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TO:    ACHD Commission, Director 
   
FROM:    Misty Perry, Information Records Administrator 
    Scott Spears, Assistant General Counsel 
 
SUBJECT:  STATUS REPORT for April 24, 2013 

Records Management Update and Policy Review 
     
Executive Summary 
ACHD did not have a formal records and information (RIM) program that was managed consistently in the 
normal course of business. ACHD has a written retention policy, but it can be left open to interpretation. ACHD 
did not have a documented procedure manual, and there was no RIM related training or processes. Some 
departments had set up their own retention procedures and consistent practices were not being followed 
through‐out the District. The content of what was stored in the Laserfiche electronic content management 
system and the physical location of off‐site documents was less than formalized from a process standpoint. 
Content was not being stored with templates or metadata information, so documents were difficult or time 
consuming to locate. All scanned documents were being transferred to the Idaho State Historical Society (ISHS), 
which is not the procedure that the ISHS wants us to follow.  

 
Background 
ACHD contracted with Dave McDermott in June of 2011, to review ACHD’s Records Management policies set 
forth in Section 2024 of the Policy Manual and to also develop record retention schedules as an alternative to 
the Record Retention policies set forth in Section 2031 of the Policy Manual. While under contract, Mr. 
McDermott worked with various ACHD administrative staff, as well as Legal, and performed an active record 
inventory with each department. A master file plan/classification was developed from the active record 
inventory. The plan was broken out by functional group/department and has a standard classification applied to 
each record series in ACHD. All record series codes begin with an alpha designator and followed by a number. 
These codes will not change, but new record types can be added as business evolves. The master file plan was 
created to manage information in a consistent manner across ACHD and will reduce the amount of duplication 
in Laserfiche. In December of 2011, Misty started assisting Mr. McDermott in completing the department record 
schedules and file plans in our electronic content management system. 
 
Dave McDermott’s contract ended on February of 2012, and he left ACHD with a good start on a new Records 
Management policy. Misty has carried forward Mr. McDermott’s work. This has included refining the record 
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schedules, working with staff on how to capture metadata correctly with the new record schedules, developing 
the Laserfiche system to coincide with the new structure, and reviewing legacy data. 
 
We wanted to capture the information correctly into the new system, so most of the scanning was paused while 
Mr. McDermott performed the inventory of ACHD’s documents. In March 2012, the structure was at a point to 
where we could start scanning into the new system. A backlog of documents was identified, which had to be 
prepped for scanning, so two temporary workers were hired to help with the process. It was a major task 
undertaken by the record management section and ACHD staff. The backlog was completed in March of 2013. 
Over 600,000 documents were scanned into the new filing system complete with templates and metadata 
information assigned to each document. There are still approximately three million legacy data documents in 
our Laserfiche system that needs templates and metadata assigned to them. The records management staff 
continues to work on these documents. 
 
Dave McDermott also created a draft of a new Records Management Procedure Manual. After Misty’s 
appointment as the Information Records Administrator in October of 2012, she took the manual and modified it 
to align with the standards that ACHD has established in regards to actively scanning documents.  
 
Through this process, we have worked collaboratively to fine tune the new Records Management Policy (Section 
2024), the new Records Management Procedure Manual, and the Record Retention Guidelines and Schedules. 
 
Video Surveillance 
A separate issue came to our attention relating to video surveillance of ACHD facilities and we have drafted a 
new Video Surveillance Policy (Section 2031). This new policy establishes the safety and security purpose of 
video surveillance of ACHD facilities, general requirements for operation of the video surveillance system, and 
the status of video surveillance system images as transitory unless saved to a separate recording system.   
 
Policy Implications 
Resolution 1092 provides for the repeal of the current Section 2024 and Section 2031 and adoption of new 
Sections 2024 and 2031 – Video Surveillance Policy. Resolution 1092 also provides for the adoption of the new 
Records Management Procedure Manual, Record Retention Guidelines #001 through #005, and the Record 
Retention Schedules for each department. 
 
Next Actions 
Resolution 1092 will be on the May 1, 2013, Consent Agenda. 
 
Attachments 

1. Resolution 1092 
2. Section 2024 – Records Management 
3. Section 2031 – Video Surveillance Policy 
4. Record Retention Guidelines 
5. Record Retention Schedules 
6. Records Management Procedure Manual 
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RESOLUTION NUMBER 1092 
 

BY THE ADA COUNTY HIGHWAY DISTRICT BOARD OF COMMISSIONERS: 
SARA M. BAKER, JOHN S. FRANDEN, REBECCA W. ARNOLD, MITCHELL A. 
JAURENA, AND JIM D. HANSEN.  
 
A RESOLUTION PROVIDING FOR GENERAL ADMINISTRATION POLICY 
HANDBOOK UPDATES: REPEALING EXISTING SECTION 2024 AND REPEALING 
SECTION 2031, ADOPTING A NEW SECTION 2024 RELATING TO RECORDS 
MANAGEMENT, ADOPTING A NEW RECORDS MANAGEMENT PROCEDURE 
MANUAL, AND ADOPTING NEW RECORD RETENTION GUIDELINES AND 
SCHEDULES FOR DISTRICT DEPARTMENTS, AND ADOPTING A NEW SECTION 
2031 RELATING TO SECURITY VIDEO SURVEILLANCE OF DISTRICT FACILITIES. 
 
WHEREAS, Ada County Highway District (“District” or “ACHD”) is the single countywide 
highway district in and for Ada County, Idaho created pursuant to Idaho Code, Chapter 14, 
Title 40, and has exclusive jurisdiction over the public right-of-way; and 
 
WHEREAS, the District previously adopted the Ada County Highway District General 
Administration Policy which is set forth in the ACHD Internal Policy Manual at Section 
2000 et seq. which delineates in part at Section 2024 and Section 2031, ACHD policies for 
the management and retention of District records and which has undergone amendment 
from time to time following its initial adoption; and    
 
WHEREAS, The District enlisted the assistance of a consultant to review ACHD’s existing 
internal records management and retention policies set forth in the ACHD Internal Policy 
Manual at Section 2024 and Section 2031 and the consultant developed comprehensive 
updates to the policies set forth in Section 2024 as well as retention schedules to replace 
the previously adopted retention policies set forth in Section 2031. Following-up on the 
efforts of the consultant, District staff reviewed the proposed records management policies 
and retention schedules and modified them as deemed appropriate and District staff now  
recommends  repeal of the existing Section 2024 and Section 2031 of the ACHD Internal 
Policy Manual and the adoption of a new Section 2024, as set forth in Exhibit “A”, attached 
hereto; as well as a new ACHD Records Management Procedure Manual as set forth in 
Exhibit “B”, attached hereto; and Records Retention Guidelines, as set forth in Exhibit “C”, 
attached hereto; and Retention Schedules for each ACHD Department, as set forth in 
Exhibit “D”, attached hereto; and  
 
WHEREAS, the District has established for security purposes and where deemed 
appropriate, video surveillance of District facilities, and the District wishes to include within 
District Policy a new Section 2031 setting forth a Security Video Surveillance Policy 
establishing guidelines for video surveillance of District facilities and classification of video 
surveillance as a transitory record unless transferred or copied and saved to a separate 
storage system for retention and use by the District, as set forth in Exhibit “A”, attached 
hereto; and 
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WHEREAS, it is in the best interest of the citizens of Ada County, Idaho, for the Ada 
County Highway District Board of Commissioners to repeal the existing Section 2024 
and Section 2031 of the ACHD Internal Policy Manual and adopt a new Section 2024 
and a new Section 2031 of the ACHD Internal Policy Manual, as set forth in Exhibit “A”, 
attached hereto; and 
 
 WHEREAS, it is in the best interest of the citizens of Ada County, Idaho, for the Ada 
County Highway District Board of Commissioners to adopt a new ACHD Records 
Management Procedure Manual, as set forth in Exhibit “B”, attached hereto; and 
 
WHEREAS, it is in the best interest of the citizens of Ada County, Idaho, for the Ada 
County Highway District Board of Commissioners to adopt Records Retention 
Guidelines, as set forth in Exhibit “C”, attached hereto; and  
 
WHEREAS, it is in the best interest of the citizens of Ada County, Idaho, for the Ada 
County Highway District Board of Commissioners to adopt Records Retention  
Schedules for each ACHD Department, as set forth in Exhibit “D”, attached hereto; and  
 
NOW, THEREFORE, BE IT RESOLVED, by the Commission of the Ada County 
Highway District that it does hereby repeal the existing Section 2024 and Section 2031 
of the ACHD Internal Policy Manual and adopt a new Section 2024 and a new Section 
2031 of the ACHD Internal Policy Manual, as set forth in Exhibit “A”, attached hereto.  
 
BE IT FURTHER RESOLVED, by the Commission of the Ada County Highway District 
that it does hereby adopt a new ACHD Records Management Procedure Manual as set 
forth in Exhibit “B”, attached hereto. 
 
BE IT FURTHER RESOLVED, by the Commission of the Ada County Highway District 
that it does hereby adopt Records Retention Guidelines, as set forth in Exhibit “C”, 
attached hereto.  
 
BE IT FURTHER RESOLVED, by the Commission of the Ada County Highway District 
that it does hereby adopt Records Retention Schedules for each ACHD Department, as 
set forth in Exhibit “D”, attached hereto.  
 
BE IT FURTHER RESOLVED, that the repeal of the existing Section 2024 and Section 
2031 of the ACHD Internal Policy Manual and the adoption of a new Section 2024 and a 
new Section 2031 of the ACHD Internal Policy Manual and the adoption of a new ACHD 
Records Management Procedure Manual and the adoption of Records Retention 
Guidelines and Retention Schedules for each ACHD Department, all as attached hereto 
in Exhibits “A”, “B”, “C”, and “D” respectively, shall be in full force and effective 
immediately upon adoption and approval. 
 
ADOPTED AND APPROVED by the Board of Commissioners of the Ada County 
Highway District at its regular meeting held on this 1st day of May, 2013. 
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   ADA COUNTY HIGHWAY DISTRICT 
   BOARD OF COMMISSIONERS 
 
 
   By:_____________________________ 
        Sara M. Baker, President  
 
    
   By:_____________________________ 
       John S. Franden, Vice President 
 
 
   By:_____________________________ 
        Rebecca W. Arnold, Commissioner 
 
 
   By:_____________________________ 
        Mitchell A. Jaurena, Commissioner 
 
 
   By:_____________________________ 
        Jim D. Hansen, Commissioner 

. 



		 Page	1	
 

2024 RECORDS MANAGEMENT 
 
2024.1 General – Purpose/Intent/Philosophy 
 
To establish a records and information management (RIM) program and assist those 
departments that requires records retention support and procedures. The goal of the RIM 
program is to: 
 

 Manage records efficiently and economically 
 Increase District control and standardization of record keeping practices 
 Ensure rapid access and retrieval of records 
 Enhance management decision-making capabilities 
 Foster compliance 
 Demonstrate District accountability 
 Streamline redundancy and optimize District business processes 
 Meet the Generally Accepted Record Keeping Principles (GARP). 

 
RIM provides for controls and security of all records, regardless of media, from their creation or 
receipt, through their processing, distribution, organization, storage, and retrieval to disposition. 
Information flows through the District in the form of paper and electronic records, such as word 
processing documents, spreadsheets, e-mail, graphical images, and voice or data 
transmissions. Information can be stored on a variety of storage media, such as microfilm, 
microfiche, diskette, optical disk, CD-ROM, videotape, and paper.   

The District shall use Record Retention Guidelines and Schedules to govern records and 
information disposition, retention, and disposal. 

Electronic media should be used in lieu of paper copy and maintained in accordance with 
District approved retention guidelines and schedules, systems, software, and hardware. 

District policy shall destroy all records except those that are specifically authorized to be 
preserved. The Record Retention Guidelines and Schedules will identify those records that will 
be kept permanently and signify the retention period for all other District records with lessor 
retention periods. District records must meet the required retention period prior to 
disposition/deletion/ destruction. 

2024.2 Responsibilities 

All employees are responsible and accountable for creating and maintaining accurate and 
complete Records of District business activities. During the ordinary course of business, all 
ACHD employees shall utilize District approved technology and media to create, capture, 
control, manage, archive, and retrieve records.     

The Records Management Staff is responsible for all aspects of records management, including 
the design, implementation, and maintenance of records systems and their operations. The 
Records Management Staff is responsible for oversight and approval of all RIM system-related 
design and development.  

A District Records Management Committee comprised of representatives from accounting, 
legal, and lines of business will be established to review and recommend any changes to the 
District record retention guidelines and schedules. The Committee will meet on an as needed 
basis established by the Information Records Administrator. The Legal department has final 
review and approval of all District related record keeping policy prior to District adoption. 
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Record Coordinators will be responsible for ensuring that District business records are routinely 
reviewed to determine when Business Records should be scanned, transferred, or destroyed in 
accordance to District approved policy. Record Coordinators are required to work closely with 
the Records Management Staff to ensure compliance with District Records policy. 

 
2024.3 Record Retention Schedule  
 
The District acknowledges that it maintains many business records that are used in the 
administration and operation of the public’s business. Business records are prepared, owned, 
used, or retained by the District and are subject to the Idaho Public Records Law. Pursuant to 
Idaho Code and the District’s Public Records Policy, the District shall adopt designated 
categories of records retention and disposition that identify these records. These categories of 
records identify records that are stored on a fixed medium (paper, computer, film, etc.) that are 
created, received, or sent under the jurisdiction of the District and document the organization, 
function, policies, decisions, procedures, operations, or other activities of the District. 
  
Idaho Code Section 40-1337 does not clearly define the retention requirements for most 
records. The law classifies general categories of records as permanent, semi-permanent, or 
temporary. Permanent records are to be kept for not less than ten (10) years after creation. 
Semi-permanent records are to be kept for not less than five (5) years after creation or 
completion of the matter for which the record is held. Temporary records are to be kept not less 
than two (2) years.   
 
Because of these broad designations, Idaho Code authorizes the Highway District to adopt 
more specific retention guidelines and schedules based on their own legal, financial, 
administrative, or historical need, within the statutory categories.   
 
The District shall adopt specific Record Retention Guidelines and Schedules for all District 
records. Record Retention Guidelines and Schedules shall be compliant with applicable rules 
and regulations and finalized into an operational retention schedule.   
 
The Legal department will have final review and approval of all retention guidelines and 
schedules prior to District adoption. Adopted retention guidelines and schedules will be 
centralized into a District Records Management Procedure Manual that will be distributed to 
District staff. 
 
Records will be maintained according to the adopted Record Retention Guidelines and 
Schedules. Those records that meet short-term retention requirements will systematically be 
deleted or destroyed and those records with long-term retention requirements will be maintained 
and protected.  
 
Disposition of records due for destruction must conform to adopted RIM procedures.  Deletion/ 
destruction of District records must be authorized by signature of the department head of the 
originating department, and the legal department. 
 
Individual department records shall be scanned into the District’s Electronic Content 
Management (ECM) system, or transferred to hardcopy record storage as directed by the 
department Record Schedule. Any records being transferred to the Idaho State Historical 
Society after scanning has occurred must follow standard transfer procedures and protocol. 
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Record destruction delays may be authorized by the individual department head. Delays must 
also be approved by the Records Management Staff.   
 
Record preservation processes, which override the adopted Record Retention Guidelines and 
Schedules, must be implemented during litigation and tax audits.   
 
2024.4 Record Disposal / Destruction  
 
In order to protect District interests and ensure a compliant destruction policy, the District will 
follow a standard format for documenting the disposition and destruction of its records. 
 
Records destruction will be documented and approved on a standard Records Destruction form 
prior to the physical destruction or deletion of District records. 
 
Record Destruction forms will be created by the Records Management Staff. Record 
Destruction forms can be created by Department Coordinators for those records that are 
stored/retained in active offices that have met the District approved retention policy. All Record 
Destruction forms will be circulated by the Records Management Staff for approval. 
 
Fully approved Record Destruction forms will be returned to the Records Management 
Department for arrangement of the physical destruction or deletion of the records. 
 
Duplicate copies, convenience copies, drafts, and information that are considered non-record do 
not have to follow the record destruction process. 
 
2024.5 Legal Preservation Hold 
   
The law requires the District to make all reasonable efforts to preserve information that may be 
relevant to a claim/lawsuit, including electronic data. The District will institute a record hold 
process when litigation arises. 
 
Legal preservation holds will override the retention schedule process, and destruction of 
relevant records will cease during litigation.  
 
A preservation hold communication will be delivered by the Legal department to appropriate 
individuals and to the Records Management Staff requesting that all relevant information 
relating to the claim/litigation be placed on a litigation hold list. Research will be performed to 
identify applicable information.   
  
Once the claim/litigation has been resolved a communication will be delivered from the Legal 
department to the appropriate individuals and to the Records Management Staff notifying them 
that the claim/litigation preservation hold has been lifted and normal record destruction can 
resume. 
 
2024.6 Permanent District Records 
 
Permanent District records are those records that are deemed to be of extreme long-term value 
for legal, fiscal, or administrative requirements.   
 
Permanent District records shall be established and identified through the adoption of Record 
Retention Guidelines and Schedules. 
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Permanent District records shall be stored in the safest and most secure manner possible. 
Permanent records retained electronically should be backed-up and those back-ups should be 
stored at an offsite location. 
 
2024.7 Vital District Records 
 
Vital District records are considered to be those records that are necessary for continuation of 
business in the event of a disaster. Some vital records may be classified as vital, but may only 
be vital during their active status and may not be considered a permanent record. 
 
Vital District records shall be established and identified through the Records Retention Schedule 
process. 
 
Vital District records shall be stored in the safest and most secure manner possible. Vital 
records retained electronically should be backed-up and those back-ups should be stored at an 
offsite location. 
 
2024.8 District File Plan / Metadata Model  
 
The District will establish a Standard File Plan/Metadata model for all District records in order to 
create consistent management of its records in the normal course of business.      
 
Record Retention Guidelines and Schedules will be developed from the Standard File Plan for 
all District departments in order to create simplicity and reduce record storage duplication of 
District information. 
 
The Standard File Plan / Metadata model will be merged into the District’s Electronic Content 
Management (ECM) system in order to capture and retain information in a consistent manner. 
 
2024.9 District Record Procedure Manual 
 
The District shall maintain a separate Records Management Procedure Manual that will 
document its records management processes. 
 
The Records Management Staff will be responsible for creation and maintenance of the 
procedures manual with oversight from the RIM committee and the Legal department and 
adoption by the District.   
 
The RIM policy and procedures manual will include all RIM related procedures that support the 
requirements of the District’s RIM policy.    
 
The Records Management Procedure Manual will document the process for capture of 
information into the ECM system and will provided RIM department templates including but not 
limited to, Retention Guidelines and Schedules, Metadata Model, Destruction Forms, sample 
legal hold notices, and District policy.  
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2024.10 RIM Training 
  
In order to facilitate the procedures for managing District information, a RIM training curriculum 
will be established for District employees. RIM training will be mandatory for all ACHD 
employees and will be conducted by the Records Management Staff.  
 
2024.11 Administrative Compliance Audit 
 
To ensure the best interest of the District is protected, a periodic compliance audit will be 
performed to confirm compliance with District RIM policy. The compliance audit will be 
performed by the Records Management Staff with support of the Department Record 
Coordinators.  
 
Results of the compliance audit will be shared with the RIM Committee, Director, and the 
Commission. 
 
 
2024.12 Communication / Distribution  
 
This policy will be communicated to appropriate department personnel through available 
communication avenues. 
 
 
2024.13 Review and Revisions 
 
Additions, deletions and revisions to this policy are the responsibility of the Records 
Management Staff with possible oversight from the RIM Committee and final approval coming 
from the Legal department prior to adoption by the District. 
 
 



 

 

2031 SECURITY VIDEO SURVEILLANCE POLICY 
 
2031.1 Video Surveillance of District Facilities for Safety and Security 
 
Proper video surveillance, where deemed necessary for employee and public safety and 
security purposes, has been established for District facilities. The District recognizes the need to 
balance an individual’s right to privacy and the need to ensure the safety and security of 
employees, users, visitors, and property. The following guidelines are to be followed with the 
video surveillance: 
 

a. The video surveillance system equipment is installed to monitor only those spaces that 
have been identified as requiring video surveillance;  

b. Only authorized personnel shall be permitted to operate the video surveillance systems;  
c. The video surveillance cameras shall be visible and shall be restricted so that authorized 

personnel cannot adjust or manipulate cameras to view spaces that are not intended to 
be covered by the video surveillance program;  

d. Video surveillance system equipment shall never monitor the inside of areas where the 
public and employees have a higher expectation of privacy (e.g. restrooms or change 
areas);  

e. Every reasonable attempt should be made by authorized personnel to ensure video 
monitors are not in a position that enables the public and/or unauthorized staff to view 
the monitors.  

 
2031.2 Video Surveillance Images – Retention 
 
The security video surveillance system images are not intended to be preserved but rather, the 
storage media is to be reused and the video images retained only until routinely recorded over 
based upon video surveillance system capability.  Therefore, security video surveillance system 
images are a transitory record and they are not a “writing” or a “public record.” 
 
If any security video surveillance system images are transferred and saved to a separate 
storage system for use by the District, then they are considered to be a “writing” or a “public 
record” and shall be classified as a Temporary record and retained by the District for a minimum 
of two (2) years unless they are considered litigation related, in which case they shall be 
classified as a Permanent record and they shall be retained by the District as such.   
 
 

 
 
  
 



 

            
 

RECORDS RETENTION 
RETENTION GUIDELINE #RG001  

 

TITLE: ACHD – General 
Records 

REQUIREMENTS 

State:  I.C. 40-1337  Number of years = 2 YR 
Other:  Administrative Number of years = 2 YR 
ACHD Office = 2 Laserfiche = N/A Destroy = 2 ISHS = 

N/A 
Record Non-Record   Vital Record Status  YES No  

Description of Record:   
District records that are considered to be temporary/purpose served that relate to general functions and 
processes of the District. This record retention guideline applies to those records that have a short term life-
cycle that are not part of a longer retention requirement. Please refer to the record retention schedules to 
determine which record series fall under this record retention guideline. As per Idaho Code Section 40-1337, 
these records are to be retained for not less than two years. 
 
 
Remarks:  
Due to the short lifecycle of these records they should not be retained in the established Laserfiche file plans. 
This record retention guideline applies to multiple record series stretching across multiple departments. General 
Records will be destroyed by following ACHD’s established records disposal process/procedures. Duplicate 
copies of these records must not be retained longer than established on the record retention schedules and 
can be destroyed anytime when no longer administratively needed. This record retention guideline applies to 
all record formats, including hardcopy, microfilm, and records that are retained in computer format 
(electronic). This record retention guideline applies to the record series as noted on each department’s record 
retention schedules. 
 

 
ADOPTED 
RESOLUTION NO.: 1092 DATE: 

 



 

             
 

RECORDS RETENTION 
RETENTION GUIDELINE #RG002 

 

TITLE: ACHD – Business Records REQUIREMENTS 
State:  I.C. 40-1337    Number of years = 5 
Other:  Administrative Number of years = 7 YR 
ACHD Office = A Laserfiche = 7 Destroy = 7 ISHS = N/A 

Record Non-Record   Vital Record Status  YES No  

Description of Record:  
District records that have ongoing business value to department functions and processes. Please refer to the 
record schedules to determine which record series fall under this record retention guideline. As per Idaho Code 
Section 40-1337, these records are to be retained for not less than five years. The retention period for general 
business records has been set at seven (7) years due to administrative requirements from Accounting.   
 
 
Remarks:  
These records should be retained in the established Laserfiche file plans. Records that are considered to have 
business value will be destroyed by following ACHD’s established records disposal process/procedures. This 
record retention guideline applies to multiple record series stretching across multiple departments. Duplicate 
copies of these records must not be retained longer than the established record schedule and can be 
destroyed anytime when no longer needed administratively. This record retention guideline applies to all 
record formats, including hardcopy, microfilm, and records that are retained in computer format (electronic). 
This record retention guideline applies to the record series as noted on each department’s record schedules. 
 

 
ADOPTED 
RESOLUTION NO.: 1092 DATE: 

 



 

            
 

RECORDS RETENTION 
RETENTION GUIDELINE #RG003 

 

TITLE: ACHD – Business Long 
Term 

REQUIREMENTS 

State:  I.C. 40-1337    Number of years = 10 
Other:  Administrative Number of years = 10 YR 
ACHD Office = A Laserfiche = 

10 
Destroy 
=10  

ISHS = N/A 

Record Non-Record   Vital Record Status  YES No  

Description of Record:   
District records that have long term business value to department functions and processes. Please refer to the 
record schedules to determine which record series fall under this record retention guideline. As per Idaho Code 
Section 40-1337, these records are to be retained for not less than 10 years.   
 
 
Remarks:  
These records should be retained in the established Laserfiche file plans. Records that are considered to have 
business value will be destroyed by following ACHD’s established records disposal process/ procedures. This 
record retention guideline applies to multiple record series stretching across multiple departments. Duplicate 
copies of these records must not be retained longer than established on the record retention schedules and 
can be destroyed anytime when no longer needed administratively. This record retention guideline applies to 
all record formats, including hardcopy, microfilm, and records that are retained in computer format 
(electronic). This record retention guideline applies to the record series as noted on each department’s record 
retention schedules. 
 

 
ADOPTED 
RESOLUTION NO.: 1092 DATE: 

 



 

           
 

RECORDS RETENTION 
RETENTION GUIDELINE #RG004 

 

TITLE: ACHD – Business 
Permanent 

REQUIREMENTS 

State:  I.C. 40-1337    Number of years = 10 
Other:  Administrative Number of years = P  
ACHD Office = A Laserfiche = P Destroy = P  ISHS = Yes 

Record Non-Record   Vital Record Status  YES No  

Description of Record:  
District records that have permanent and historical business value to department functions and processes. 
Please refer to the record schedules to determine which record series fall under this record retention guideline. 
As per Idaho Code Section 40-1337, these records are to be retained for not less than 10 years. Due to the 
historical and long term value of these records the District has made an administrative decision to maintain 
these records on a PERMANENT basis.  The district policy is to transfer the records that have been identified as 
historical to the Idaho State Historical Society once scanned or imported into Laserfiche.   
 
 
Remarks:  
These records should be retained in the established Laserfiche file plans. Records that are considered to have 
permanent business value will not be destroyed. This record retention guideline applies to multiple record series 
stretching across multiple departments. Duplicate copies of these records must not be retained longer than 
established on the record retention schedules but can be destroyed anytime when no longer administratively 
needed. This record retention guideline applies to all record formats, including hardcopy, microfilm, and 
records that are retained in computer format (electronic). This record retention guideline applies to the record 
series as noted on each department’s record retention schedules. 
 

 
ADOPTED 
RESOLUTION NO.: 1092 DATE: 

 



 

            
 

RECORDS RETENTION 
RETENTION GUIDELINE #RG005 

 

TITLE: ACHD – Business Records 
Requiring Retention Trigger’s 

REQUIREMENTS 

State:  I.C. 40-1337    Number of years = Various 
Other:  Administrative Number of years = Various 
ACHD Office = A Center = P Destroy = P  ISHS = Yes 

Record Non-Record   Vital Record Status  YES No  

Description of Record:   
District records that require a special trigger for retention and disposal deletion requirements. The special 
triggers are A+ (typically used for active contracts, etc.), S+ (typically used for records that have value until 
superseded), DA+ (typically used for sale or disposal of assets, such as vehicle and equipment files), C+ 
(typically used for closure or closeout of a project or contract), DE+ (typically used for demolition of a property 
or bldg.), ST+ (typically used for settlement of a claim), TR+ (typically used when a piece of content is to be 
transferred to another department), E+ (typically used for expiration of an agreement or process), W+ (typically 
used for permits with a warranty). Please refer to the record schedules to determine which record series fall 
under this record retention guideline. As per Idaho Code Section 40-1337, these records are to be retained for 
not less than 5 years to 10 years and are dependent upon the appropriate trigger for retention. 
 
 
Remarks:  
These records should be retained in the established Laserfiche file plans. Records that are considered to have 
business value with Triggers will be destroyed by following ACHD’s established records disposal process/ 
procedures. This record retention guideline applies to multiple record series stretching across multiple 
departments. Duplicate copies of these records must not be retained longer than established on the record 
retention schedules and can be destroyed anytime when no longer administratively needed. This record 
retention guideline applies to all record formats, including hardcopy, microfilm, and records that are retained 
in computer format (electronic). This record retention guideline applies to the record series as noted on each 
department’s record retention schedules.  
 
 

ADOPTED 
RESOLUTION NO.: 1092 DATE: 
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SUBJECT:  1.0 RECORDS MANAGEMENT POLICY 
 
 
2024.1 General – Purpose/Intent/Philosophy 
 
To establish a records and information management (RIM) program and assist those 
departments that requires records retention support and procedures. The goal of the RIM 
program is to: 
 

 Manage records efficiently and economically 
 Increase District control and standardization of record keeping practices 
 Ensure rapid access and retrieval of records 
 Enhance management decision-making capabilities 
 Foster compliance 
 Demonstrate District accountability 
 Streamline redundancy and optimize District business processes 
 Meet the Generally Accepted Record Keeping Principles (GARP). 

 
RIM provides for controls and security of all records, regardless of media, from their creation or 
receipt, through their processing, distribution, organization, storage, and retrieval to disposition. 
Information flows through the District in the form of paper and electronic records, such as word 
processing documents, spreadsheets, e-mail, graphical images, and voice or data 
transmissions. Information can be stored on a variety of storage media, such as microfilm, 
microfiche, diskette, optical disk, CD-ROM, videotape, and paper.   

The District shall use Record Retention Guidelines and Schedules to govern records and 
information disposition, retention, and disposal. 

Electronic media should be used in lieu of paper copy and maintained in accordance with 
District approved retention guidelines and schedules, systems, software, and hardware. 

District policy shall destroy all records except those that are specifically authorized to be 
preserved. The Record Retention Guidelines and Schedules will identify those records that will 
be kept permanently and signify the retention period for all other District records with lessor 
retention periods. District records must meet the required retention period prior to 
disposition/deletion/destruction. 

2024.2 Responsibilities 

All employees are responsible and accountable for creating and maintaining accurate and 
complete Records of District business activities. During the ordinary course of business, all 
ACHD employees shall utilize District approved technology and media to create, capture, 
control, manage, archive, and retrieve records.     

The Records Management Staff is responsible for all aspects of records management, including 
the design, implementation, and maintenance of records systems and their operations. The 
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Records Management Staff is responsible for oversight and approval of all RIM system-related 
design and development.  

A District Records Management Committee comprised of representatives from accounting, 
legal, and lines of business will be established to review and recommend any changes to the 
District record retention guidelines and schedules. The Committee will meet on an as needed 
basis established by the Information Records Administrator. The Legal department has final 
review and approval of all District related record keeping policy prior to District adoption. 

Record Coordinators will be responsible for ensuring that District business records are routinely 
reviewed to determine when Business Records should be scanned, transferred, or destroyed in 
accordance to District approved policy. Record Coordinators are required to work closely with 
the Records Management Staff to ensure compliance with District Records policy. 

 
2024.3 Record Retention Schedule  
 
The District acknowledges that it maintains many business records that are used in the 
administration and operation of the public’s business. Business records are prepared, owned, 
used, or retained by the District and are subject to the Idaho Public Records Law. Pursuant to 
Idaho Code and the District’s Public Records Policy, the District shall adopt designated 
categories of records retention and disposition that identify these records. These categories of 
records identify records that are stored on a fixed medium (paper, computer, film, etc.) that are 
created, received, or sent under the jurisdiction of the District and document the organization, 
function, policies, decisions, procedures, operations, or other activities of the District. 
  

Idaho Code Section 40-1337 does not clearly define the retention requirements for most 
records. The law classifies general categories of records as permanent, semi-permanent, or 
temporary. Permanent records are to be kept for not less than ten (10) years after creation. 
Semi-permanent records are to be kept for not less than five (5) years after creation or 
completion of the matter for which the record is held. Temporary records are to be kept not less 
than two (2) years.   
 
Because of these broad designations, Idaho Code authorizes the Highway District to adopt 
more specific retention guidelines and schedules based on their own legal, financial, 
administrative, or historical need, within the statutory categories.   
 
The District shall adopt specific Record Retention Guidelines and Schedules for all District 
records. Record Retention Guidelines and Schedules shall be compliant with applicable rules 
and regulations and finalized into an operational retention schedule.   
 
The Legal department will have final review and approval of all retention guidelines and 
schedules prior to District adoption. Adopted retention guidelines and schedules will be 
centralized into a District Records Management Procedure Manual that will be distributed to 
District staff. 
 
Records will be maintained according to the adopted Record Retention Guidelines and 
Schedules. Those records that meet short-term retention requirements will systematically be 
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deleted or destroyed and those records with long-term retention requirements will be maintained 
and protected.  
 
Disposition of records due for destruction must conform to adopted RIM procedures.  Deletion/ 
destruction of District records must be authorized by signature of the department head of the 
originating department, and the legal department. 
 
Individual department records shall be scanned into the District’s Electronic Content 
Management (ECM) system, or transferred to hardcopy record storage as directed by the 
department Record Schedule. Any records being transferred to the Idaho State Historical 
Society after scanning has occurred must follow standard transfer procedures and protocol. 
 
Record destruction delays may be authorized by the individual department head. Delays must 
also be approved by the Records Management Staff.   
 
Record preservation processes, which override the adopted Record Retention Guidelines and 
Schedules, must be implemented during litigation and tax audits.   
 
2024.4 Record Disposal / Destruction  
 
In order to protect District interests and ensure a compliant destruction policy, the District will 
follow a standard format for documenting the disposition and destruction of its records. 
 
Records destruction will be documented and approved on a standard Records Destruction form 
prior to the physical destruction or deletion of District records. 
 
Record Destruction forms will be created by the Records Management Staff. Record 
Destruction forms can be created by Department Coordinators for those records that are 
stored/retained in active offices that have met the District approved retention policy. All Record 
Destruction forms will be circulated by the Records Management Staff for approval. 
 
Fully approved Record Destruction forms will be returned to the Records Management 
Department for arrangement of the physical destruction or deletion of the records. 
 
Duplicate copies, convenience copies, drafts, and information that are considered non-record do 
not have to follow the record destruction process. 
 
2024.5 Legal Preservation Hold 
   
The law requires the District to make all reasonable efforts to preserve information that may be 
relevant to a claim/lawsuit, including electronic data. The District will institute a record hold 
process when litigation arises. 
 
Legal preservation holds will override the retention schedule process, and destruction of 
relevant records will cease during litigation.  
 
A preservation hold communication will be delivered by the Legal department to appropriate 
individuals and to the Records Management Staff requesting that all relevant information 



Ada County Highway District      
Records Management 
Procedure Manual                                            

 6 
relating to the claim/litigation be placed on a litigation hold list. Research will be performed to 
identify applicable information.   
  
Once the claim/litigation has been resolved a communication will be delivered from the Legal 
department to the appropriate individuals and to the Records Management Staff notifying them 
that the claim/litigation preservation hold has been lifted and normal record destruction can 
resume. 
 
2024.6 Permanent District Records 
 
Permanent District records are those records that are deemed to be of extreme long-term value 
for legal, fiscal, or administrative requirements.   
 
Permanent District records shall be established and identified through the adoption of Record 
Retention Guidelines and Schedules. 
 
Permanent District records shall be stored in the safest and most secure manner possible. 
Permanent records retained electronically should be backed-up and those back-ups should be 
stored at an offsite location. 
 
2024.7 Vital District Records 
 
Vital District records are considered to be those records that are necessary for continuation of 
business in the event of a disaster. Some vital records may be classified as vital, but may only 
be vital during their active status and may not be considered a permanent record. 
 
Vital District records shall be established and identified through the Records Retention Schedule 
process. 
 
Vital District records shall be stored in the safest and most secure manner possible. Vital 
records retained electronically should be backed-up and those back-ups should be stored at an 
offsite location. 
 
2024.8 District File Plan / Metadata Model  
 
The District will establish a Standard File Plan/Metadata model for all District records in order to 
create consistent management of its records in the normal course of business.      
 
Record Retention Guidelines and Schedules will be developed from the Standard File Plan for 
all District departments in order to create simplicity and reduce record storage duplication of 
District information. 
 
The Standard File Plan / Metadata model will be merged into the District’s Electronic Content 
Management (ECM) system in order to capture and retain information in a consistent manner. 
 
2024.9 District Record Procedure Manual 
 
The District shall maintain a separate Records Management Procedure Manual that will 
document its records management processes. 
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The Records Management Staff will be responsible for creation and maintenance of the 
procedures manual with oversight from the RIM committee and the Legal department and 
adoption by the District.   
 
The RIM policy and procedures manual will include all RIM related procedures that support the 
requirements of the District’s RIM policy.    
 
The Records Management Procedure Manual will document the process for capture of 
information into the ECM system and will provided RIM department templates including but not 
limited to, Retention Guidelines and Schedules, Metadata Model, Destruction Forms, sample 
legal hold notices, and District policy.  
 
 
2024.10 RIM Training 
  
In order to facilitate the procedures for managing District information, a RIM training curriculum 
will be established for District employees. RIM training will be mandatory for all ACHD 
employees and will be conducted by the Records Management Staff.  
 
2024.11 Administrative Compliance Audit 
 
To ensure the best interest of the District is protected, a periodic compliance audit will be 
performed to confirm compliance with District RIM policy. The compliance audit will be 
performed by the Records Management Staff with support of the Department Record 
Coordinators.  
 
Results of the compliance audit will be shared with the RIM Committee, Director, and the 
Commission. 
 
2024.12 Communication / Distribution  
 
This policy will be communicated to appropriate department personnel through available 
communication avenues. 
 
2024.13 Review and Revisions 
 
Additions, deletions and revisions to this policy are the responsibility of the Record Management 
Staff with possible oversight from the RIM Committee and final approval coming from the Legal 
department prior to adoption by the District. 
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SUBJECT:  2.0 PROGRAM GUIDELINES     
    
 
1. INTRODUCTION 
 

 1.1 The District Records Management Program (the Program) is intended to 
effectively identify, manage, store, and destroy records that have been created 
and received by the District.  

 1.2  All records received and created by the District in fulfillment of their responsibility 
to the public and in compliance with government regulations are identified in the 
Department Record Retention Schedules, and are in compliance with approved 
District Record Retention Guidelines.  

 1.3  All District records that are no longer needed to be in the immediate office of 
each Department for convenient access are processed for storage, retrieval, or 
disposition in accordance with the guidelines established by the Program.  

 1.4  Records that have met the retention requirements identified in the Record 
Retention Schedules are processed for destruction in accordance with this 
Program.  

 1.5  Historical and vital records are identified and processed in accordance with the 
guidelines established by the Program.  

 1.6  Records management activities are completed in a cost-effective manner.  

 1.7  The Program promotes an increase in productivity by decreasing the volume of 
obsolete records stored; thus, reducing the amount of time necessary for 
document research and retrieval.  

 2.8       The Program contributes to industry best practices by ensuring accountability, 
efficiency, and compliance in a cost-effective manner. 

 
2. PURPOSE  

 2.1 Identify District records to facilitate access to information required to conduct 
District business and to provide appropriate access by the public. 

 2.2  Maintain District records for the duration of the approved retention period.  

 2.3  Provide access to District records for operating, legal, or public requirements.  

 2.4  Protect District records. 

 2.5 Ensure compliance with legal statutes and governmental regulations regarding 
recordkeeping requirements.  

 2.6  Destroy District records in accordance with the approved Record Retention 
Schedules or process historical records for long-term retention. 

 
 3. SCOPE 

 3.1  Create, receive, maintain, and dispose of District Records. 
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 3.2  Maintain approved Department Record Retention Schedules. 

 3.3 Maintain approved District Record Retention Guidelines. 

 3.4  Ensure use of appropriate technology in facilitating records and information 
storage and retrieval. 

 3.5  Provide systematic control of all District records through processing, distribution, 
maintenance, retrieval, and disposition. 

4. RECORDS 

 
 4.1       District records must be managed throughout their “life cycle.” 

 4.2  Life cycle of a record is the time period from the creation or receipt of a record to 
the final disposition. 

 4.3  Final disposition can be either destruction or perpetual retention. 

 4.4       Life cycle of a record is inclusive of five (5) stages:  
 Stage 1 - Creation or receipt  
 Stage 2 - Use or distribution  
 Stage 3 - Storage or maintenance  
 Stage 4 - Retention or disposition  
 Stage 5 - Archival preservation  

 
 4.5  Some records do not require managing throughout their “life cycle.” Such records 

are termed “transitory records.” The value of transitory records is limited to a very 
short time, i.e., a day, week, or a few months. 

 4.6 Transitory records do not carry the requirement to retain the documentation of 
any transaction. Transitory records include:  
 
 Extra copies of publications, pamphlets, blank forms. These are considered 

“supplies” rather than records.  
 Telephone messages.  
 Reference materials not produced by the District.  
 Working copies of documents used solely until the finished record is 

“rendered.” 
 Notices of meetings, events, office or holiday gatherings, or employee 

meetings which do not relate directly to the functional responsibility of the 
organization.  

 Information copies of widely distributed District materials.  
 Preliminary drafts of documents such as letters, memoranda, reports, 

worksheets which do not represent significant steps in the preparation of 
District records, and which do not record decisions. Once the completed 
record is included in the filing system (in the appropriate medium), the working 
materials (drafts) are considered transitory records.  

 Catalogs, trade journals, and other published materials received from other 
organizations, commercial firms, vendors, or private institutions, which require 
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no action and are not needed for documentary purposes. These materials are 
usually considered “library materials” and should be controlled as such, but 
are not District records.  

 Incorrect versions of documents, forms or reports that had to be regenerated 
in order to correct errors in typing, data entry, spelling, grammar, or format. 

 
 5. RECORD RETENTION SCHEDULES 
 

 5.1 The Department Record Retention Schedule is a list of District Department 
records organized by record series to which are assigned retention periods  
and other attributes. 

 
 5.2 The retention periods identified on the Record Retention Guidelines and applied 

to the Record Retention Schedules have been established after extensive legal 
research of all government regulations applicable to the District.  

 5.3  The Record Retention Schedules have been reviewed and has received 
concurrence of the Executive Team, Legal Counsel, and the Information Records 
Administrator. 

 
6. RETENTION POLICIES 
 

 6.1 The District Records Management Program (the Program) is intended to 
effectively identify, manage, store, and destroy records that have been created 
and received by the District.  

 6.2  All records received and created by the District in fulfillment of their responsibility 
to the public and in compliance with government regulations are identified in the 
Department Record Retention Schedules and are in compliance with approved 
Record Retention Guidelines and Section 2024.  

 6.3  All District records that are no longer needed to be in the immediate office of 
each Department for convenient access are processed for storage, retrieval, or 
disposition in accordance with the guidelines established by the Program.  

   
7. HISTORICAL RECORDS 
 

 7.1 Historical records are identified and preserved. 

 7.2  The program ensures that records with historical value are identified, 
documented, and preserved for the life of the District. 

 7.3  The Records Management Staff and Record Coordinators, prior to processing 
records for destruction, shall identify records having historical significance. 

  
8. VITAL RECORDS 
 

 8.1 Vital records are those documents identified by each Department as necessary 
to enable the District to continue vital operations in the event of a disaster or 
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major interruption to business. 

 8.2  Vital records enable the District to reconstruct its legal obligations and rights. 

 8.3  Vital records enable the District to reconstruct its financial position. 

 8.4  Vital records enable the District to satisfy the District’s obligations to its 
employees. 

 8.5  Vital records enable the District to protect employee and public health and 
safety. 

 8.6  Vital records enable the District to reconstruct its assets and ownership. 

 8.7  Vital records that are permanent and historical should be transferred to the State 
of Idaho Historical Society once they have been scanned into Laserfiche.   

  
9. CONFIDENTIAL RECORDS 
 

 9.1 Records containing proprietary or sensitive information to which access must be 
restricted are considered confidential. 

 9.2  Confidential information must be protected and preserved to avoid unauthorized 
disclosure that could be harmful to a person, to the District, or to a District 
business process. 

 9.3  Confidential records shall be managed, controlled, and disposed of separately 
from records containing non-confidential information. 

 9.4      Confidentiality of information shall be protected until it is destroyed or until the 
District has changed the status of the confidentiality of information. 
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Subject: 3.0 Scanning    
    
 
Scanning  
 

1. Open up the Laserfiche Client  
 Check  “Use Windows Authentication”  
 Open the ACHD Repository  

2. Open 1-2-12 ACHD RIM Program  
 Open the department folder you are scanning into 
 Open the content type/record series folder 
 Open the document type/child folder  
 Click on the appropriate year  

Scanner Set-Up 
 

1. Click on scanning ICON to populate the scanning window 
2. Click on “Template” window and select the template  
3. Click on the “Doc Type” and select the doc type for the information that is being 

scanned. 
4. Click on the < symbol of the “Default document name” window 
5. Scroll down to “Fields” and click on the items in the order you want them to appear in 

their title. Select first item then hit your “Space” bar to create a space. Select second 
item, hit your “Space” bar again and select third item if required.   

6. Fill in the appropriate metadata fields for that doc type. (See the Record Retention 
Schedule for metadata information for the department you are scanning for.) 

Scanner Options 

1. Click on “File” for drop down box—select “Scanner Options” 
2. Under the “Basic” tab go to the “Mode” field and choose the appropriate Mode.   

a. Advanced Text Enhancement II – Used for most black and white documents. 
b. 24-bit Color – Used for documents that require the document color to be 

captured. 
c. Error Diffusion – Used for color pictures. Pictures will scan in black and white 

and have good picture details.   
3. Page Size – select auto detection 
4. Scanning Side 

a. Simplex – Used for scanning one sided documents only. 
b. Duplex – Scans both sides of the document whether it has writing on the 

back of the document or not. 
c. Skip Blank Page – Scans only those pages with text or images. 
d. Folio – Scans both sides of a folded document.   

5. Click on the “Deskew” box 
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6. Leave “Dots per inch”  at 300 dpi (default setting) 
7. More Reduction – Leave at “none” 
8. Brightness tab – Leave at default settings 
9. Image processing tab 
10. Edge Emphasis – Leave at default setting 
11. Document orientation 

a. Check Orientation Recognition 
b. Check Erase Dot 
c. Check Border Removal 
d. Check Punch Hole Removal 

12. Color dropout 
a. Front – Default is “none” – Used for removing the color on front side of 

colored paper 
b. Back – Default is “none” – Used for removing the color on the back side of 

colored paper 
13. Others tab 

a. Check  “Staple detection” 
b. Double Feed Detection – Click on “Detect by ultrasonic” – NOTE:  Click off 

the “Detect by ultrasonic” if you are scanning documents that have notes or 
documents that are taped. 

c. Leave all other fields at their default settings. 
14. Imprinter/Addon tab – Leave at default setting 

Click “OK” after all settings have been made.   

To save settings click “Save” next to User Preference in the Basic tab.   

 Name your “Save” settings. This is not mandatory, but makes it easier to 
establish user’s preferences. 

 Click “OK” twice. 

Now you’re ready to scan: 
 

a. Fan the pages for oversized pages, staples, paperclips, and documents 
that may have colored text or images. 

b. Place documents into scanning tray. 
c. Click “Start scanning”  
d. Documents with color should be scanned using 24-bit color setting.   
e. Do a quality check by reviewing documents in “Thumbnails” to ensure that 

documents are captured appropriately. 
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To “Rescan” a document: 

 Click on the page in the “thumbnails” section that needs to be rescanned. 
Making sure the magnifying glass is next to the page number that needs to 
be rescanned. 

 Click on the “Rescan” button. The new rescanned document will appear.   

Click on “Default properties”  

 When scanning multiple documents with the same template, change the 
metadata as appropriate. 

Capturing information off CD’s or other electronically stored mediums (for information that needs 
to be linked to the original scanned document): 

 Open folder in Laserfiche that you want to import to 
 Go to “File” and click “Import” 
 Click on the location you want to import from 
 Click on the content or folder you want to import 
 Double click on the document you want to have linked 
 Click on the documents you want to import and then click “Import” 
 Rename document as appropriate then click “OK” 
 Double click on the document you want the imported documents linked to 
 Click on “Links” tab 
 Click file on tool belt click on import 
 Choose the location/folder you want the documents imported into 
 Click “Import” 
 Files will be captured in the chosen folder, but will have to be renamed 

appropriately 
 Double click on the main document you want to link the imported records to 
 Click on the metadata fields and click on the “Link” tab. At the bottom of the 

window, click on the “create relationship between documents” button 
 Find the documents you want linked – click on them and then click “OK” 
 To remove a link/relationship—click and highlight the document you want 

removed and then click the “remove selected relationships document” ICON 
at the bottom of the window. 

 Click the “save” icon 
 Remove storage media and attach back with the original document 
 Click on “create document” link at the bottom of the window. 
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SUBJECT:  4.0 STAFFING & RESPONSIBILITIES 
     
    
1. INTRODUCTION 
 

1.1 The District Records Management Program is responsible for coordinating and 
managing the Program and Program procedures, and Department staff is 
responsible for complying with the Program requirements for records in their 
respective Departments. In the procedures that follow, the individuals 
responsible for running the daily operations of the Program are identified as the 
“Records Management Staff.” 

 
2. PURPOSE 
 
 2.1 The purpose of this procedure is to describe the roles and responsibilities of the 

Records Management Staff and District Employees. 

 
3. STAFFING AND RESPONSIBILITIES 

 
 Role Responsibilities 

Records Management 
Staff/IT 

 Develop guidelines and procedures 
 Manage physical inventory 
 Develop file plans/metadata 
 Manage RIM vendor operations 
 Process requests for data 
 Establish RIM awareness 
 Provide RIM training 
 Develop and maintain Record Retention Guidelines and Record 

Retention Schedules 
 Develop standard archiving procedures 
 Produce disposition processes (ISHS) 
 Produce disposition/destruction notices 
 Develop record destruction/deletion process  
 Review and provide guidance for Records Management Guidelines 

and Procedures  
 Manage IT repositories 
 Apply legal holds 

Legal  Review, edit, and approve policy 
 Legal research review 
 Manage legal holds 

Department Record 
Coordinators 

 Manage physical records onsite 
 Classify records to file plan 
 Prepare historical records for offsite storage  
 Prepare records for Laserfiche, no less than on a monthly basis 
 Scan records into Laserfiche (for coordinators who have been 

identified as scanners and completed the training process) 
 Provide guidance to department staff for searching and locating 

information 
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SUBJECT:  5.0 RECORD RETENTION SCHEDULES     

    
1. INTRODUCTION 
 
 
 1.1 Records and Information Management (RIM) controls the maintenance and 

storage of District records. Following the retention procedures / policies of the 
District, it ensures compliance with pertinent statutory, regulatory, operating, and 
administrative recordkeeping requirements. In addition, it ensures that records 
needed to conduct District business are protected and accessible. The Record 
Retention Schedules are the foundation of the Program and defines the period of 
time required to maintain District records, as per the Record Retention 
Guidelines and Section 2024. 

 1.2  The Records Management consultant coordinated the initial records inventory 
and interviews from August 2011 through February of 2012. The inventory 
consisted of a physical inventory of records stored in active office. The purpose 
of the inventory was to describe, identify, locate, and quantify District records. To 
supplement the data gathered during the physical inventory, the consultant 
coordinated interviews with staff members from each department who were most 
familiar with records creation and maintenance. 

 1.3  Based on the physical inventory of records and the data gathered during  
the interviews, the initial Laserfiche file plan was developed. Files were identified 
by their record titles and classified into record series based on having similar 
business functions (purposes) and retention requirements. 

 1.4  Based on the initial Laserfiche file plan a Department Record Retention 
Schedule was created for each department. The Record Retention Schedule 
includes important information about metadata and office of record requirements 
for District records.  

 1.5  Record Retention Guidelines were created by performing extensive legal 
research to ensure that all legal requirements were met in assigning the records 
retention periods to each records series. Other attributes were also assigned to 
each records series to ensure that vital, historical, and confidential records are 
properly protected and processed for retention. 

 

2. RECORD RETENION SCHEDULE MAINTENANCE 

 
2.1 The Record Retention Schedule is a list of District records that organize the 

departments’ records into a logical records series order. Retention requirements 
and guidelines are assigned along with other important attributes, i.e., historical 
requirements. 
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2.2  A record series (Master Content type) is comprised of similar or related record 

titles that have a similar business function (purpose), are normally used and filed 
as a unit, and are retained for a similar time period. 

2.3 Following the retention standards of the schedule ensures that the District 
maintains appropriate records of District transactions and meets its legal 
obligations cost effectively, by storing records as long as is operationally and 
legally required. The Record Retention Schedules shall be reviewed, evaluated, 
and updated periodically. 

2.4 The retention periods assigned to each record series shall be maintained to meet 
changing regulatory and legal requirements. 

 
Responsibility Action 

Records Management Staff  Coordinate the periodic update of the department Record 
Retention Schedules 

 Provide training to Record Coordinators on Record Retention 
Schedule maintenance 

 Assist the Record Coordinators in review and update of 
department Record Retention Schedules 

Department Record  
Coordinators 

 A change can be requested at any time by filling out Form E: 
Record Schedule Change Form  

 It is recommended to periodically (but not less than annually) 
review the department Record Retention Schedule to ensure 
accuracy  

 Match the Record Retention Schedule against records stored in 
the office and other storage locations to ensure records are 
maintained according to the Record Retention Schedule 

 Mark for deletion any titles that are no longer maintained by the 
department 

 Note any new records titles that are not represented on the list. 
Include a description of the record, the business function, the 
operating record retention requirements, and special records 
characteristics (vital, historical or confidential) on the Record 
Schedule Change Form. 

 Send the marked-up Record Retention Schedule to Records 
Management with the Record Schedule Change Form(s) 

 
3. RECORDS CLASSIFICATION 
 
 3.1 Record titles are classified in order to facilitate assignment of retention times, 

legal citations, and the overall maintenance of District records. 

 3.2  Classifications contain like records titles grouped together based on similar 
business function, usage, and retention time. 

 3.3  Records are classified by master content types and document types that relate to 
or support the master content type that are contained in a hierarchical structure. 
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4. RECORD RETENTION SCHEDULE / RETENTION POLICY AMENDMENT 
 

 4.1 The Department Record Coordinators, District staff, and Records Management 
Staff may request a change to the Record Retention Schedule at any time. 

An example of changes that may initiate an amendment to the Record 
Retention Schedule includes: 

 Changing the assigned Office of Record due to reorganization. 

 Changing the characteristics associated with the records i.e., vital, historical, 
or confidential. 

 Changing the retention event/period that is associated with the records i.e., 
closed, complete, superseded, etc. 

 Change in the legal and administrative requirements for retention period. 

 New records titles that are generated or used in performing business 
functions. 

 Change in the definition of the records series that applies to District records. 
 

Responsibility Action 
Records Management Staff  For a change to the legal retention period of an existing record 

series, ensure that the legal retention requirements of the 
record series are met and secure the approval of Legal 
Counsel. If Legal Counsel does not agree with the change 
request, return the change request to the Department Record 
Coordinators with an explanation. 

 For a change to add a new Record Series, ensure that an 
appropriate definition of the Record Series is provided, that the 
retention periods are identified, and that an applicable legal 
citation is identified, if applicable. 

 For a change to the official or duplicate retention periods, 
ensure that the change is in accordance with the District’s 
Record Retention Guidelines and applicable legal requirements. 

        

5. Records Purge 

5.1      Eliminate records for active files and their timely destruction after all legal and 
business requirements have been met. It is recommended this is done on a 
weekly, but no less than a monthly basis. 

5.2      Only records that are useful in current business activities are retained, enabling 
timely retrieval of frequently used records. 

5.3      Records with research or historical value are preserved in a controlled 
environment. 
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5.4      Records that are vital to the District to re-establish or continue critical operations 

in the event of disaster are preserved in a controlled and safe environment. 

5.5      Integrity of the records is preserved. 

5.6      Prompt disposal of records is completed when their retention period is met. 
Examples of how to check retention periods are below: 

Retention  Date  Retain Until  Destroy After  
Period  of    

 Record    

7 years  2000  September 30, 2007 October 1, 2007  

C (Closed)  2000  Close of project or  October 1, 2000  
  transaction (for example,    (After the end of the fiscal year that  
  May 31, 2000 closed)  the project or transaction is  
   closed or completed)  

C + 10 (Closed  2013  Close of project or  October 1, 2023 (The end of the  

plus 10 years)   transaction (May 31,  fiscal year that the project or  
  2013) plus 10 years  transaction is closed or  
   completed, plus 10 years)  
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SUBJECT: 6.0 RECORDS STORAGE AND TRANSFER    

    
6. Inactive Records Transfer and Storage  
 

6.1      Inactive records are those records that have not met their required retention 
periods, but are no longer current or frequently referenced. Inactive records were 
identified and scanned into the Laserfiche system from March 2012 through 
March 2013. 

 
6.2      Inactive files management standards are established by the District to ensure 

that District records remain accessible and protected throughout the duration of 
their required retention periods.  

 
6.3      Active files need be reviewed no less than a monthly basis to identify those 

records that are inactive. Inactive records that are identified during the review are 
purged from active file areas and processed for Laserfiche.  

 
Systematic control of inactive records consists of and need to be preserved identified as 
permanent and historical:  

 
 Properly packing the records in archival storage boxes that are properly labeled  
 Preparing an index of the content of the box and its location in the storage area  
 And transferring the boxes to the Idaho Historical Society  

 
 
How to transfer inactive records for offsite storage:  
 

Responsibility Action 
Department Record 
Coordinators 
 

 Monthly review the records stored in active office, field office, 
shops, or other work areas to determine if they are still active or 
if they have become inactive.     

 If the records have become inactive and historical, prepare 
them to be scanned into Laserfiche and to be transferred to the 
Idaho State Historical Society.  

 Use the following measurements when estimating the number 
of standard archival storage boxes needed. (vertical file cabinet 
2 boxes per drawer) If the records to be transferred are 
oversized (ledgers, drawings, poster board, etc.), call the 
Records Management Staff for assistance in estimating the 
number and type of storage containers required. 
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Follow the guidelines below when packing the records:  

 
Responsibility Action 

Records Management Staff 
 

 Each box shall only contain official inactive records. Non-
records and duplicate records should not be transferred to 
offsite storage. These records should remain in the active 
storage area until their assigned retention periods expire. They 
are destroyed in the active office area as appropriate.  

 Do not pack different record series in the archival box. Records 
series packed together should have the same destruction date. 
This facilitates records review and destruction.  

 Records shall be placed in file order in the box. For example, if 
the records are filed by date or by number, maintain that order 
when transferring records.  

 Do not over pack the box; the lid must fit securely on top of the 
box. Use reinforcement bracing material in the event that the 
box is not filled (such as crumpled paper or cardboard).  

 Prepare an inventory of the box contents (use Form C). 
 Transfer the boxes to the Records Management Staff for 

scanning and storage. Or, if you are an approved scanner: 
Scan items into Laserfiche and then transfer to the Records 
Management Staff for storage.  

 Scan and review all the documentation submitted. Ensure that it 
is accurate and complete.  

 Assign and affix Box Number to transfer form and box.  
 Ensure that an acknowledgement receipt of the boxes is 

received from the offsite storage center.  
 Resolve any questions or problems that may arise during 

transfer of boxes. 
 
 
7. Purging Non-records  

7.1     Non-records can be purged from file storage equipment and destroyed as soon as 
their usefulness in the performance of business functions is met.  

7.2     Files that may be found in the active files during purging that have limited value 
and usually have very short retention requirements are termed non-records in this 
procedure. 

7.3     Do not send non-records to offsite storage.  
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Non-records include:  

 Extra copies of publications, pamphlets.  
 Blank forms, which are considered supplies.  
 Telephone messages and telephone books or directories.  
 Working copies of documents used solely until the finished record is rendered.  
 Notices of meetings, events, office or holiday gatherings, or employee meetings 

that do not relate directly to the functional responsibility of the organization.  
 Information copies of widely distributed District materials.  
 Preliminary drafts of documents such as letters, memoranda, reports, worksheets 

which do not represent significant steps in preparation of District records, and 
which do not record decisions. Once the completed record is included in the filing 
system, the working materials (drafts) are considered non-records.  

 Catalogs, trade journals, and other published materials received from other 
organizations, commercial firms, vendors, or private institutions, which require no 
action and are not needed for documentary purposes. These materials are usually 
considered “library materials” and should be controlled as such, but are not 
District records.  

 Incorrect versions of documents, forms or reports that had to be regenerated in 
order to correct errors in typing, data entry, spelling, grammar, or format.  

8. Retrieving boxes from offsite storage 

   
8.1     Inactive records may be retrieved from the offsite storage center. 

8.2     Records may be retrieved by staff from the Department designated as “owner” of 
the records. 

8.3     In the event that staff from a Department other than the owner requires access to 
the records, the retrieval request shall be approved by the Records Management 
Staff and the Department that owns the records. 

8.4     Retrieval of confidential records requires the approval of the Records 
Management Staff to ensure protection from unauthorized access. 

8.5 Retrieval of historical records requires the approval of the Records Management 
Staff to ensure protection and preservation of the records. 

8.6 Boxes retrieved from the offsite storage center shall be returned to the center with 
the same records and in the same order as when they were received. 

8.7 Records should not be removed, nor should additional records be added. 

8.8 If the box contents must be altered, contact the Records Management Staff. 
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Responsibility Action 

Requestor 
 

 Complete Form E, Inactive Records Retrieval Request 
 Forward to the applicable Department Record Coordinators  

Department Record 
Coordinators  

 Review the form for completion 
 Forward the form to the Records Management Staff 

Records Management Staff 
 

 Review the completed form for completion and resolve any 
questions 

 Request retrieval of boxes from the offsite storage center 
Requestor   Return the box to the Records Management Staff with the same 

records and in the same order as received 
 Contact the Department Record Coordinators if there is a need 

to remove or change the contents of the box 
Department Record 
Coordinators 

 Coordinate any changes that need to be done with the Records 
Management Staff 
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SUBJECT:  7.0 RECORDS DISPOSITION   

 
1. Introduction  

1.1 Records disposition is the set of actions taken with regard to inactive records as 
determined through records appraisal. 

1.2 Records disposition includes determining whether District records are eligible for 
destruction (records have been determined to be obsolete) or for long-term 
preservation (records have been determined to be historical records). 

2.   Purpose 

2.1 The purpose of this procedure is to describe the process for disposing of obsolete 
and historical District records in an organized and efficient manner.  

2.2 This procedure ensures that appropriate review and approval are completed prior 
to destruction or long-term storage of District records. 

2.3 This procedure ensures that records that have been designated obsolete, but that 
are subject to legal or audit holds, are maintained until resolution of the legal 
matter or conclusion of the audit.  

3.  Procedures 

3.1 Records are periodically reviewed in order to identify those records that have met 
the required retention periods established in the Record Retention Schedules. 

3.1.1 Obsolete Records: Records that have met the required retention are 
considered obsolete and are processed for destruction. 

3.1.2 Inactive Records: Records that have not met their retention periods, 
but are no longer required to be in the immediate in the office area, 
are considered inactive and are processed for Laserfiche.  

3.1.3 Historical Records: Records that have met their business function 
retention requirements, but have historical or intrinsic value are 
considered historical records and are processed for long-term 
storage.  

4.  Processing Official District Records for Destruction 

4.1 Destruction of the official version of District records requires the approval of the 
following: 

 Head of the Department 
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 Records Management Staff 
 Legal Counsel 

 
4.2 Procedures to process obsolete records for destruction are included in the 

following chart: 

Responsibility Action 
Department  
Record Coordinators 
 

 If there are records identified to have met the required retention 
periods, complete Form B, Authorization Request for 
Destruction of District Records.  Secure the approval of the 
Department Manager. 

Department  
Manager  
 

 Review the completed forms and authorize approval to destroy 
District records by signing the forms. If you do not approve, 
state the reason and return the forms to Department Record 
Coordinator.  

 If the request for destruction has been authorized by 
Department management, estimate the volume of records to be 
destroyed.  

Department Record  
Coordinators 

 Order empty boxes for transferring obsolete records to be 
destroyed. 

 Return the approved Form B to Records Management. If the 
request for destruction has been disapproved, contact the 
Records Management Staff. Reasons for postponing scheduled 
destruction may include ongoing or pending audits or 
investigations or litigation.  *Note – Legal must approve 
postponement.  

 Forward all the completed forms to the Records Management 
Staff for further processing.  

Records  
Management Staff  
 

 Review the approved forms and determine if these records 
have historical value. If there are records identified to contain 
historical value to the District.  

 If there are no historical records identified, sign the forms 
approving destruction.  

 Send to Legal Counsel for review and approval. 
Legal Counsel  

 
 Determine whether to approve or disapprove the request for 

destruction of records.  
 If approved, return the form to the Records Management Staff.  
 If not approved, request that a Legal Hold be place on the 

record series.  
 State the reason for the Legal Hold (pending audit, investigation 

or litigation). 
 Estimated length of time to hold the records.  
 Return the Destruction Approval to the Records Management 

Staff.  
Records  
Management Staff 

 

 If approved, send a copy of the approved forms to the Record 
Coordinators.  

 If the request for destruction of records is disapproved:  
o Update the Laserfiche system  
o Advise the Department of the decision 
o Resolve any problems 
o If approved, transfer the files approved for destruction 
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Responsibility Action 

to the temporary storage boxes provided  
Department Record 
Coordinators 
 

 If not approved, due to Legal Hold, maintain records until 
notification of the release of the records from Legal Hold is 
received. Proceed with the destruction procedure.  

 If not approved, due to Historical Records designation, box 
records and transfer to the Records Management Staff for 
transfer to the ISHS.  

 If approved, transfer the files approved for destruction to the 
temporary storage boxes provided. 

 Place a copy of the approved Form B in the box of records to be 
destroyed and send the box to the Records Management Staff. 

Records Management Staff 
 

 Coordinate destruction of records. If the records are 
confidential, arrange for destruction that will protect the 
confidentiality of the information. 

 After destruction, ensure that a Certificate of Destruction is 
properly completed and signed.  

 Send a copy of the Certificate of Destruction to the Department 
Record Coordinators.  

 Maintain the Certificate of Destruction in appropriate files. 
 

5. Processing Duplicate District Records for Destruction  

5.1     Duplicate records are the record series maintained by Departments that are not 
identified as Office of Record in the Record Retention Schedule.  

 
5.2     Retention periods of duplicate files are identified in the Record Retention 

Schedule. These are the maximum retention periods allowed for the duplicate 
records.  

 
5.3     Duplicate records may be destroyed at any time during and up to the end of the 

assigned duplicate retention time.  
 

5.4     Duplicate records should not be transferred or stored offsite. Destroy when the 
retention requirements of these records are met as established in the Record 
Retention Schedule.  

 
5.5     Duplicate records are destroyed in the office or work area.  
 

5.6     No formal destruction authorization is required to destroy duplicate records.  
 

5.7     If the records contain confidential information, they should be shredded or 
otherwise destroyed to protect the confidentiality of the information. If the records 
are not confidential, they may be recycled or discarded.  
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SUBJECT: 8.0 CONFIDENTIAL RECORDS    
    
 
6. Preservation, Protection, and Destruction of Confidential Records  

 
6.1     Confidential records are those records containing information that is proprietary or 

sensitive, and to which access must be restricted. This includes recorded 
information about an identifiable individual including:  

 The individual’s name, home or business address, or home or business 
telephone  

 The individual’s race, national or ethnic origin, color, religious, or 
political beliefs or associations  

 The individual’s age, sex, marital status, or family status  
 An identifying number, symbol, or other particular assigned to the 

individual  
 The individual’s fingerprints, other biometric information, blood type, or 

other genetic information  
 Information about the individual’s health and health care history, 

including information about a physical or mental disability  
 Information about the individual’s educational, financial, employment, or 

criminal history, including criminal records where a pardon has been 
given.  

 
6.2     Confidential information must be protected and preserved to avoid unauthorized 

disclosure that could be harmful to a person, to the District, or to a District 
business process.  

 
6.3     Confidential records shall be managed, controlled, and disposed of separately 

from records containing non-confidential information. All confidential records 
disposed of by the District should be shredded.  

 
6.4  The Office of Record for records designated as confidential shall destroy the 

official copy of confidential records following the approved destruction procedures.  
Form B, Authorization Request for Destruction of District Records, should be 
clearly marked as confidential records. Any duplicate copies of records designated 
as confidential should be shredded, when these records are no longer needed, to 
ensure their confidentiality. 

 
6.5  Confidentiality of information shall be protected until it is destroyed or until the 

District has changed the status of the confidentiality of information.  
 Confidential records sent to offsite storage must be in securely taped 

boxes, or safes, and designated as confidential on the Records Storage 
Transfer Request. Red Confidential labels should be placed on the 
outside of the box 

 The Transfer Request should also indicate who is allowed to retrieve 
and review the confidential boxes. Escrow records usually require that 
both parties to escrow are present when the material is reviewed. Both 
parties must also sign off on the destruction notice.  
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SUBJECT:  9.0 VITAL RECORDS    
    
 
1. Introduction 
 

1.1 Vital records are those documents that contain information that enables the 
District to continue vital and critical operation in the event of a major interruption to 
business. 

1.2 Such interruptions could be natural disasters (for example, earthquake or flood) or 
man-made disasters (for example, accidental fire, arson or civil unrest) which 
result in the loss of the normal means of access to vital records. 

1.3 In most organizations, vital records comprise between 2 and 5 percent of total 
record volume. During the initial records inventory, vital records titles were 
identified and assigned to records series. The vital records series are identified on 
the Record Retention Schedules. 

 
2.  Purpose 

 
2.1 The purpose of the vital records management is to ensure that vital records are 

identified, protected, and accessible during or shortly following a disaster. 
 

3.  Scope 
 
3.1  Vital records are either irreplaceable or very difficult to replace and they are 

required to continue critical District operations. 
3.2  Absence of vital records, or inability to locate or translate vital records (in the case 

of machine-readable or digital records), means that the District could not provide 
critical services to the public and its employees during a disaster or shortly 
thereafter. 

3.3 Vital records are maintained and protected in the format (paper, microfilm, digital 
etc.) that is most appropriate for efficient retrieval. 

3.4 Vital records include records that enable the District to: 
3.4.1 Provide required District safety and health services during and 

immediately following a disaster or other major interruption to 
business. 

3.4.2 Meet obligations to District employees and retirees. 
3.4.3 Reconstruct legal obligations and rights. 
3.4.4 Establish the financial position of the District. 
3.4.5 Reconstruct the District’s assets and ownership. 
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Responsibility Action 
Records 
Management Staff 
 

 Develop procedures for protecting vital records, either by 
storing them onsite in fire-resistive equipment, or by sending 
copies offsite. 

 Identify viable onsite or remote storage sites for records 
protection. 

 Develop and distribute schedule of vital records copying and 
transfer to onsite vault or remote storage location. 

 Coordinate vital records protection procedures with the 
District’s Integrated Emergency Response Plan. 

 Develop procedures for retrieving vital records within identified 
time requirements, following a disaster event. 

 Coordinate, identify, and develop agreements with vendors to 
provide records, retrieval or recovery service required following 
a disaster.  

 Work with the Risk Manager to ensure the Vital Records 
Management Program meets District needs.  

Chief of Staff or designee 
 

 Review the vital records procedures to ensure that vital District 
interests are protected and to ensure minimum exposure to 
risk in the event of a disaster.  

Department Record  
Coordinators  

 

 Identify vital records based on an evaluation of business 
functions.  

 Comply with procedures that protect vital records.  
 Determine the best method (appropriate media and onsite or 

offsite storage) to protect the Department’s vital records series 
and ensure their availability in the event of a disaster.  

 Determine the frequency with which vital records must be 
stored onsite in special protective equipment. 

 Determine the frequency with which vital records must be 
stored offsite.  

 Routinely copy and forward vital records to onsite or offsite 
protective storage facilities. 

 
 
4. Vital Records Categories  
 

4.1     The following is a partial list of the record categories that are usually considered 
vital. The Records Series containing vital records are identified as such on the 
Record Retention Schedules.  
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Vital Record Category Example
Financial  
 

 Accounts receivable  
 Loan payments  
 General ledger  
 Registers proving payment Statements  
 Tax returns  
 Fixed asset inventories  
 Stock certificates  

Negotiable instruments  
 

 Bonds  
 Notes  
 Payroll  
 Benefits  
 Retiree benefits  
 Claims 

Contracts/Agreements  
 

 Major capital improvements or construction contracts or other 
major agreements  

 Resolutions 
Insurance  Policies and Endorsements 
Engineering  Drawings  

 Specifications  
 Maps  

Applications  Software Licenses  
 Manuals (if created by District) 

Commission  Minute Books 
 
 
 
5. Vital Records Format  
 

5.1      Select the format for protecting and maintaining vital records that ensures 
accessibility and usability during a disaster or emergency response:  

 
5.1.1    Source document (original or designated official version, 

regardless of format). 
 
5.1.2     Distributed copy (copy of the record that is routinely distributed). 
 
5.1.3     Reproduced copy (hard copy of record that is copied for Vital 

Records Program needs). 
 
5.1.4     Microfilm (microfilm of record that is filmed for Vital Records 

Program needs).  
 
5.1.5     Optical (optical image record that is filmed for Vital Records 

Program needs). 
 
5.1.6    Magnetic Tape (digital version of vital record).  
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6.2 Select Vital Records Protection Methods  
 

6.2.1    Select the method most appropriate to protect the vital record:  
 

6.2.1.1   Verify existing dispersal of record; ensure that vital records are 
available in multiple, geographically separate locations as part of 
normal business activities.  
   

6.2.1.2    Improve dispersal by initiating distribution of copies of vital 
records to a secure location at the time of document creation. 

 
6.2.1.3 Duplicate records by reproducing copies of vital records in a 

medium appropriate to efficient storage and use and sent to a 
secure location.  

 
6.2.1.4 Move vital record from active use areas when no longer needed 

for active reference and send to a secure location. 
  
6.2.1.5 Store vital records onsite in secure location, such as the vault, 

that meets NFPA standards for fire resistance.  
 
7.3 Select Vital Records Update Frequency  

 
7.3.1    Determine how often it is necessary to update vital records to ensure that the 

information is current:  
 

7.3.1.1   Hourly 
  
7.3.1.2   Daily  
 
7.3.1.3   Weekly 
  
7.3.1.4   Monthly  
 
7.3.1.5   Quarterly  
 
7.3.1.6   Annually  
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SUBJECT: 10.0 HISTORICAL RECORDS    
    
 
1. Introduction  

 
1.1 It is the policy of the Ada County Highway District to identify and permanently 

preserve records that have historical significance for the District. The Historical 
Records Program has been established to realize these policy goals.  

 
2. Purpose  

 
1.2 The purpose of the Historical Records Program is to ensure that all District 

records are reviewed for historical value prior to destruction through the 
application of well-accepted appraisal criteria.  

 
1.3 Historical records are processed according to standard archival practice to 

ensure their permanent preservation.  
 

3. Program Responsibility 
  

a. The Historical Records Management Program is administered under the authority 
of the District’s Records Management Program.  

 
b. Both the Office of Record and the District’s Records Management Staff have a 

direct role in the implementation of the Historical Records Management Program. 
  
4. Program Objective 

 
a. The objectives of the Historical Records Management Program are to:  

 
i. Identify District records of historical value. 

  
ii. Process District records of historical value in a manner that will ensure that 

they are permanently preserved.  
 

iii. Prepare a guide to the District’s historical records to facilitate access to the 
records by District staff and outside researchers. 

 
iv. Promote the use of the District’s historical record in such areas as agency 

planning, management, development, public relations and litigation support.  
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5. Program Scope  
 

a. The scope of the Historical Records Program includes the identification of 
records designated as historical on the Record Retention Schedules, the 
application of standard appraisal criteria at the end of the official retention period, 
and the processing and arrangement of historical records.  

 
i. Processing and arrangement include: 

 
1. Removal of hardware (staples, brads, and other fasteners). 
 
2. Placing documents in acid-free folders and boxes that meet the 

standards for archival preservation. 
 
3. Creation of a historical records series 
 
4. Preparation of inventories and finding guides to the historical 

records. 
 

6.  Program Procedures 
 

a. The policy applies to all District staff that creates, receive, or maintain District 
Records. 

 
 

Responsibility Action
Office of Record  
 

 Identifies records that are part of the record series designated 
historical on the Record Retention Schedule 

 Reviews records for historical value under appraisal criteria at 
the end of the official retention period with particular attention to 
the following record series 

o Administrative Records 
o Meeting Minutes 
o Project Files 
o Speeches and Presentations 

 If records included in these records series contain records of 
historical value, notify the Records Administrator. 
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SUBJECT:  11.0 RECORDS PROGRAM AUDIT    
    
 
 
1. Introduction 

 
1.1 The Records Management Program audit and compliance review monitors 

compliance with the District’s Records Management Program. 
 

1.2 Periodically, the Records Management Staff conducts a compliance audit with       
several Departments. 
 

1.3 All Departments should complete the audit process every two years. 
 
2.  Purpose 

 
a. The purpose of the Records Management Program Compliance Review is to 

ensure that all District records are created, received, maintained, and disposed of 
in accordance with the Board approved Records Management Policy and 
Procedure. 
 

3.   Program Procedures  
 

 
Responsibility Action

Records Management Staff  
 

 Compare records eligible to be destroyed with those actually 
destroyed by the Department.  

 Note any records series destroyed prematurely.  
 Note records series that have been retained beyond the 

approved destruction date.  
 Write a summary report of findings with recommended 

corrective action, such as additional training or revisions to 
existing documentation. Submit report to Department Manager 
and Department Head.  

Department Record 
Coordinators  

 

 Assist Records Management in connection with the records 
compliance review in the designated Department.  

 Respond to the summary audit report findings by identifying 
which corrective actions are planned or have been completed. 

 Inform Records Management of changes within the Department 
and business practices that potentially may have an effect on 
the Records Management Program. 

 
 
 
 

 
  



Ada County Highway District      
Records Management 
Policy and Procedure Manual                                            

 35 
 
SUBJECT: 12.0 GLOSSARY OF TERMS    
   
 

 
Glossary of Records Management Terms  

Active  

Records that are required for current day-to-day business and are 
subject to frequent use; generally located near the user (if hardcopy); 
can easily be accessible on a networked server (if electronic); 
generally referred to more than once a month.  

Administrative Value  

A record that assists in the operation of the business and ensures 
administrative consistency and continuity, serving a particular 
purpose for that office at that particular time. In appraisal, the 
usefulness of records for the conduct of current or future 
administrative business needs.  

Appraisal  

The process of determining the value and thus the disposition of 
records based on their current administrative, fiscal, and legal value, 
their evidential and information value; their arrangement and 
condition; their intrinsic value; and their connection to other records.  

Archival Records  
Records identified as having archival value or potential value on the 
agency Record Retention Schedules. 

Audit  
Review for acceptance of records relating to operations, policies and 
procedures, financial documentation, and by regulating agencies.  

Closed  
A file or record on which action has been completed and to which an 
audit or further action is not likely to occur.  

 
Copy  

A reproduction of the contents of an original document which is not 
the official file copy of the agency. Copies are usually identified by 
their function i.e. action copy, reading file copy, tickler file copy, etc. in 
most instances copies will have a shorter retention than the official file 
copy (see Official Copy) of a record series.  

Current  
When specified as the minimum retention period means that 
superseded, rescinded, expired, or no longer useful records may be 
removed from the files and may be destroyed . 

Disposition  

The predetermined action taken with regard to inactive records 
including form of retention (hardcopy or image), period of time 
retained (archive or destroy), where to store (onsite or offsite), and 
the method of destruction (recycle, burn, or shred).  

Duplicate  
A document that is a copy of the original or official version of a record. 
A duplicate may be a paper version or an electronic version of the 
official record.  

Evidential Value 
In appraisal, the value of a record that documents the activities of an 
organization or agency.  

File Integrity Accuracy and completeness of the file or records collection.  

Fiscal Value 

Documents and accounts for receipt or expenditure of public funds; 
such as budget, ledgers of accounts receivable and payable, payrolls 
and vouchers. Documents availability of funds for operational 
purposes. In appraisal, records required until a financial audit is 
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completed or financial obligations are fulfilled  

Historical Value  

In appraisal, the value attributed to a record which preserves 
documentation on significant historical events including the District’s 
operations, origins, policies, authorities’, functions, and organizations, 
etc. 

Legal Value  
In appraisal, value attributed to a record series which documents 
business ownership, agreement, and transaction.  

Life 
The retention period assigned to a record that has continuing value to 
the organization.  

Minimum Retention Period 
The least amount of time a record must be kept determined by 
assessment of administrative, legal, fiscal, and historical values.  

Office Record  
The department that created or is responsible for retaining the official 
copy until it is dispositioned.  

Official Copy  The original or official copy of a record maintained by an agency. 

Record  

Any documentary material, regardless of physical form or 
characteristic made or received by an organization in pursuance of 
law or in connection with the transaction of business, and used by 
that organization as documentation of activities or because of 
informational value. 

Records Retrieval  Locating records and delivering them for use.    

Retention Period  
The period of time that records must be kept according to legal or 
organizational requirements. 

Record Retention Schedule  
A list or other instrument describing the record series, the length of 
time records are retained (may include active and inactive storage 
detail), the department of record, and the final disposition.  

Supersede  The replacement of an existing document.  

Termination  
Designates the end of a specific term, e.g., appointed, elected 
official’s terms, employee training, use, or ownership.  

Transitory Records 

Documents retained for a short time having no long-term 
administrative, fiscal, legal, or archival value These records are kept 
for a very short time and are not necessary to document the 
completion of a business transaction. 

Vital Records  
The records containing information necessary to continue the 
operation of the District, affirm the powers and duties of the District, 
and to protect the rights and interest of the District. 
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SUBJECT: EVENT (TRIGGER) CODES    
    
 
The Record Retention Schedules and Record Retention Guidelines provide information to guide 
the organization in maintenance of business records. Some retention periods are assigned a 
number representing the length of time (stated in years) for which the records must be 
maintained and accessible (retrievable). Others are based on the occurrence of an event or a 
transaction, or a combination of both. The following table describes the meaning of each event 
as it pertains to records retention and disposition.  

 
Event Code Event Definition 

AR Annual Review  Maintain records for at least one year. At the end of 
that and each subsequent year, review the records to 
determine whether or not they have continuing value 
to the organization. If so, retain the record for one 
more year. If not, destroy the records in accordance 
with procedures.  

AU After Audit  Maintain records until the audit, inspection, 
examination, or investigation is complete, and then 
destroy in accordance with procedures.  

C Closed, Complete  Maintain records until the transaction or the terms of 
the activity, the project assignment, contract, etc. is 
closed or completed. Then destroy in accordance with 
procedures.  

E Expired  Maintain records until the term, period, permit, or 
license is expired. Then destroy in accordance with 
procedures. 

LO Life of Organization Project 
Equipment 

Maintain records for the ‘life’ of the organization, 
physical plant or building, a building system or sub-
system, a piece of equipment or a component. Then 
destroy in accordance with procedures.  

RE Revised  Maintain records until record is changed or modified. 
Then destroy in accordance with procedures  

DA  Sale  Maintain records until the property, security, financial 
instrument, real estate, or other term item is sold 
(disposal of asset). Then destroy in accordance with 
procedures.  

ST Settlement / PAID Maintain records until the ongoing activity or matter is 
complete, until the transaction is concluded, until 
arbitration or other negotiation is settled. Then destroy 
in accordance with procedures. 

S Superseded  Maintain records until record is superseded or made 
obsolete by a new version or edition. Then destroy in 
accordance with procedures.  

T Terminated  Maintain record until activity is concluded or employee 
is terminated, retires, or otherwise leaves the 
employment of the organization. Then destroy in 
accordance with procedures.  
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SUBJECT: CHARACTER CODE DEFINITIONS    
    
 
The Record Retention Schedules and Record Retention Guidelines provide information to guide 
the organization in maintenance of business records. Some retention periods are assigned a 
“characteristic” to identify any special handling required for documents classified in that record 
series. The following table describes the meaning of each “characteristic” as it pertains to 
records retention and disposition. 

 
Code Characteristics Definition 
V Vital Vital Records are required to be available in the event of an emergency or major 

interruption to normal business operations to continue to provide safe treatment of 
wastewater during the event. Vital Records may protect ACHD’s rights and 
interest, ensure that it can continue to effectively protect the environment, the 
public and meet its obligation to its employees. Identifying records as “vital 
records” ensures that they are handled in a manner that protects them and makes 
them readily accessible during the time period that the information is vital. The 
characteristic does not affect the length of the retention period. 

H Historical  Historical Records potentially have historical significance. Records may document 
the formation of ACHD, annexations, consolidation, major projects, or land 
strategic direction. Historical Records may have intrinsic value due to their age, 
author, or special nature. Identifying records as “historical” ensures that they are 
handled in a manner that protects and preserves them for long-term storage and 
research purposes. This characteristic does affect the length of the retention 
period; historical records are maintained for the life of the District. 
 

C Confidential Confidential Records contain confidential information that would be harmful to an 
employee, or would harm the District’s business life assessed by unauthorized 
individuals. “Confidential” may be confidential through their useful life, or only 
during a portion of their useful life. Identifying records as “confidential records” 
ensure that they are handled in a manner that protects them from unauthorized 
access. This characteristic does not affect the length of retention period.  
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SUBJECT: 13.0 FORMS    
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FORM A 

Laserfiche Document Scanning Request 

 Name: 
 

Department: 
 

Today’s date / extension: 
 

 

 Record Series Master Folder (code & title):
 
  

 Record Series Sub Folder (Doc Type) / Year closed:
 

 

 Template Name: 
 

 

 Meta Data Index Field 1 (i.e. Date: 1/1/13): 
 

  

 Meta Data Index Field 2: 
 

 

 Meta Data Index Field 3: 
 

 

☐  Historical – Transfer to Idaho State Historical Society Once Scanned 
☐  Confidential 
☐  Return to Department after Scanning 
☐  Shred after Scanning       
 
Scanning operations only: 
Scanner Name: 
 

Date Scanned: Comments: 

 

 

 

 

Document Name: (enter  if it’s not metadata 1 & 2) 

 

Special Instructions: 
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FORM B 

Records Destruction Authorization Form 

Name: 
 

Department: 
 

Date/Extension: 
 

 

RS Code Record Series Name Record Title/ Description Date Range Retention period 

     

     

     

     

     

     

 

The record series listed on attached pages______ through_____ are eligible for destruction in accordance 
with the approved Department Records Schedule and the District Retention Policies, dated _________. 

Approved by: 

Department Manager: 
 
 

Date: 

 

Legal Counsel: 
 
 

Date: 

 

Information Records Administrator: 
 
 

Date: 

 

Date records destroyed:  
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FORM C 

RECORDS STORAGE TRANSFER REQUEST FORM 

 

Name: 
 

Department: 
 

Date/Extension: 
 

 

User Box ID Number:  

      ☐  Historical Records 
       ☐   Transfer to Idaho State Historical Society 
       ☐   Transfer to Onsite Records Storage 
       ☐   Confidential Records                 

RS Code Record Series Name Description Date Range 
    

    

    

    

    

    

    

 

 

Retention Expiration Date:                                                    Offsite Storage box ID:    

   

Offsite Storage Location:    
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FORM D 

Record Schedule Change Form 

Name: 
 

Department: 
 

Date/Extension: 
 

 
 
Record Series Master Name         ☐Add     ☐Change       ☐Delete            
 
 
 
Record Series Sub File Name            ☐Add     ☐Change       ☐Delete 

 

 
Requested Change to:                            
(Check all that apply) 
 
☐Name     
    
 
☐Definition     
   
     
 
☐Operating Retention  ☐Duplicate Retention                    
         
     
☐Legal Retention  ☐Official Retention         

 
☐Office of Record 
           
Proposed change:  
 
☐ Historical 
☐  Vital 
☐ Confidential 
 
 
☐ Change completed in Laserfiche 
☐ Change completed on Record Schedule 
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FORM E 

Inactive Records Retrieval Request 

 Name: 
 

Department: 
 

Date/Extension: 
 

 

Record Series Master Folder: 
 
  

Record Series Sub Folder: 
 

 

Year scanned (if known): 
 
  

Document name: 
 

  

Other comments: 
 
  
 
 
 
 
 

 

Records Management Section: 
 
Retrieved : 
Name: 
 

Date Retrieved: Comments: 
 
 

 

Returned : 
Name: 
 

Date Retrieved: Comments: 
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IDAHO HISTORICAL SOCIETY FORM AND INSTRUCTIONS    
   
 



SUBMIT COMPLETED TRANSFER FORM TO Page 1 of 1

Idaho State Archives

A Division of the Idaho State Historical Society

2205 Old Penitentiary Road Boise ID 83712

208 3342620 phone 208 3342626 fax rodhouseaishsidahoovemail

httpwwwhistorvidahogovwebsite

TRANSFER OF RECORDS TO PUBLIC ARCHIVES
2 STATE AGENCYLOCAL

Idaho Trans ortation De t
ARCHIVES USE ONLY

GOVERNMENT NAME P P

OFFCEDEPARTMENT NAME 3 ARCHIVES Please attach sheets containing BOX COUNT DATE RECEIVED
ADDRESS please indude building CODE additional information about the

Street address city zip Code Archives Use folder contents of each box Please

Only list sequential box number folder
number andor title inclusive date
span Transfer only inactive records
that have a permanent retention and
are not of the current year

4 RESTRICTIONS Received By NameIitle

5 VOLUME 6 DESCRIPTION OF RECORDS SERIES 7 9 9 LOCATION ARCHNES
BOX NUMBER Type of rctords in each boi RECORDS ID NO INCLUSREYEAR

Archive Use Only DATES

FROM TO

VOLUME IN SEQUENTIAL
CUBICFEET NUMBER

10 TRANSFER IL NAME Please Print 12 DEPARTMENT CONTACT NAME PRINT SHELVED BY DATE
DATE SIGNATURE OF PERSON RELEASING RECORD

name

si nature

CNECKED BY DATE

13 TELEPHONE NUMBER l4 EMAIL ADDRESS How many addifional archival bous are needed

Idaho State

is arica
S O C I E T Y



Idaho State

Historical
s o c r r r

Transferring Archival Records to the State Archives

The following explains procedures for transferring permanent records from state and local government
agencies to the Idaho State Archives ISAj To transfer your agencysarchival records please follow the steps
below

Assess Records for Transfer

Before you can transfer materials to ISA please first determine if the records are eligible for transfer to
ISA Please contact ISA with any questions or a copy of Records of Enduring Value
After identifying records eligible for transfer please box the materials in cubic foot boxes ie banker
boxes These boxes fit our shelving

The Archives encourages the use of specially designed acidfree boxes 15 x 12 x 10 in size Archival
transfer storage boxes may be ordered by calling the State Archives at 208 3342620 or faxing your
information to 208 3342626 The current price is325 per box Note There will be a cost increase in
the near future Mailing costs are not included in the box price For a case of 25 boxes the mailing fees
usually run between 10 15

Packthe Records

Put only one type of record in each box and label the box clearly on the front as to contents of the box

Place the records in the box vertically and in the same order that they were kept in the office
Place lettersized folders across the 12inch side facing the front of the box

Place legalsized folders across the 15inch side facing the left side of the box
Do not over pack or force records into a box leave at least one inch of space for ease of access This
also allows for any additions in the future

Create an inventoryindex of the materials in the boxes and submit that with the completed Transfer
Form Please also email ISA staff with an electronic copy of the box inventoryindex as well

If you have bound volumes or other materials that will not fit in a box please contact ISA for further
instructions

For information and assistance in transferring electronic records to ISA please contact the State
Archives

Complete the Archival Records Transmittal Form

Archival Records Transfer Forms may currently be obtained from ISA State Archives For each type of
record that you wish to transfer eg Minutes of Meetings Case Files you must complete a separate
Transfer Form Please refer to the Sample Transfer Form for an example of how to complete the
Transfer Form If you have any questions please contact ISA
Call ISA to schedule a timedate to transfer the materials If this is the first time that your agency has
transferred records to ISA or if the volume of records being transferred is large please contact the
State Archives well in advance of the transfer so that ISA can be prepared for the arrival of the
materials

Send or bring the completed Transfer Form with the materials

Be sure to keep a copy of the Transfer From for your records and refer to it if you need to contact the
Archives about your records

Idaho State ArchivesADivision of the Idaho State Historical Society 2205 Old Penitentiary Road Boise ID 83712
208 3342620 publicarchives@ishsidahogov
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