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RECORDS RETENleN AND DISPOSITION SCHEDULE 851020?GENCY # 001SCHEDULE # 1PA:FE # 9
DEPARTMENT: State of New Jersey Four Year College ggs:E;ENT ATIVE:

DIVISION: Administration and General Records TITLE:

BUREAU: Administrative General Records :" ONE

SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no
continuing value to the State of New Jersey and wilt be disposed of as indicated in accordance with the faw and regulations of the State Records Committee.
This schedule will become effective on the date approved by the State Records Committee.

AGENCY REPRESENTATIVE SIGNATURE DATE: SECRETARY, ST CORDS COMMITTEE SIGNATURE DATE:
{/ (
RECORDS RETNN tN
SERIES # RECORD TITLE & DESCRIPTION AGENGY RECORDS CENTER DISPOSITION

GENERAL ADMINISTRATIVE RECORDS
Administrative Law Case
File prepared by the Office of Administrative Law (OAL), containing all

0001-0000 | documentation related to an Administrative LLaw case. When a case is resolved,
the original documentation file and the hearing transcript are sent to the
appropriate agency. OAL retains copies of the cases.
Administrative Law Case (Master) :

0001-0001 | o oined by the agency. Permanent Archives

) Administrative Law Case (Record Copy) 20 yrs after case Is

0001-0002 | Rotained by the agency. closed Destroy
Administrative Subject File

0002-0000 | Correspondence, memoranda, publications, reports, and other information Jyrs Destroy
received by an agency and filed alphabetically by subject.

0003-0000 Agency Annual Report
Annual printed report highlighting the achievements and activities of an agency

} Agency Annual Report (Original)

0003-0001 | ootained by agency of origin. Permanent Archives

0003-0002 | Agency Annual Report {Additlonal Coples) 5 yrs Destroy
Agency-Generated Newsletter

0004-0000 | Printed news report highlighting an agency’s activities and other relevant
information.

DEPARTMENT OF STAYE — DWISION OF ARCHIVES & RECORDS MANAGEMENT
Form CR-AA-0004 {10/89)




-AGENCY #

SCHEDULE # PAGE #
RECORDS RETENTION AND DISPOSITION SCHEDULE
5510201 001 2 OF 9
RECORDS R &D B RETAIN 'N D HON
SERIES # ECORD TITLE ESCRIPTION AGENGY RECORDS CENTER 1SPOSI
0004-0001- | Agency-Generated Newsletter (Master) Permanent Aschives
0004-0002 | Agency-Generated Newsleller {Copies) Periodic review Deslroy
Agency-Generated Publication B h
0005-0000 A book, magazine, or pamphlet created by an agency.
0005-0001 | Agency-Generated Publication {Master) Permanert Archives
0005-0002 | Agency-Generated Publication (Copies) Periodic review De‘stroy
- 4 0008-0000.| Agency-Generated Statistical Reporl 3 yrs Destroy
] Agency Monthly Report ) h )
0007-0000 Monthly report highlighting the activities and achievements of an agency _
i Agency Monthly Report {Original)
0007-0001 | potained by agency of origin. - 3yrs ) o DPS"“_Y_
0007-0002 | Agency Monthly Report (Additional Copies) 1yr Destroy
0008-0000 Ager]c}-‘—Sponsored Con_ferences -
Public information meetings sponsored by agencies.
0008-0001 Agency-Sponsored Conferences — Prinled Matter Permanent Archives
| (Master Copy) - e e . e B A
0008-0002 | Agency-Sponsored Conferences ~ Corre:;pondence and Workpapprs 3 yrs Destroy
Agency Testimony h

0009-0000 | Records of teslimony given by representatives of agencies at public hearings, 10.yrs Destroy
public meetings, trials, and other official proceedings.

i Agency Weekly Report

0010-0000 Weekly report highlighting the aclivilies and achievements of an agency. e Destroy
Attorney General's Opinions (Coples)
Legal opinions dealing with matters relevant to by Officer of the Altorney General. I~ .

0011-0000 Original retained by the Office of the Atlorney General. Periodic review Destroy

DEPARTMENT OF STATE — DIVISION OF ARCHIVES & RECORDS MAMAGEMENT
FORM CR-AA-0004 (10/89 — REV {10/89)




AGENCY # SCHEDULE # PAGE #
RECORDS RETENTION AND DISPOSITION SCHEDULE
851 0201 001 3 OF 9
RECORDS | RetaniN ]
SERIES # RECORD TITLE & DESCRIPTION AGENCY RECORDS CenteR DISPOSITION
Background Information and Comment's on Propﬁéga Changes/Additions fothe I
Administrative Code Draft
0012-0000 Supporting documentation, comments, and other material filed in support of a 3 vrs Aichives
pre-proposal or a proposal to change the New Jersey Administrative Code. y review
tncludes both the approved and disapproved changes and/or the additions.
(013-0000 | Certified Mail Recelpt 3 yrs Destroy
0014-0000 | Code of Ethics — Departmental
0014-0001 | Code of Ethics - Departmental (Qriginal) Permanent Archives
0014-0002 | Code of Ethics — Departmental {Copies) Perindic review Deslroy
Commissioner's Subject File ' o T IR S D
. Subject files of a Commissloner, President, Secretary, Chancellor, Chief of Slaff,
0015-0000 Deputy Commissioner(s), Assistant Chancellor(s), and Assistant A vis Archives
Commissioner(s) pertaining to all aspects of lhe administration of their offices y review
{l.e., agency policy, procedures, organization, programs, fiscal, and personnel
matlers). Includes: correspondence, minutes (copies), reports, speeches, elc. ~
. Correspondence {Eleclronic or Hardcopy)
0016-0000 | Letters, memoranda, and other printed matter transmitled to and from agencies
during the course of business. N - R L _ e
Correspondence — Exlemal '
0016-0001 Correspondence from and with the public. ) 3 yrs D?_E_“_r_?y
0016-0002 | Correspondence — Internal, Administrative 1yr Deslroy
0016-0003 | Correspondence -~ Policy Permanent Archives
0016-0004 | Correspondence — Routine Request for Informaltion Periodic review Destroy
0017-0000 | Emergency Evacuation Plan
0017-0001 | Emergency Evacuation Plan (Orlginal) 3 yis after update Deslroy

DEPARTMENT OF STATE — DWISION OF ARCHIVES & RECORDS MANAGEMENT
Form CR-AA-0004 {10/09 - rEv (10/85)
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AGENCY #

SCHEDULE # Pace #
RECORDS RETENTION AND DISPOSITION SCHEDULE
5510201 001 4 OF 9
RECORDS R JiTLE & DESCRIPTION b RETAIN IN o
SERIES # ECORD TITLE ESCRIPTION A(‘FNCY RECORDS CENTER ISPOSITION
0017-0002 | Emergency Evacuation Plan (Copies) As updated Destroy
. Executive Orders {Copies) S
0018-0000 | Proclamations issued by the Governor, the Chancellor of the New Jersey Slate Pericdic review Deslroy
Depariment of Higher Education, or the President of a slate four year college.
General Operating Procedures
0019-0000 | Rules and regulations developed by an agency for the general operation of
business.
0019-0001 | General Operating Procedures (Copies) 3 yrs after audit Destroy
0019-0002 | General Operating Procedures (Oringlnal) Permanent Permanent
0020-0000 | Hand-Deliver Receipt
0020-0001 | Hand-Detiver Receipt (Original) 1 yr Deslroy
0020-0002 | Hand-Deliver Receipt (Record Copy) 6 Inos Destroy
0021-0000 | Hearlngs, Formal Policy
) . - ’ - 11 yr after printing of N
0021-0001 | Hearings {Stenotype) - " wanscript _*_E?isvt_f_r_w _
" 80 days or uniil
sttmmary or verbatim
0021-0002 { Hearings {Tape Recording - Audio/Video) transcripls have been Recycle
approved as minutes,
whichever is later
0021-0003 | Hearings — Transcripts (Master) Permanent Archives
0021-(5004 Hearings — Transcripts {Copies} Periodic review Deslroy
] Interagency Agreement _ T T
0022-0000 Agreement between siate agencies on a common subject, - o o . e
0022-0001 | tnteragency Agreement (Original) Permanent Archives

DEPARTMENT OF STATE ~ DIVISION OF ARCHIVES & RECORDS MANAGEMERT
FORM CR-AA-0004 (10/89 — REV (10/89)



AGENCY # SCHEDULE # PAGE #
RECORDS RETENTION AND DISPOSITION SCHEDULE
5510201 001 5 OF 9
REGORDS | b - RETAIN IN o -D o
SeRIES # ECORD TITLE & DESCRIPTION AGENGY RECORDS CENTER 1SPOSITION
0022-0002 Interagency Agreement (Copies) Petiodic review Destroy
Informational Survey '
0023-0000 | Agency-sponsored statistical study used to gain information needed for the Periodic review Deslroy
: operation of an agency.
: inventory .
0024-0009 | itemized lst of equipment and supplies compleled by ansgency, | 3wssfleraudt | | Deskoy
y Legislation — Agency-Related
0025-0000 Laws dealing with matlers relevant to an agency's activities, R I -
i Legislatlon —Agency-Related - Adopled i .
0025-0001 _(Record Copy) P?_”c‘dlc rewiw__“ L o __Des!rcz_
y Legislation — Agency-Related - Pending
0025-0002 (Record Copy) A's updated Qestroy
Minutes
0026-0000 | Official records of the proceedings of meelings. May include agendas and
supporting documentalion. U U KOS SRS S
0026-0001 | Minutes (Criginals) Permanent Archives
0026-0002 | Minutes (Copias) Pericdic review Deslroy
News Release B N
0027-0000 Information issued by and agency for publication or broadcast, D e _
0027-0001 | News Release {Original) Permanent Archives
0027-0002 | News Release (Copies) Periodic review Destroy
0028-0000 | Official Notice of an Open Public Meeting 3yrs Destroy
0029-0000 | Organization Chart
0029-0001 | Organization Chart (Original) Permanent Aschives
0029-0002 | Organizatlon Chart (Coples) As updated Destroy
o~ Archival
0030-0000 | Photographs arjd Slides .._F.’e.manent review

DEPARTMENT OF STATE — DIVISION OF ARCHIVES & RECORDS MANAGEMENT
FORM CR-AA-Q004 (10/89 — REV {10/89)
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RECORDS RETENTION AND DISPOSITION SCHEDULE
: $510201 001 6 OF 9
RECORDS | o THLE & D - o __RETANIN 1 b oN
SERIES # ECORD TITLE ESCRIPTION AGENGY RECORDS CENTER ISPOSITI
Policy Statemenlt B " T -
0031-0000° | Statement issued by agency management personnel governing agency policy
and procedwre. - ~
0031-0001 | Policy Statement {Original) Permanent Archives
0031-0002 | Policy Statement (Copies) Periodic review Destroy
Public Employees Occupational Safety and Health Act (P.E.O.S H.A)) File
Contains the Annua! Occupallonal and lNiness Survey and supporting
0032-0000 | documentation. File maintained in accordance with N.J.A.C. 12:110, Subchapler
5and N.J.S§.A. 34: 6A-24-28 et seq. Original retained by the Department of
R Labor‘ . - - . - P P P .
0032-0001 | Public Employees Occupatlonal Safety and Health Act File (Record Copy) 6 yrs Destroy
0032-0002 | Public Employees QOccupational Safety and Health Act File (Additional Coples} Iyis Destroy
Records Removal and Destruction Order (Copy) o T I R
i Original retained by the Department of Stala, the Division of Archives and
0033-0000 Records Management. Addilional copy returned by the Department of the 10yrs Destroy
Treasury. e e - —
Records Retention and Disposition Schedule (Record Copy)
} Form containing retention periods for records maintained by an agency. Ongmal
0034-0000 retained by the Depariment of State, Division of Archives and Records As updated Destroy
Management.
Reference File
0035-0000 | Externally generated books, magazines, news clippings, pamphlels, manuals, Perindic review Desiroy
and other printed matter used for general reference purposes. o ' __
0036-0000 Regulations — Agency-ReIale_d
- Agency proposals for regulations. S R . e e e
0036-0001 | Regulations — Agency-Relaled — Adopted (Record Copy) Penndlc feview Deslroy
0036-0002 | Regulalions ~ Agency-Relaled — Pending (Record Copy) As updaled Deslroy
0036-0003 | Regulations ~ Agency-Related - Rejected (Record Copy) Periodic review Destroy

DEPARTMENT OF STATE — DHvISION OF ARCHIVES 8 RECORDS Vi AHAGEMENT
Form CR-AA-0004 {10/89 — Rev (10/89)
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RECORDS RETENTION AND DISPOSITION SCHEDULE
$510201 001 OF 9
RECORDS RETAIN IN
SERIES # RECORD TITLE & DESCRIPTION AoENCY RecORDS GenTem DISPOSITION
0043-0003 | Consuitant File - Financial Documents 3 yrs 4 yrs Destroy
0043-0004 | Consultant File — Work papers and Support File 3 yrs Destroy
0044-0000 | Incoming Mail Log 3yrs Destroy
Open Public Records Act (OPRA) Flle
Open public records access file contains but is not limited to: OPRA
0045-0000 | Information Request Form, correspondence, and email (hardcopy),
response documents (copy), and relevant supporting documentation. PL
2001, c.404. '
0045-0001 | Open Public Records Act {OPRA) File — Request Form With Fee 3yrs 4 yrs Destroy
0045-0002 | Open Public Records Act (OPRA) File — Request Form Without Fee 3yrs Destroy
Open Public Records Act (OPRA) File — OPRA Complaint to Government
Records Council (GRC) {Copy)
0045-0003 | Contains: Denial of Access Complaint (copy), Records Custodian 3 yrs after resolution Destroy
Statement of Information {copy), correspondence, email (hardcopy), and
supporting documentation.
0046-0000 | Calendar and Meeting Schaedules 3yrs Destroy
. .| Disaster Prevention and Recovery/Business Continuity Plans
in the event of a disaster, contingency plans that identify essential
0047-0000 | personnel, aquipment, and alternate space — if closing a facility |s deemed
necessary — in order to resumea an agency's dally operations and mitigate
the consequences of such an event.
0047-0001 | Disaster Prevention and Recovery/Business Continuity Plans (Original) 3 yrs after update Destroy
0047-0002 | Disaster Prevention and Recovery/Business Continuity Plans (Copy) As updated Destroy

DEPARTMENT OF STATE — DIVISION OF ARCHIVES & RECORDS MANAGEMENT
FORM CR-AA-0004 (10/89 — rev {10/89)
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RECORDS RETENTION AND DiSPOSITION SCHEDULE
' 5510201 001 OF 9
SERIES # RECORD TITLE & DESCRIPTION PP RECORDS CENTER ISPOSITION
| Individual Insurance Policy File — Health Insurance Portability and

Accountability Act of 1996 (HIPAA)
Flle pertaining to the privacy policies to safeguard employee medical
information. 3 yrs after

0048-0000 | File may contain but is not limited to: Notice of Privacy Policies Overview termination from 4 yrs Dastroy
Letter, Notlce of Privacy Policles Brochure, Participant Authorization Form, program
Privacy and Security Policy Guidelines, Access Request, Amendment

, . Request, Accountabillty Report, Confidentlal Communication Request,

Complaint, and supporting documentation.

DEPARTMENT OF STATE — DIVISION OF ARCHIVES & RECORCS V.ANAGEMENT
ForM CR-AA-0004 (10/89 —~ REV {10/89}
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