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My Job? Why?

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

e Reduce unnecessary records.

Spend less on records storage.
» Space (onsite, offsite, electronic).
* Materials.

Improve access to records.

Minimize premature destruction of records.

|dentify and protect vital and historical/archival records.

Potentially reduce legal costs by complying with Florida law. Al
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Did You Say . .. Law?

Chapter 119, Florida Statutes, Public Records:
e 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.

e 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.
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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.
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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.

FLORIDA DEPARTMENT OfSTATE

State of Florida

GENERAL RECORDS SCHEDULE GS1-SL

FOR STATE AND LOCAL GOVERNMENT
AGENCIES

EFFECTIVE: FEBRUARY 19, 2015
R. 1B-24.003(1)(a), Florida Administrative Code

Florida Department of State

Division of Library and Information Services

Tallahassee, Florida
850.245.6750

http://dos myflorida.com/library-archives/rec

ds

1 aquen:

Genersl Records Schedule GS1-SL for State and Local Govemment Agencies

RECOI

ETENTION SCHEDULES

ONTROL RECORDS Item #1389
series consists of records pertaining to employee or contractor accass to a failty or resource (2., offics
cure office ares. parking faciit, computer network) including. but not mited to, amivalidepaniure data, key
records, identifcation badge records, parking assignment fecords, netwark ccount and permission records,
ties dues not include records relating 10 visitars, such as visitor logs or visitor badges.

: 1 anniversary year after superseded or employee separates from employment

NT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) Ttom #244

s consis of case fles unmmennng ‘approval or denial of requests 10 construct or modify  strucure in &
formant buidi

N R To e 61 siucture OR 10 asesversary years aflr bose cased, wéichever i laer

ENT FILES: BUILDING Item #3341
e cumits o come e cocurardng spprov o o o et rp—— modiy a structure in 3
in canformance with the: buildi

2 10 ervversary years sher cass losed.

RATIVE CONVENIENCE RECORDS e #2
series consists of DUPLICATES of comespandence, reports, publications. memorands, etc., maintained for
&nce of officials and employees in camying out their duties. The material fled in this series is NOT the afficial
d copy. Do NOT use this ltem If records fall under a more appropriate retention schedule item.

N: Retain unil obsolete, superseded, or administrative value is lost.

u'rwz SUPPORT RECORDS Hem #3
i ety ool Far i the

nd do not serv
.xample! are n individual's dally acnmlramng 153 used 1o campll periocc aciy repora: Sign-up shests
equipment or facililies (.g., reserving - and and use

e Toray. Do NOT se thi e 1 records fall under

1o contentirequirements of the records necessltate that an Individual retention schedule be

4. For instance, use Busget Records: Supporting Documents for budget work papers, or use Purchasing
records relating 1o purchase of office supplies; elc

N: Retain untl obsolete, supersedad, or sdministrative value is lost.

RATOR RECORDS: AGENCY DIRECTORIPROGRAM MANAGER Item #122
vion cormisks i el cotanrkog stk o of sierid or ppoiner progeem margees o
ctors itute the offical record of  farmulation

d program initiatives. This series may include variaus types of records, such as mlmpcmuznce
 statlements. prepared for delivery at meefings, conventions, or other public functions that are designed to
d promote departmental programs, activiies, and policies: interviews: nd reports concerming agency
welopment and implementation. Se2 also 'CORRESFONDENCE AND MEMORANDA: PROGRAM AND

VELOPMENT " "DIRECTIVES/POLIC IRES,” FILES" These
iy have archival value.

years; ge the State Archives of review
oston of veeonds should ensure sppropriate p records

term historical value.

ENENTS: LEGAL Jtem ns

71 Pl S, (W a1 ot Icge 1l oty vt o punllsm}oun e Aaminimaiie.
Jarding matters pertaining t the agency and other legal advertisments which may directly or indirectly affect
. bid invitations for consiruction jabs, public hearings or notices, and public sales. A legal advertisement

eg
wy fled wih the tem 10 which it applies.

RETENTION: 5 fiscal years.

AFFIRMATIVE ACTION RECORDS htem #42

This record series consists of reconds relating ta an agency’s afrmative ction plan, inchuding reports submitied 1o the
artunity Commission (EEOC). di complaints, i
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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) o

GS12 Property Appraisers o
GS13 Tax Collectors
GS14 Public Utilities
GS15 Public Libraries

*The GS6 and GS10 are no longer in use
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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 title EQUIPMENT/VEHICLE USAGE RECORDS Iltem #224 |tem number

This record series documents use of agency equipment
and vehicles, including, but not limited to, vehicle logs

Description indicating driver, destination, fuel/service stops, and
odometer readings and/or total trip mileage;
equipment usage logs and/or reports; and other usage
documentation.

Retention RETENTION: 1 calendar year.
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Record Series Examples

GS1-SL — State and Local Agencies GS15 — Public Libraries

* Attendance and Leave Records Item #116. * Acquisition Records Item #1.

* Financial Transaction Records: Detail Item #435. e Catalog Records Item #3.

* Grant Files Item #422. * Circulation Records Item #4.

* Training Material Records Item #147. * Reference Request Records Item #9.
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General Records Schedule GS1-5L for State and Local Government Agencies

RECORDS RETENTION SCHEDULES

ACCESS CONTROL RECORDS Item #189
This record series consists of records pertaining to employee, contractor or subscriber access to a facility or resource
(e.g., office building, secure office area, parking facility, computer network) including, but not limited to, arrival/departure
data, key assignment records, identification badge records, parking assignment records, network account and permission
records, etc. This series does not include records relating to visitors, such as visitor logs or visitor badges. See also
“VISITOR/ENTRY RECORDS.”

RETENTION: 1 anniversary year after superseded or access rights terminated.

Example from the ADDRESS REQUEST RECORDS Item #415
GSl'SL This record series consists of redqu ests for addresses for pl'DpE‘I"tiE‘S that DFE'IJ'iDUSI'_I." did not have an address assigned to
them. The series includes an address request form pmviding such information as name of person making fEQUESt,

identifying information regarding the parcel and subdivision, and the type of address requested (residential, commercial,
other). The series may also include supporting documentation such as copies of site maps and floor plans.
RETENTION: 5 fiscal years.

ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) Item #244
This record series consists of case files documenting approval or denial of requests to construct or modify a commercial
structure in a manner not in conformance with the building code.

RETENTION: Retain for life of structure OR 10 anniversary years after case closed, whichever is later.

ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (RESIDENTIAL) Item #331
This record series consists of case files documenting approval or denial of requests to construct or modify a residential
structure in a manner not in conformance with the building code.

RETENTION: 10 anniversary years after case closed.

ADMINISTRATIVE CONVENIENCE RECORDS Item #2

This record series consists of DUPLICATES of public records maintained for the convenience of officials and employees
in carmying out their duties. These records are NOT the official file or record (master) copy. Do NOT use this item If
records fall under a more appropriate retention schedule item.

RETENTION: Retain until obsolete, superseded, or administrative value is lost.
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Example from the
GS15

Due for update — your
input welcome!!!

FLORIDA DEPARTMENT OfSTATE

GENERAL SCHEDULE FOR PUBLIC LIBRARIES GS15

ACQUISITION RECORDS Item 1
This record series consists of records relating to the acquisition of library materials including, but not limited
to books, periodicals, software, compact discs, videotapes, audiotapes, and film. These records may

include the accession date, publisher and cost, date entered into or removed from the collection, and
method of final disposal.

RETENTION:
a) Record copy. 3 fiscal years provided applicable audits have been released.
b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

ANNUAL REPORTS Item 2

This record series consists of annual library reports relating to library statistics on expenditures, circulation,
attendance, print and non-print inventory, services andfor programs and other pertinent information.
RETENTION:

a) Record copy. 3 fiscal years provided applicable audits have been released.
b) Duplicates. Retain until ohsolete, superseded or administrative value is lost.

CATALOG RECORDS Item 3

This record series consists of electronic or physical records identifying and describing books and other
materials in library collections.

RETENTION:

a) Record copy. Retain for life of material.

b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

CIRCULATION RECORDS Itemn 4

This record series consists of physical or electronic records of the loan of materials to library users, including
records of overdue or delinguent matenals.

RETENTION:

a) Record copy. Retain until transaction completed.

b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

EQUIPMENT USE RECORDS Item §
This record series consists of records of the loan or use of library equipment by the public and may include
the loan or use of public access computers, DVD or video tape players, cassette tape recorders and film
projectors.

RETENTION:
a) Record copy. Retain until obsolete, superseded or administrative value is lost.
b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

FINES AND REPLACEMENT CHARGE RECORDS Item 6
This record series consists of records relating to payments for fines and replaced library materials and may

include records relating to the withdrawal of materials from the inventory or catalog.
RETENTION:

a) Record copy. 3 fiscal years provided applicable audits have been released.
b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

INTERLIBRARY LOAN REQUEST RECORDS Item 7

This record series consists of physical or electronic forms used by a library to request the loan of books or
materials from another library.

RETENTION:
a) Record copy. Retain until transaction has been completed.
b) Duplicates. Retain until ohsolete, superseded or administrative value is lost.
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Individual Agency Retention Schedules

Request from us if you have records not covered in a general schedule.

STATE OF FLORIDA L [ STATE OF PLL;RID\ ]
DEPARTMENT OF STATE Request for SCHEDULENO. DEPARTMENT OF STATE RECORDS RETENTION SCHEDULE
Division of Library snd Agency No. |
o RECORDS RETENTION SCHEDULE (=02 | el This page for Department of State use only SCHEDULENG 18
Form LSSE-10SREH2-09 Fiebgeaiin Form LSSE105Rey.2-409 | S
Raule IB-2406, FAC. £ Revise Existing Schd # ok 1B34063, FAC: Agency No. 52500000
Agency Information Agency Name: M Airport Authori
1. Agency 2. RMLO Contact Information A . Cay
Name: Name: Record Series Title, Description, and Retention
bl\'isl‘nn' 5 If approved, this records retention schedule remains in effect until there is a change in series coatent or until other factors are introduced which would
e Phone: afffect the retention period, at which time o new request for an individual records retention schodule should be submitted for approval, 1fa new
ureau: 3 E-mail 3 general records schedule is later establishod that requires an equal or longer retention period for the same records, that general records schedule |
3. Custodian Address: supersedes this individual records reention schedule.
Name: - —— —
Phone &0 Approved

Record Series Information
for record series, of media or format. A record senies is 2 group of related public records amanged ool / i

R jom schedu s P i ipient Agency
under a :ingle fling aranzement or mmuamwﬂdhumlmy)mchmﬁhmﬁmm::ogm :
subjact or function, result from the same document 2 specific type of ion, or have some arisng creation,
m:“* R ALY, ope i This record series documents permits, licenses and certifications issued 1o the authority by another public agency.
——- = - - Permits, licenses and certifications may be issued to conduct business such as operating weights and measures
4. Propose:bgecqrd Series Title. Provide 2 brief phrase sumanzing the form, fimction and ‘or sugject of the racords, without vsing 2gency instruments and engaging in the business of outdoor advertising :
jarzon or 2bbraviations ¥

Retention: a) Record Copy. Retain for as long as is required by the issuing agency or until obsolete, superseded, or
administrative value is lost, whichever is applicable.
b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

5. Record Series Description. Provide a general description of the record senes, inchuding s purpose and use. This information should
erzble :omeone ot famalsar with the racord series to identify it and understand its contents. Pleaze attach any related forms or other
documentation.

6. What is the primary purpose of this record series? B Admmisrarive O Legai B Fiscal

Is this record series subject to audit? [J Fer B Ao [] pisapproved

List any federal, state, or local statutes, laws, ordinances, rules or other legal or regulatory requirements specifically Comments:
relmn- to this record series. Please attach copies, if available.

Agency Recommended Retention
7. Based on your agency’s knowledge of the record series and its function, what is your agency’s recommended retention

period?
Record Copy: |
Duplicate Copies:
Agency Authorization
8. Authorized by: il
Schedule Review ‘ Schedule Approval
< 3 Dat i )
| Signature B = Analyst Review A, Pepe — 12/08/2017 -
|~ PLEASESUBMITTO: Florida Departmant of State
Stata Litrary and Archives of Florida P 2 / ‘
Mail Station SA Archivist Review_T- Wclean 17_}2/ 71 11 1)/ l/'t A e— 12 m 20(7
Tallahasses, Florida 32393-0250 el g [ I')nk.uu { Date '
Please note that this x: a retantion schodule Yequast and that tha schedule is ROt available for usa wAtil Supervisor Review  —2riAL (e Q/‘ k/,/ 4 Divi iion of .hr.m and Information Services ?
=eviewed and e tnant of Stata. You will D@ notifiad when thia sGviaw 15 laza | | Florida Department of State - H™ //: D ‘ V | S | O N OF
| - B S W7
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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.
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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 retrospectlve conversmn pro;ect

FLORIDA DEPARTMENT OfSTATE
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Disposition Documentation

Must include for each record series:

1. Schedule number. Example:

2. ltem number. ;. LisT oF REcoRD sERiES

3. Record series title. _
4. Inclusive dates. e 11(10120
5. Volume. | N
6. Date and manner of disposition.

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

e Consider including additional documentation
(i.e., photographs, memo of explanation, news
articles, press releases, etc.).
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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.
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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!
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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)s5., Fs.

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

Autopsy photographs and recordings. 406.135(2), Fs.

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, Fs.

Public library registration and circulation records. 257.261, Fs.

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. | 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.
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Annual Compliance Statement

RECORDS MANAGEMENT COMPLIANCE STATEMENT
Fiscal Year 2016-2017

Agency ID: C0121000

“Each agency shall submit to the e s S e e e
Division, once a year, a sighed

statement attesting to the agency’s -
compliance with records Romkosig . e 12/10/207
management laws, rules, and e ORmT bolNTy PR
procedures.” 1B-24.003(11), F.A.C

chs D No {Unmarked responses will be recorded as not in compliance.)
2, This agency disposed of 11763 cubic feet of records during the fiscal year indicated above.

3. This agency digposed of records in electronic form during the fiscal year indicated above.
[ Yes ’E’rﬁo (It is not necessary to indicate volume of electronic records disposed.)

4. [ Check here if you would like to
the reverse side of this fori

Section |

Compliance Certification

ontacted for assis!

Please Indicate changes to Agency Information on the lines provided on the right

Current Information:

Piease do not erase oy cover mformation below. Indicate changes or additions on the ines below.

Agency Name. Broward County School Board
Agency Head: Mr. Robert W. Runcie

Address: 600 S.E Third Avenue
Fort Lauderdale, Florida 33301-3125

Section Il
Agency Information

* Mailed out to agencies in November

Section 257.36(5)(a), Florida Statutes,' requires public agencies to designate a Records Management Liaison Officer

(RMLO). Please indicate changes to RMLO Information on the lines provided on the right. If Current Information is blank,
Of e a C h e a r g please designate an RMLO for your agency on the lines provided on the right.
y = 'o;f Current Information:
= E Please 0o not erase or cover information below. Indicate changes or additions on the lines below
g o RMLO: Ms. Lucia Ungaro e
—
§ = Address: 7720 West Oakland Park Bivd = 2o
* Combplete e agenc 30 Sundise,FL 33351
O -
=
o Phone:  (754) 321-3151 Ext.: o _
Email: lucia ungaro@browardschools.com

* Must be returned by December 31.

'Section 257,36(5), Florida Statutes: “For the puiposes of ths N, the 1erm agency shal mean any state, county, dsiict. of murscipal officer, departmant. Civision,
bureau, board, commission, or v Separste unil of gavemment ed of estabishec by law It I5 the duty of each agency to: (a) Cooparate with the division in complying

wilh the provisions of this chapter and designate a records management isison ofices. (b} Establsh and mamigin an aclive snd conting ng program for the economical ang
efficient management of records

*Rude 18-24.003(9), Florida Administrative Code: "PLbic records may be destrayed or othenwise 0ispased of only n accordance with retention schacules estabished by
the Division. Photographic reproducsons or reproductions thicugh electonc recorckeeping systoms may subslitute for the ofignal cr paper copy, per Section 92 28, F 5,
Photographic or slectronic coples Price 1 records disposiion, agencies must ensure thal all retention requirements Nave been satisked. For each record senes being
disposed of, agencies shal identify and document Ihe lollowng: 1. Recoeds retention schedule number lem number; 3. Record sedes We: 4. Inclusive dates of the
records; 5. Voluma in cubic feet for paper records: for efectrorns records, record tha numbar of bytes andior recceas andlor files If known, or indicate that the deposed
records were in slectronic form, and 6. Disposmian acticn (mannar of disposition] and date

Please complete and return this compliance statement by ber 29, 2017 (submit one copy only, please) to:
Department of State ﬁ
Records Management Program, Mail Station 9E OR recmgt@dos.myflorida.com i It Z= DIVISION OF
Tallahassee, FL 32399-0250 \\ | ;/
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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.

e 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.

n - :
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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.

DIVISION OF
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DOS Records Management Resources

info.florida.gov

Department of

Records Management

s / Records Management

e / Division of Library and Information Se

Corporations | Arts and Culture | Elections | Historical Resources | Library and Information Services

The Division manages the State Library and Archives, supports
public libraries, directs records management services, and is the

DIVISION OF
designated information resource provider for the state of Florid

LIBRARY and
INFORMATION SERVICES Peh
bo R Record g or. Lib 0 /"’:7/—\ ==
E— W |
Para espafiol, seleccione de la lista [ Select Language v | Powered by Go' gle Translate ¢, L =
General Records Schedules Records Management

Liaison Officers

3
et
e

LA FLORJFA.
Aul Pore Hiegl Chiases .

RECORD ANA SERVICES FOR LIBRARIES

Records Management
Training

Research at the State Archives Genera chedules Grants
Services for State Employees Records Management Liaison Continuing Education
Search Our Catalogs Dispose of Public Records nity Engagement
Get a Library Card Training Florida Libr:
Preserve Your Collections Forms and Publications Find a Florida Library / \ - SN~
Disaster Recovery Florida Statutes and Rules Records Management FAQ
MORE IN RESEARCH MORE IN RECORDS MANAGEMENT MORE IN SERVICES FOR LIBRARIES _
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Department of State / Division of Library and Information Services / Records |

v ecoms oo ———]
Management [ General Records Schedules [e12)] Department of State / Division of Library and Information Services / Records
Management / Records Management Training Gen| ~
Rec: Department of State / Division of Library and Information Services / Records
General Reco rds Schedu les .. Rec| management / Forms and Publications General Records Schedules
ronl Records Management Training

For iai i
General Records Schedules set retention requirements for records documenting administrative Rec FOI" s and Pu blications Records Management Liaison Officers
and program functions common to several or all zovernment agencies. Disy Seminars @ m Forms and Publications
Examples include personnel, accounting and general administration. Statl DLUIS hopes to resume in-person, full-day seminars at a future date. - Forms Records Management Training
[ i i ini i - Dispose of Public Records
Not all individual records are coversd by these General Records Schadules. Please contact your Dis4 Contact rmraining@dos myflorids com to discuss virtual training options P
Records Management Liaison Officer for more information. . Records management seminars: - | Form Word PDF Excel State Records Center
or| .
» Teach basic records management principles and best practices. - Request for Records Retention Schedule 57 KB SOKB Disaster Recovery
Schedule Rec > Forindividuals with records management responsibilities. Florida Statutes and Rules
number Agenc-,r Last revised PDF Excel i > Forindividuals employed by newly created public agencies. Dis Records Disposition Document 44 KB 13 KB
Relg » Good refresher course in records management. p Records Management FAQ
G51-5L State and Local Government Agencies 2020 S5TKB  BEKB » Various locations around the state; classes last all day. Stall  pecords Management Liaison Officer Appaintment Farm 77 KB Related Links

Transmittal and Receipt for Records Storage 67 KB 14 KB

Disg
G52 Law Enforcement, Correctional Facilities 2021 833KB 5OKB m WEb]nars Flor] m
and District Medical Examiners Records management webinars: BOKB 16 KB
5

Rec| Request for Reference Service

. > Provid with fficient and ical alt tive & -site training in a fe Reld
G5S3 Election Records 2012 632KB  138BKB hm‘“ £ YOUraBEnCY With an eMcient and sconamical alkemative o on-sike training in a few Request for Return of Reference Service Work 55 KB 13 KB
ours.
G54 Public Hospitals, Health Care Facilities 2020 458KB  62KB ? Auailable upon request, can be tailored lo your sgency’s specific needs. [EY]| Records storage Box Labels (Two Per Page) 65KB  106KB
5 dical 5 - > Overview of Florida’s Public Records Law.
and Medical Providers ;
? Methods of records inventory. Records Storage Bowx Labels (Three Per Page) 78 KB 200 KB
Contd » How to determine retention and disposition requirements.
G55 Public Universities and Colleges 2012 GOKB G2KB Request for Non-5AC Destruction a8 KB 25 KB Contact us at recgt@dos. myflorida.com.
o On-site presentations and consultations
GSE Building Departrments See G51-5L Non-SRC Destruction Box Label 34 K8 7 KB
. . b |
) On-site presentations
G57 Public 5chools Pre-K-12 and Adult and 2019 105KB  110KB Contd Records Inventory Worksheet 251 KB
Career Education » Teach records management principles and best practices.
» Offer in-person opportunities for questions and discussion. Transmittal/Receipt Transfer of Public Records to Archives 3B KB
GSE Fire Departments 2020 523KB  41KB > For agency officials and employees with records management responsibilities. )
File Plan Form 16 KB
» For agency officials and employees of newly-created public agencies.
G538 State Attorneys 2004 26KB » Far organizations whose members are Florida public agency employees or officials . .
Publications
G310 Public Defenders Deactivated Dec Consultations
2013 » Managing Florida's Public Records (PDF)
> Review agency's records management programs and practices. 3 General Records Schedules
» Provide advice, guidance and recommendations based on agency's specific conditions and » Florida State Records Center Handbook (PDF)
G311 Clerks of Court 2010 121KkB  55KB requirements » Public Records Center Facilities Guidelines {PDF}
» For Florida public agencies and institutions. » Records Storage and Facilities Guidelines for Archives and Historical Records Repositories
G512 Property Appraisers 2013 115KB &4KB (PDF)
Read more about presentations and consultations, their fees and more. '
» Records Management Self-Evaluation Guide [PDF)
G513 Tax Collectors 2019 147KB  75KB Contact rmtraining@dos.myflorida.com to request;  Micrographics Handbook (PDF)
- s > An on-site training presentation for your agency or professienal organization. > Legislative Records: Guide to Preparation and Transfer (PDF}
G514 Public Utilities 2020 727KB  51KB .
» An on-site consultation for your agency.
G515 Public Libraries 2003 30KB

DIVISION OF
LIBRARY and
INFORMATION SERVICES

FLORIDA DEPARTMENT OfSTATE




Records Management Training

S| T N

* Seminars — full day classes conducted in K
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
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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
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We cannot provide legal advice or legal interpretation.

* Request guidance from and proceed on the advice

Need Legal Advice?

of your agency’s legal counsel.

e Consult Government-in-the-Sunshine Manual.

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

Attorney General Opinions

en Espariol

Search for Advisory Legal Opinions

ck Search

Construct your query then c

Search by Word

Search Results

Simple Search

Your Search Produced 500 out of 500 Maximum Results. 1 through 20 shown.

Florida Attorney General Advisory Legal Opinions | S2arch for |M of the following words:
AGQ 2016-16 10/05/2016
Requesting an Attorney General Opinion 1. |"publi[: records” |2_ |fees AGD 90-10 02/06/1990
Searchable Databasze of Aftorney General Opinions AGO 76-34 02/16/1976
Historical Collection of Attorney General Opinions 3 | |4' | AGO 2005-28 04/28/2006
Attorney General Opinion Indexes - 1895 to 1981 | 5. | |6. | AGO 83-80 10/31/1983
How to Obtain Previous Opinions - | |S | AGO 75-304 12/19/1975
Dual Officeholding Pamphlet ' AGO 99-41 06/30/1999
Sunshine Manua (L] Find exact word matches only AGO 90-81 10/04/1990
Annuzl Reoart AGOD 2013-03 01/30/2013
AGO 80-07 01/29/1990
AGO 88-23 06/01/1988
AGO 8519 02/28/1985
AGQ 80-57 06/17/1980
AG0O 00T OR2O007

FLORIDA DEPARTMENT OfSTATE

Advanced

South Broward Hospital District - Public Records
Public records, local regulation

Use of computer terminal and public records
Public Records, fees for copying records

Public records; children’s residence

Contract to furnish public records

Copying fees for records in central voter file
Fublic record, fee for copies

Public Records, charges for electronic records
Retrieval costs when public records stored off premises
Training tapes as public records

Setting fee for record duplication, preemption

Public records reguest by telephone
Boercorde providing recorde thronab nrivate spfity |
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Government-in-the-Sunshine Manual

* Great guide to Florida public records GOVERNMENT-IN-
requirements. THE-SUNSHINE
MANUAL

e 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. 2021 Edition
https://first-amendment- . .
foundation.myshopify.com/collections/publications :,fﬁﬁ,;z { ;:,E:’:ﬂ:ﬂﬁ

and Open Meetings Laws

Volume 43
n
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Records Management Program Contacts

Training Technical Assistance
General General
RMTraining@DOS.MyFlorida.com Recmgt@DOS.MyFlorida.com

) 850.245.6750, Option 2
Stephanie Boggs

Brenda Lipply
Brenda.Lipply@DOS.MyFlorida.com
850.245.6770

Stephanie.Boggs@DOS.MyFlorida.com
850.245.6745

Vie Miller
Vie.Miller@DOS.MyFlorida.com
850.245.6746
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Questions
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FLORIDA DEPARTMENT Of STATE

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.
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