
 
 

 
              STATE OF NEW JERSEY 

              STATE RECORDS COMMITTEE 

         PO BOX 661, TRENTON, NJ, 08625-0661 609.777.1020 
 

www.treas.state.nj.us 
 

AGENDA 
STATE RECORDS COMMITTEE 

April 20, 2023 
10:00 AM 

 
 Location: Online/Teleconference  

(https://www.state.nj.us/treasury/revenue/rms/srcpackets.shtml) 
   
Announcement of Open Public Meeting 
 
I. Review of March 16, 2023 Minutes    
 
II. Administrative Actions:     
 

A. Announcement of Approval of Destruction Authorization: 
Artemis Request:   # 590337- ###### 

B. Registered Imaging Systems / Amendments / Annual Reviews: 
Report to the State Records Committee 

    

III. New Business:   

A.  Records Retention Schedule:   
 

1. County General Schedule and Municipal General Schedule (C820000 and 
M100000) – Presented by Karen Perry 

 

2.  NJ Transit (S800000 (S802000-001 Obsolete and S09230-000 Obsolete)) –      
   Presented by Karen Perry 

 
IV.  Other Business:  
 
   A.  Damaged Records Report: 
 

1.   Department of Human Services – Division of Developmental Disabilities –  
      presented by Virma Guzman-Reyes/Liz Hartmann 

  
          2.   South Orange Township - presented by Virma Guzman-Reyes   

 

http://www.treas.state.nj.us/


Certification # Agency AmendmentType
09012225-MF Borough of Ramsey Added Records Series
09012225-MF Borough of Ramsey Annual Review
04021902-MF Township of Woodbridge Building Department Annual Review
06110903-MP Township of Woodbridge Added Records Series
06110903-MP Township of Woodbridge Annual Review
13121212-NM Salem County Board of Social Services Annual Review
12021601-MP Borough of Roselle Park Annual Review
11012035-MP City of Rahway Annual Review
12021602-MP Township of Union Annual Review

16031002-NM
Office of Child Support Services, Division of 
Family Development, EMC

Annual Review

08032002-NM County of Gloucester Prosecutor's Office Annual Review
09021906-MP Township of Hamilton (Mercer) Annual Review
06121408-MF County of Gloucester Annual Review
13121210-NM Gloucester County Division of Social Services Annual Review
05072101-MF County of Gloucester Surrogate's Office Annual Review
11051909-MP County of Gloucester Clerk LRMS Annual Review
09021906-MP Township of Hamilton (Mercer) Annual Review
09021906-MP Township of Hamilton (Mercer) Annual Review
22040702-MP Gloucester County Library Systems Annual Review
06121405-MF County of Bergen Office of the Clerk of the Annual Review
07071902-MP Township of Woolwich Construction Code Office Annual Review
18083001-MP Burlington Township Annual Review
10071501-NM Ocean County Utilities Authority Annual Review
14051503-NM Ocean County Board of Social Services Annual Review
20050701-MP Bergen New Bridge Medical Center - Docu-Trac Annual Review
07031501-MP County of Union Annual Review
09082004-MP County of Union Engineering Annual Review
01111401-MF County of Passaic County Clerk Annual Review
06031602-MF County of Passaic County Clerk eFiling Annual Review
14032010-NM Middlesex County Board of Social Services Annual Review
12021604-NM County of Passaic Annual Review
14032012-NM Cape May County Board of Social Services Annual Review

01121301-MP
County of Atlantic Department of 
Administrative Services Division of Information 
Technologies and Records Management

New/Upgrade of Software

06110901-MP City of Newark Alternate Format Approval

03091802-MF
New Jersey Motor Vehicle Commission 
Customer Operations and Support Imaging 

Annual Review

02032101
New Jersey Motor Vehicle Commission 
Customer Operations and Support Imaging 

Annual Review

11051908-NM
New Jersey Motor Vehicle Commission (Matrix-
P8 System)

Annual Review

37



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  County Agencies General Records Retention Schedule AGENCY # C820000 

DIVISION: SCHEDULE # 017 

BUREAU: PAGE # OF 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) 
FORMER AGENCY NUMBER 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

0524-0000 

Legal File 
File contains but is not limited to the 
following: Litigation documents, 
Request For Legal Opinion, Legal 
Opinion Rendered and supporting 
documentation. (NJSA 2A:14-5) 

New Record 
Series 

0524-0001 Legal File - Litigation (Original) New Record 
Series 

0524-0002 Legal File - Litigation (Copy) New Record 
Series 

0524-0003 Legal File- Request for Legal Opinion 
and Opinion Rendered (agency copy)

New Record 
Series 



STATE OF NEW JERSEY

COUNTY AGENCY GENERAL  
RECORDS RETENTION SCHEDULE 

C820000-017

Prepared by: 
DORES Records Management Services 

33 West State St. 5th Floor, PO Box 661 Trenton NJ 08646-0661 
https://www.nj.gov/treasury/revenue/rms/ 

609-292-8711



 

Records Retention and Disposition Schedule 
 

Agency: C820000 
 

Schedule: 017 
 

Page #:1 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

 

Department:  

 

County Agencies General Schedule 

 

Agency Representative:   

Title:  
 

 

Phone #: 
 

 
 

 

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 will be disposed of as indicated in accordance with the law 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, State Records Committee Signature: 
 

Date: 
 

       
 

 

 Record 
 

Record Title and Description 
 

     Retention Policy 
 

Disposition 
 

Citation 
 

Series # 
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Total 
Retention 
Period 

 

Minimum 
Period in 
Agency 

 

  

 General Administrative Records          

0524-0000 Legal File 
File contains but is not limited to the following: Litigation 
documents, Request For Legal Opinion, Legal Opinion 
Rendered and supporting documentation. (NJSA 2A:14-5) 

         

0524-0001 Legal File - Litigation (Original) 
(NJSA 2A:14-5) 

     20 years 
after final 
action 

 
 

Destroy 
 

 

0524-0002 Legal File - Litigation (Copy)      6 years 
 

 
 

Destroy 
 

 

0524-0003 Legal File - Request for Legal Opinion and Opinion Rendered 
(Agency Copy) 
 

     6 years  
 

Destroy 
 

 

 

 

 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  Municipal Agencies General Records Retention Schedule AGENCY # M100000 

DIVISION: SCHEDULE # 017 

BUREAU: PAGE # OF 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) 
FORMER AGENCY NUMBER 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

0524-0000 

Legal File 
File contains but is not limited to the 
following: Litigation documents, 
Request For Legal Opinion, Legal 
Opinion Rendered and supporting 
documentation. (NJSA 2A:14-5) 

New Record 
Series 

0524-0001 Legal File - Litigation (Original) New Record 
Series 

0524-0002 Legal File - Litigation (Copy) New Record 
Series 

0524-0003 Legal File- Request for Legal Opinion 
and Opinion Rendered (agency copy)

New Record 
Series 



 

       

 STATE OF NEW JERSEY 
 

 

       

       

   

 

   

       

 MUNICIPAL AGENCY GENERAL  
RECORDS RETENTION SCHEDULE 

M100000-017 

 

       

       

 

 Prepared by:  
DORES Records Management Services 

33 West State St. 5th Floor, PO Box 661 Trenton NJ 08646-0661 
https://www.nj.gov/treasury/revenue/rms/ 

609-292-8711 
 

 

 

  



Records Retention and Disposition Schedule Agency: M100000 Schedule: 017 Page #:1 of 1 

* P - Public, C - Confidential

Department: Municipal Agency General Schedule Agency Representative: 

Title: 

Phone #: 

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 will be disposed of as indicated in accordance with the law 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, State Records Committee Signature: Date: 

Record 
 

Record Title and Description 
 

Retention Policy Disposition 
 

Citation 
 

Series # 
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Total 
Retention 
Period 

Minimum 
Period in 
Agency 

General Administrative Records 

0524-0000 Legal File 
File contains but is not limited to the following: Litigation 
documents, Request For Legal Opinion, Legal Opinion 
Rendered and supporting documentation. (NJSA 2A:14-5) 

0524-0001 Legal File - Litigation (Original) 
(NJSA 2A:14-5) 

20 years 
after final 
action 

Destroy 

0524-0002 Legal File - Litigation (Copy) 6 years Destroy 

0524-0003 Legal File - Request for Legal Opinion and Opinion Rendered 
(Agency Copy) 

6 years Destroy 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  New Jersey Transit Agency # S802000  

DIVISION: 
 Rail Operations/Meadowland Maintenance Complex (MMC) 

SCHEDULE # 001 

BUREAU: PAGE # 1 OF 2 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU)  New Jersey Transit Rail Operations / Meadowland Maintenance Complex (MMC) - RETIRED 
FORMER AGENCY NUMBER    S802000 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

0001-0000 Air Brake Kit Inventory Log Transferred S800000-002 
2000-0000 

0002-0000 Capitol Projects Transferred S800000-002 
2001-0000 

0003-0000 Car History File Transferred S800000-002 
2002-0000 

0004-0000 Inspection Report Transferred S800000-002 
2003-0000 

0005-0000 Service and Inspection Work Packet Transferred S800000-002 
2004-0000 

0006-0000 Year Maintenance History File Transferred S800000-002 
2005-0000 

0007-0000 Shop Reports Transferred S800000-002 
2006-0000 

0008-0000 Map of Locomotives Transferred S800000-002 
2007-0000 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 
AGENCY # SCHEDULE # PAGE # 

2 OF 2 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

Wheel & Axle Assembly Report - 
Quality Assurance  
(AAR Manual of Standards and 
Recommended Practices 2.3.3)  

New Record 
Series 

S800000-002 
2008-0000 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  New Jersey Transit AGENCY # S809230 

DIVISION: SCHEDULE # 003 

BUREAU: PAGE # 1 OF 1 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) 

New Jersey Transit – Administrative Support – Procurement & Support Services / Records & Information 
Management - RETIRED  

FORMER AGENCY NUMBER S809230-003 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

0001-0000  Records Retention Schedule 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 

0002-0000 Request and Authorization for 
Records Disposal 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 

0003-0000  Microfilm / Image Request File 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 
AGENCY # SCHEDULE # PAGE # 

2 OF 2 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

0004-0000  Records Transmittal Forms Transferred  S800000/1000-0001 

0005-0000  Image Processing System Certification 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 



STATE OF NEW JERSEY

New Jersey Transit 

S800000-002

Prepared by: 
DORES Records Management Services 

33 West State St. 5th Floor, PO Box 661 Trenton NJ 08646-0661 
https://www.nj.gov/treasury/revenue/rms/ 

609-292-8711



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

 

Department:  

 

New Jersey Transit 

 

Agency Representative:  Argean T. Cook 

Title:  
 

Director, Records and Information Management 

Phone #: 
 

(973) 491-7527 
 

 

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 will be 
disposed of as indicated in accordance with the law 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, State Records Committee Signature: 
 

Date: 
 

       
 

 

 

Record 
 

Record Title and Description 
 

     Retention Policy 
 

Disposition 
 

Citation 
 

Series # 
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Total 
Retention 
Period 

 

Minimum 
Period in 
Agency 

 

  

 Capital Planning And Programs 

0001-0000 Project File        
  

 
 

  

0001-0001 Project File – Conceptual And Initial Design 
Final Report and Associated Drawings. 

     50 years 
  

 
 

Archival review 
 

 

0001-0002 Project File – Conceptual And Initial Design (Awarded) 
Includes, but not limited to: initial budget, RFP for consultant, response to 
RFP, expression of interest, negotiation with consultants, billing and 
progress reports, site feasibility studies, concept plans, corridor and 
general planning studies, Draft Environmental Impact Statements and 
Final Environmental Impact Statements (DEIS & FEIS), minutes of 
meetings, project related correspondence, working papers and files.  
(NJSA. 2A:14-1.1) 

     10 years 
after 
completion  
of project 

 
 

Destroy 
 

 

0001-0003 Project File – Conceptual And Initial Design (Not Awarded) 
Site feasibility studies, concept plans, corridor and general planning 
studies, and environmental evaluation (DEIS & FEIS), minutes of 
meetings, project related correspondence, working papers and files. 

     25 years 
  

 
 

Destroy 
 

 

0001-0004 Project File – Design/ Construction – Phase Documents 
Includes, but not limited to: design and detailed project specification, 
special and technical provisions, activities related to a construction project, 
consultant agreements, invoices, progress/status reports, project related 
correspondence, progress review comments, value engineering analyses, 
bid information, specification development and estimates, Draft and Final 
Environmental Impact Statements (DEIS & FEIS), contractor and 

     10 years 
after 
completion  
of project 

1 year after 
completion 
of project 

Destroy 
 

 

 



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

subcontractor approvals, status/progress reports, proposed changes and 
change orders, move-in training and occupancy activities and schedules. 

0002-0000 Facilities File        
  

 
 

  

0002-0001 Facilities File - Location File 
File contains facility complaints; requests for repairs; renovation and 
improvements  for  New Jersey Transit-owned, leased and operated 
facilities (including stations); informational requests; news clippings; non-
project related correspondence and information specific to each facility. 

      7 years after 
resolution 

 
 

Destroy 
 

 

0002-0002 Facilities File – Building Plans and Surveys 
File includes but is not limited to building plans and surveys of New Jersey 
Transit-owned, leased and operated facilities, stations, yards, 
maintenance facilities, terminals and parking lots. 

     Life of 
structure plus 
10 years 

 
 

Destroy 
 

 

0003-0000 Construction Management File        
  

 
 

  

0003-0001 Construction Management File – Project Site File – Office and Site 
File contains but is not limited to:  construction activities associated with a 
project. Records include: bid process, contractor and sub-contractor 
approvals, change-order documentation, schedule analysis, progress 
reports and estimates, daily diaries, inspection reports, laboratory and 
material testing certifications, permits, requests for information, 
nonconformance notices, change order information, schedules, meeting 
minutes and general project related correspondence. 

     10 years 
after 
completion 

1 year after 
completion 

Destroy 
 

 

0003-0002 Construction Management Files – As-Built Drawings 
Original reproducible as-built and shop drawings that have been revised to 
incorporate “as-built changes as completed” including technical details and 
components of construction projects. 

     Life of 
structure plus 
10 years 

 
 

Archival review 
 

 

0004-0000 Capital Funding File        
  

 
 

  

0004-0001 Capital Funding File 
Includes, but not limited to: needs assessments, reports, accounting 
worksheets, analyses, program reference and correspondence, project 
related grants, agreements, appropriation legislation; amendments, 
applications, awards, budgets, cost estimates, correspondence, work 
papers, reports, capital programs projects (approved, on-going or 
proposed), budget materials, cost objective forms, schedule plans, and 
supporting documentation. 

     7 years after 
completion of 
project or 3 
years after 
termination 
or closing of 
grant; 
whichever is 
longer 

 
 

Destroy 
 

 

0004-0002 Capital Funding - Federal Transit Administration (FTA) File 
File includes but is not limited to: meeting notes, quarterly reports and 
other informational materials involving the FTA. 

     Periodic 
review 

 
 

Destroy 
 

 



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

0005-0000 Environmental Services        
  

 
 

  

0005-0001 Environmental Services - Discharge Monitoring Report (DMR) File 
Used to monthly monitor New Jersey Transit facilities for groundwater, 
wastewater industrial sludge, etc. May include, but is not limited to:  US 
Environmental Protection Agency (EPA) monitoring transmittal sheet,  NJ 
Department of Environmental Protection (DEP) transmittal sheet, reports 
listing quantity or loading amount, quality or concentration, frequency of 
analysis, sample type, etc. 

     5 years 
  

 
 

Destroy 
 

 

0005-0002 Environmental Services - Discharge Pollutant Permit (Copy) 
Copy of permits for New Jersey Transit properties which discharge 
pollutants into the air and water. Originals are maintained on site at 
individual properties. 

     5 years after 
permit 
expires 

 
 

Destroy 
 

 

0005-0003 Environmental Services - Hazardous Annual Generator Report (Copy) 
Consists of an annual summary of hazardous waste generating activity for 
New Jersey Transit facilities. The original is maintained by the NJ 
Department of Environmental Protection. 

     5 years 
  

 
 

Destroy 
 

 

0005-0004 Environmental Services - Remedial Reports (Copy) 
Reports of contamination at New Jersey Transit properties and proposed 
properties, describing the level of pollution (quantity) at specific locations. 
Five (5) copies of the report are prepared by an outside vendor. A copy is 
submitted to the NJ Department of Environmental Protection. 

     30 years 
  

10 years 
 

Destroy 
 

 

0005-0005 Environmental Services - Underground Storage Tank File 
Includes, but not limited to: registration invoice, annual certification 
questionnaire, registration certificate and supporting documentation. 

     30 years 
  

10 years 
 

Destroy 
 

 

0005-0006 Environmental Services - Violation Notice File 
Includes, but not limited to: summons, requisition for payment, Notice of 
Violation, correspondence and supporting documentation. 

     3 years after 
summons 
has been 
satisfied 

 
 

Destroy 
 

 

0005-0007 Environmental Services - Due Diligence Reports 
A property screening report describing environmental conditions of a 
potential New Jersey Transit property.  

     30 years 
after 
completion of 
report 

10 years 
after 
completion 
of report 

Destroy 
 

 

 

 Records and Information Management 

1000-0000 Records Transmittal Forms      3 years  
disposition 
or 
permanent 
removal of 
records 
  

 
 

Destroy  



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

 Rail Operations 

2000-0000 Air Brake Kit Inventory Log Sheet 
List unit, type, date removed, date received, date ready, date shipped, 
quantity, item and status. Air brake kits are inspected every two (2) years. 

     2 years after 
final entry 

 Destroy 
 

 

2001-0000 Capital Projects 
File includes: correspondence, drawings and project supporting 
information. 

     10 years 
after 
completion 
of project 

 Destroy 
 

 

2002-0000 Car History File 
Contains history and quality control manual on the train cars before they 
came to New Jersey Transit. 

     3 years after 
disposal of 
car 

 Destroy 
 

 

2003-0000 Inspection Report file 
Includes the following inspection reports:  Cab Signal Inspection Report, 
Locomotive Inspection and Repair Record, Federal Railroad 
Administration (FRA) Inspection tests, Mechanical Department Hours of 
Service Law Report for Employees Moving Equipment or Testing Cab 
Signals, Daily Train/Locomotive Inspection Report.  
(FRA 49CFR 229.21, 229.23, 229.27 and 229.29) 

     2 years 
  

 Destroy 
 

 

2004-0000 Service and Inspection Work Packets 
Includes: inspection forms, electrical inspection, certification for Push and 
Pull 415 Comet Cars only. 

     3 years after 
disposal of 
car 

 Destroy 
 

 

2005-0000 Yearly Maintenance History File 
File includes periodic inspection form, oil analysis report, and monthly and 
periodic locomotive Inspection wheel report.  
(FRA 49 CFR 229.23) 

     2 years 
  

 Destroy 
 

 

2006-0000 Maintenance Shop Reports 
Daily report of occurrences at the Maintenance Shop. 

     1 year 
  

  
 

Destroy 
 

 

2007-0000 Map of Locomotives 
File contains locomotive engineering specifications. 

     Permanent  
  

  
 

Permanent  
 

 

2008-0000 Wheel and Axle Assembly Report (AAR) – Quality Assurance  
File contains but is not limited to serial numbers, manufacturers, 
inspectors, employee numbers and date of inspections for: axles, disc 
brake rotors, journal bearings, wheel sets and wheel press diagrams. 
(AAR Manual of Standards and Recommended Practices 2.3.3) 

     15 years  Destroy  

 



DEPARTMENT OF THE TREASURY 
DIVISION OF REVENUE AND ENTERPRISE SERVICES 

RECORDS MANAGEMENT SERVICES 
Mailing: PO Box 661, Trenton, NJ 08625 

Location: 33 West State Street 5th Floor, Trenton, NJ 08618 
 
 

Damaged Records Report 
 

Agency Name: Division of Developmental Disabilities 
Address: 3499 Route 9 North, Suites 1H & 1J, Freehold, NJ 07728   
Phone:   732-308-7871 
Email: Danyelle.deans@dhs.nj.gov        
Contact Person:  Danyelle Deans 
 
Date the Damage Occurred: 12/15/2022 
 
Date the damage was discovered:  2/17/2023 
Complete the following. (Answer field will expand to accommodate all answers) 

1. Describe circumstances of how the damage occurred.  

Two 65 Gallon shredding bins were picked up to be destroyed without approval from Treasury. 

 
2. Describe circumstances of how the damage was discovered.   
Treasury/DARM approval was inadvertently not requested therefore the paper was destroyed without the 
necessary approval. 

3. What salvage attempts were made? 
Emailed vendor to verify if the documents from the shredding bins were destroyed and email response was that 
the documents were destroyed the same day the vendor received the shredding bins.   
 
4. Were any of the records affected by this event salvageable? 

No.  

5. Why are these records unsalvageable? 

The documents were destroyed by the vendor.  

6. Who determined that the records could not be salvaged? 

Danyelle Deans and Vendor. 

7. Are there other copies of the damaged records in other locations or are there ways to reconstruct the 
damaged records (i.e. payroll records could be recovered from your payroll service provider)?      
 
Staff typically place duplicate documents in the shredding bin. The original copy would be in the client record. 

 
 



8. Are there additional records still maintained in the building?      If yes, how are these records being 
protected? 
There is a paper client file maintained in filing cabinets in the Freehold office. The paper file may contain 
eligibility documents related to the individual’s application for Division services and/or documents from a time 
period prior to the creation of an electronic record. The primary client record is maintained in the iRecord.  
      
 

9. What measures are being taken to prevent future damage to the agency’s records? 

The shredding bins have been removed and are no longer in use.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



DEPARTMENT OF THE TREASURY 
DIVISION OF REVENUE AND ENTERPRISE SERVICES 

RECORDS MANAGEMENT SERVICES 
Mailing: PO Box 661, Trenton, NJ 08625 

Location: 33 West State Street 5th Floor, Trenton, NJ 08618 

Damaged Records Inventory 

Agency Name: Division of Developmental Disabilities 

Agency Retention Schedule: N/A

Retention Schedule Number: G100000 

Record Series Number:  1419-0000 

Record Series Name:     reference file 

Retention Time:   periodic review 

Inclusive Years: unknown – 2022 

Volume (Cubic Feet):   2 65 gallon bins 

Damage Type: Records were shredded by vendor. 

Other copies available?    Original records are in the paper file maintained in the office or in the 
iRecord (primary client record).  



 
DEPARTMENT OF THE TREASURY 

DIVISION OF REVENUE AND ENTERPRISE SERVICES 
RECORDS MANAGEMENT SERVICES 

 

 
Damaged Records 

Disposal Certification 
 
 
 

TO:   State Records Committee 

 

FROM: Danyelle Deans  
 

DATE:   

 

SUBJECT: Contents of two shredding bins were destroyed without Treasury approval  

 
 

I hereby certify that the records listed on the attached Request and Authorization for Records Disposal form(s) 
have sustained significant damage that warrants their disposal. All attempts to salvage said records have proven 
unsuccessful or not cost-effective. Subsequently, continued retention of said records has been deemed impractical. 

 
 

      Danyelle Deans, Agency Services Representative 3 
______________________________________________________ 

Signature and Title 
 

3/23/2023 
Date 
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