agencies/institutions.

Vie Miller, Stephanie Boggs



Technical Assistance

• Records retention questions.

• New records retention schedules.

• Updating retention schedules.

• Public access questions.

• Compliance reporting questions.

• Phone, email or on-site assistance
(Tallahassee area).

Brenda Lipply



Need Legal Advice?
We cannot provide legal advice or legal interpretation. 

• Request guidance from and proceed on the advice 
of your agency’s legal counsel.

• Consult Government-in-the-Sunshine Manual.

• Search Attorney General Opinions.
http://myfloridalegal.com/opinions 



Government-in-the-Sunshine Manual

• Great guide to Florida public records 
requirements.

• Lists restrictions and corresponding 
statutes.

• Available on the Florida Attorney 
General’s website. 

http://www.myflsunshine.com/sun.nsf/sunmanual

• Print editions can be purchased from 
the First Amendment Foundation.
https://first-amendment-
foundation.myshopify.com/collections/publications



Records Management Program Contacts

Training

General

RMTraining@DOS.MyFlorida.com

Stephanie Boggs

Stephanie.Boggs@DOS.MyFlorida.com

850.245.6745

Vie Miller

Vie.Miller@DOS.MyFlorida.com

850.245.6746

Technical Assistance

General

Recmgt@DOS.MyFlorida.com

850.245.6750, Option 2

Brenda Lipply

Brenda.Lipply@DOS.MyFlorida.com

850.245.6770



Questions



Ron DeSantis, Governor
Laurel M. Lee, Secretary of State

Florida Department of State
Division of Library and Information Services

Some of the programs featured in this presentation are funded under the provisions of the Library Services and Technology Act, from the Institute of 
Museum and Library Services. Florida’s LSTA program is administered by the Department of State’s Division of Library and Information Services.


