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Imaging Certification Summary 
July 16, 2015 

Borough of Ship Bottom 
Record Analyst: Marcella Giordano 

Borough of Ship Bottom proposes an imaging system. AccuScan Digital Archival Solutions is the 
vendor. ACCSES New Jersey /CNA Services will produce their archival microfilm, by way of 
Hudson Community Enterprises. The system meets all of the requirements for certification. 

Records Series 

Certificate Files Availability of Funds 
Deeds and Easements Municipal Property 
Acquisitions 
Foreclosures Condemnations/Eminent 
Domain/Declaration of Tak.inj?; File 
Municipal Master Plan (Original) 
Petition File- Municipal Incorporations and 
Annexations 
Shoreline Survey 
Records Series 

Municipal Plans and Operations 
Shelter Location Files and Plans 
Evacuation Plans 

Training File - Certificate of Completion 
Training File- Student Records 

Clearview Regional High School 
Records Analyst: Vilirie Perry 

Retention 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 
Retention 
Permanent 

Permanent 
Permanent 
45 years 
45 years 

Clearview Regional High School proposes an imaging system. AccuScan Digital Archival Solutions is 
the vendor. ACCSES New Jersey/CNA Services will produce their archival microfilm, by way of 
Hudson Community Enterprises. The system meets all of the requirements for certification. 

Records Series Retention 

Pupil File/Student Record 100 years 
Confidential Disciplinary File - Student 
Violence, Vandalism, and/or Substance 100 years 
Abuse Incident Report 
Student Health File - Health 

100 years History /Immunization 
Payroll Register - Master 60 years 



Imaging Certification Summary 
July 16, 2015 

Records Series 

Employee File - Full & Part Time Employee 
File 

Employment History Record Card 

Confidential Medical File - Employee File 

Special Education File - Student Placement 
File Public & Nonpublic School 

Ridgewood Public Schools 
Records Analyst: Vilirie Perry 

Retention 
6 years after termination of 
employment provided Employment 
History Record Card 
maintained; otherwise 80 yrs 
80 years 

40 years after termination of 
employment 

100 years 

Ridgewood Public Schools proposes an imaging system. AccuScan Digital Archival Solutions is the 
vendor. ACCSES New Jersey/CNA Services will produce their archival microfilm, by way of 
Hudson Community Enterprises. The system meets all of the requirements for certification. 

Records Series Retention 

Pupil File/Student Record 100 years 
Confidential Disciplinary File - Student 
Violence, Vandalism, and/ or Substance 100 years 
Abuse Incident Report 
Student Health File - Health 

100 years History/ Immunization 

Payroll Register - Master 60 years 

6 years after termination of 
Employee File - Full & Part Time Employee employment provided Employment 
File History Record Card 

maintained; otherwise 80 yrs 
Employment History Record Card 80 years 

Confidential Medical File - Employee File 40 years after termination of 
employment 

Special Education File - Student Placement 
100 years File Public & Nonpublic School 

2 



Records Retention and Disposition Schedule Amendment 

DEPARTMENT: Community Affairs AGENCY #5220303 

DIVIS JON: Local Government Services SCHEDULE #004 

BUREAU: Local Finance Board PAGE # 1 I OF I i 
Agency Level Amendments 

Former Agency Name 
(Department/Division/Bureau) 
Former Agency Number 

Records Series Level Amendments 

Record Series# Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

Local Government Ethics Law 
Files - May include the following: 
Financial Disclosure Statements, 
Ethics complaints, Notice of 
Investigation, Letters of Dismissal, 
Determination Letters, as well as, 

Title; 
statements, information or 

Local government Ethics Law Financial Local Government Ethics Law documents obtained or prepared 0002-0000 
Disclosure Statement Description; 

Financial Disclosure Statement by Board staff in the course of an 
Retention Time 

investigation. 
Retention Period pursuant to 
N.J.S.A. 40A:9-22.25 

5 yrs after filing financial 
disclosure statement and/or 5 yrs 
after final agency action. 



RECORDS RETENTION AND DISPOSITION SCHEDULE 
AGENCY# SCHEDULE# PAGE# 

S220303 004 1 OF 2 

DEPARTMENT Community Affairs AGENCY REPRESENTATIVE: Patricia Parkin McNamara 

DIVISION: Local Government Services TITLE: Executive Secretary 

BUREAU: Local Finance Board PHONE#: (609) 292-0479 

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, ST.ATE RECORDS C0l\fl\flTTH SIGNATURE DATE: 

RECORDS 

SERIES# 
RECORD TITLE & DESCRIPTION 

Acknowledgement 

Please review the attached Records Retention Schedule, making any additions, 
deletions or changes as necessary. Once the schedule has met your satisfaction, 
please sign this page as the agency representative. With this signature, you 
acknowledge that you have reviewed and approved this schedule. Please be 
advised that changes may subsequently be suggested/ made to this schedule by a 
panel of Records Analysts at the State Records Center. If revisions are 
suggested/made, you will be notified of such. The schedule will then be 
presented to the State Records Committee for final approval. 

Management of Electronic Records 

This records retention schedule includes records series which are maintained in 
an electronic format. In the normal course of business, the agency will take the 
necessary actions to ensure: hardware and software maintenance, backup 
procedures, security measures, and compliance with the rules and regulations 
pertaining to the maintenance of public records. Any reference made herein to 
the process of data erasure means the process of data degaussing. 

"SRC =STATE RECORDS CENTER; CRC = COMMERCIAL RECORDS CENTER 

DEPARTMENT OF STA TE- DIVISION OF ARCHIVES & RECORDS MANAGEMENT 

RETAIN IN 

AGENCY SRCoRCRC DISPOSITION 

FORM CR-AA-0004 (10/89 - REV 05/20041 

I 

I 



RECORDS RETENTION AND DISPOSITION SCHEDULE 

RECORDS 
SERIES# 

RECORD TITLE & DESCRIPTION 

Local Finance Board Application Files 

0001-0000 
Consist of applications from local governments for assistance in meeting their 
fiscal obligations. May include: Notice of Hearing, Application documents, 
addendums, Sign in Sheet, Vote Tally Indexed. 
Local Finance Board Application Files - Debts 
May include the following files: Waiver of Debt Limit, Waiver of Down Payment, 

0001-0001 
Waiver of Maturity Schedule Requirements, Determination of Self-Liquidating 
Status, Refunding Bond, Municipal Qualified Bond, Authority Project Financing, 
Extension of School Credit, Waiver of School Debt Limit, School Lease/Purchase, 
School Qualified Bond Waste Water Treatment Fund, and Fiscal Year Bond. 
Local Finance Board Application Files - Budget 

0001-0002 May include the following files: "CAP" Waiver Application - Surplus, "CAP" 
Waiver Application - Deficit, "CAP" Waiver Aoolication - Add on Request. 
Local Finance Board Application Files - Unsound Fiscal Condition 

0001-0003 
May include the following: Resolutions of the Local Finance Board and of the 
municipality (copies), Judgments and orders, Budget Documents, 
correspondence. 
Local Finance Board Application Files - Municipal Finance Commission 

0001-0004 May include the following: Resolutions of the Local Finance Board and of the 
Municipality (Copies), Ordinances (Copies), Budget Documents, correspondence. 

0001-0005 Local Finance Board Application Files - General 

Local Government Ethics Law Files 
May include the following: Financial Disclosure Statements, Ethics complaints, 

0002-0000 
Notice of Investigation, Letters of Dismissal, Determination Letters, as well as, 
statements, information or documents obtained or prepared by Board staff in the 
course of an investigation. Retention Period pursuant to N.J.5.A. 40A:9-22.25. 

•SRC =STATE RECORDS CENTER; CRC = COMMERCIAL RECORDS CENTER 

DEPARTMENT OF STATE- DIVISION OF ARCHIVES & RECORDS MANAGEMENT 

AGENCY # SCHEDULE # PAGE # 

S220303 004 2 OF 2 

RETAIN IN 

AGENCY SRCORCRC 
DISPOSITION 

2 yrs after issuance of bond , 
provided all audit findings 38yrs Destroy 

are resolved 

1 yr 2yrs Destroy 

. 
2 yrs and release from_Local 

38yrs Destroy 
Finance Board jurisdiction 

2 yrs and after release from 
the Municipal Finance 38 yrs Destroy 

Commission jurisdiction 
3 yrs after release from 

Local Finance Board Destroy 
jurisdiction 

3 yrs afler filing financial 
disclosure statement and/or 

2yrs Destroy 
3 yrs after final agency 

action. 

FORM CR-AA.()(104 (10/89 - REV 05/20041 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT Health AGENCY# S461310 

DIVISION: HIV, STD and TB Services SCHEDULE# 001 

BUREAU: Tuberculosis Control PAGE# 1 I OF 12 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
Department: H&SS Division: Communicable Disease Bureau: Tuberculosis Control 

(DEPARTMENT/DIVISION/BUREAU) 

FORMER AGENCY NUMBER S460603 005 

RECORDS SERIES AMENDMENTS 

RECORD RECORD SERIES NAME TYPE OF CHANGE FORMER DESIGNATION N~ DESIGNATION (IF APPLICABLE) 

SERIES# 
♦ 

(IF APPLICABLE) 

0001-0000 TB Case and Contract Registry (Electronic) Transfer Record S460603 005 0001-0000 
S461310 001 0001-0000 

Series 

0002-0000 TB Case Records 
Transfer Record S460603 005 0002-0000 

S461310 001 0002-0000 
Series 

Chest Clinic Activity Report; N/ A; Quarterly Chest Clinic Activity 

Title; Description; 
S460603 005 0003-0000 Report (TB-1 ); Used by chest clinics 

0003-0000 
Quarterly Chest Clinic Activity Report (fB-

Transfer Record 
to report on the number of clinic 

1) 
Series 

visits broken down by the 
categories of patients seen; 

S461310 001 0003-0000 

0004-0000 
Aggregate Reports for TB Program Transfer Record 

S460603 005 0004-0000 S461310 001 0004-0000 
Evaluation Series 

0005-0000 TB Program Reports 
Transfer Record 

S460603 005 0005-0000 S461310 001 0005-0000 
Series 

Chest Clinic Medications and Medication Request Order (TB-3); 

Title; Description; 
Biological Order TB-3; Used by Used by chest clinics to order a 

0006-0000 Medication Request Order (TB-3) Transfer Record 
chest clinics to order a monthly monthly supply of medications 

Series 
supply of medication and and related items which are 

biological available for TB patient available for TB patient treatment; 
treatment; S460603 005 0006-0000 S461310 001 0006-0000 

DEPARTMENT OF THE TREASURY-DIVISION OF REVENUE AND ENTERPRISE SERVICES-RECORDS !\IANAGEI\IENT SERVICES RM-10(1/13) 



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

S461310 001 2 OF 2 

RECORD RECORD SERIES NAME TYPE OF CHANGE FORMER DESIGNATION NEW DESIGNATION (IF APPLICABLE) 
SERIES# (IF APPLICABLE) 

Consists of annual reports by 
public and non-public schools that Consists of annual reports by 

include student names, testing public and non-public schools that 
Description; results and chest x-ray results. include testing results and chest x-

0007-0000 School Testing Program Reports Transfer Record Forms included are the Reports of ray results using the Annual 
Series Significant Tuberculin Reactions Report of Tuberculin Testing in 

(TB-42) and the Annual Report of Schools (TB-57); 
Tuberculin Testing in Schools (TB- S461310 001 0007-0000 

57); 5460603 005 0007-0000 
HIV-Related TB Prevention Project 

Files; 
HIV Related TB Prevention Project Files Consists of information regarding 

screening and preventative . The agency reports that the records in this therapy. Information.is generated 
series no longer exist and may have been 

Deletion of Record 
by selected drug treatment centers 

0008-0000 accidentally destroyed during one of their 
Series 

and a correctional facility as part of N/A 
office relocations, or not identified properly a study ending 1-31-96. 
and purged along with other records. The Maintained in hard copy and 
Archives sees no value in keeping this series electronic formats; Retention - 4 
active on this schedule. years after completion of study; 

Disposition - Archival Review; 
5460603 005 0008-0000 

0009-0000 
American Lung Association Case Transfer Records 

5460603 005 0009-0000 5461310 001 0008-0000 
Management Program Series 

DEPARTMENT OF THE TREASURY- DIVISION OF REVENUE AND ENTERPRISE SERVICES- RECORDS l\lANAGEI\IENT SERVICES RM-JO (1/13) 



RECORDS RETENTION AND DISPOSITION SCHEDULE 
AGENCY# SCIIEDUtE# PAGE# 

5461310 001 1 OF ~ 
DEl'ARTl\lENT Health AGENCY REPRESENTATIVE: Elaine White 

DIVISION: HIV, SfD and TB Services TITLE: Administrative Analyst I 
BUREAU: Tuberculosis Control PHONE#: (609) 292-3614 

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. 

AGENC\' REPRESENTATIVE SIGNATURE DATE: SECRETARY, STATE RECORDS COl\ll\llTTEE SIGNATURE DATE: 

"-f 1_~ J ~ /wf:l; S/7 /;o 

Acknowledgement 

Please review the attached Records Retention Schedule, making any additions, 
deletions or changes as necessary. Once the schedule has met your satisfaction, 
please sign this page as the agency representative. With this signature, you 
acknowledge that you have reviewed and approved this schedule. Please be 
advised that changes may subsequently be suggested/ made to this schedule by a 
panel of Records Analysts at the State Records Center. If revisions are 
suggested/ made, you will be notified of such. The schedule will then be 
presented to the State Records Committee for final approval. 

Management of Electronic Records 

This records retention schedule includes records series which are maintained in 
an electronic format. In the normal course of business, the agency will take the 
necessary actions to ensure: hardware and software maintenance, backup 
procedures, security measures, and compliance with the rules and regulations 
pertaining to the maintenance of public records. Any reference made herein to 
the process of data erasure means the process of data degaussing. 

•SRC = STATE RI CORDS CENTER; CRC = COMMERCIAL RECORDS CENTER 

DErARTMENTOI THE TREASURY-DIVISION OF REVENUE AND ENTERrRISE SERVICES-RECORDS MANAGEMENT SERVICES 
FORM CR-AA-0004 (10/89 - f EV 01/2013) 



AGENCY# SCHl-:OULE# PAGE# 
RECORDS RETENTION AND DISPOSITION SCHEDULE 

5461310 001 2 OF 2 

RECORDS RETAIN IN 

SERIES# 
RECORD TITLE & DESCRIPTION 

AGENCY SRCORCRC 
DISPOSITION 

TB Case and Contract Registry (Electronic) 
0001-0000 Electronic records of: summary results of the School Skin Testing Program, and 25 yrs Destroy 

follow-up of Class A-1, B-1 and B-2 immim-ants and refugees. 
TB Case Records 3 yrs after termination of 

0002-0000 Includes: Tuberculosis Cases, Suspect and Status Report (TB-70), and Record of Destroy 
Contact Interviews (fB-41) for verified TB cases. 

therapy 

Quarterly Chest Clinic Activity Report (TB-1) 
0003-0000 Used by chest clinics to report on the number of clinic visits broken down by the 3 yrs Destroy 

categories of patients seen. 
Aggregate Reports for TB Program Evaluation 

0004-0000 Includes: follow-up and treatment for contacts to TB cases, and targeted testing 10yrs Destroy 
and treatment for latent TB infection. 
TB Program Reports 3 yrs after completion of 

0005-0000 Includes: Investigation Reports (TB-Ll), Public Health Incident Reports, Health Destroy 
Officer Reports, and Legal Intervention Reports. 

investigation 

Medication Request Order (TB-3) 1 yr after close of calendar 
0006-0000 Used by chest clinics to order a monthly supply of medications and related items 2yrs Destroy 

which are available for TB patient treatment. 
year 

School Testing Program Reports 

0007-0000 
Consists of annual reports by public and non-public schools that include testing 

3 yrs after tabulation Destroy 
results and chest x-ray results using the Annual Report of Tuberculin Testing in 
Schools (TB-57). 
American Lung Association Case Management Program 

0008-0000 Consists of patient charts that include: clinic requests for assistance, patient 7 yrs Destroy 
al!Teements, and copies of checks, utilitv and other bills. 

•SRC = STATE RECORDS CENTER; CRC = COMMERCIAL RECORDS CENTER FORM CR-AA-0004 (10/89- REV 01/2013) 

DErARTMENT OF THE TREASURY- DIVISION OF REVENUE AND ENTERrRISE SERVICES- RECORDS MANAGEMENT SERVICES 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

D•:l'ARl'MJo:N'r 

Scmmuu: County Agency General Records Retention Schedule Aca-:NC\' #CH20000 
HEADING 

DIVISION: Scm:11uu: #010 

BUREAU: PAG•: # 1 Im .. I 1 

AI\U: NDJ\IEN'l"S 

FORMER AGENC\' NAME County Agency General Records Retention Schedule 

FORMER AGENC\' NUMBER C820000 

1-'ORl\lER SCIIEDUU: # 009 

AI\U:NDI\IENTS 

RECORD S•:RIES RECORD SERIES NAME T\'l'Eo•· FORMER D•:SIGNATION Nf:W DESIGNATION 

# CIIANm: 

0706-0000 Video Surveillance Recordings New 

DEl'AKTMENTOFTIIE TREASURY- DIVISION OF REVENUE AND l:NTERrRISE SERVICES - RECOR OS MANAGEMENT SF.RV ICES FORM RM•lO-REV 01/2013 



RECORDS RETENTION AND DISPOSITION SCHEDULE 
AGENCY# Scurnuu:# PAGE# 

C820000 010 1 OF 33 

DEPARTI\U:NT: County Agency General Records Retention Schedule AGENC\' REPRESENTATIVE: Erin Mallon Knoedler, RMC 

DIVISION: Tnu:: Community Service Officer 2 

BUREAU: PH0N•: #: 609-984-5081 
SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no 
con_tinuing 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 

RECORDS SERIES# RECORD Trru: & Dt:SCRll"flON 

Acknowledgement 

Please review the attached Records Retention Schedule, making 
any additions, deletions or changes as necessary. Once the 
schedule has met your satisfaction, please sign this page as the 
agency representative. With this signature, you acknowledge that 
you have reviewed and approved this schedule. Please be advised 
that changes may subsequently be suggested/made to this 
schedule by a panel of Records Analysis at the Stale Records 
Center. If revisions arc suggested/made, you will be notified of 
such. The schedule will then be presented to the State Records 
Committee for final approval. 

Management of Electronic Records 

This records retention schedule includes records series which arc 
maintained in an electronic format. In the normal course of 
business, the agency will lake the necessary actions to ensure: 
hardware and software maintenance, backup procedures, security 
measures, and compliance with the rules and regulations 
pertaining lo the maintenance of public records. Any reference 
made herein to the process of data erasure means the process of 
data degaussing. 

DEl'ARTMEl'ITOF5TAT11- DIVISION OFARCIIIVl!S & RECORDS MANAGEMENT 
FORM Cl<-AA-0004 (l(VB91 

RHAIN IN 

AGENCY R•:CORDS CENTER 

DATE: 

D1srosrnoN 

I 



RECORDS RETENTION AND DISPOSITION SCHEDULE 

RECORDS SERIES# RECORD Tll'LE & DESCRll'TION 

Website Creation and Update File 
File pertaining to an agency's website creation and upgrade(s). 0705-0003 
Contains: research documents, source code, input documents, 
testing reports, screen copies, and supporting documentation. 

0705-0004 Information Technology Program Documentation File 
File contains but is not limited to application documentation, 
source and object code, test results, data models for application 
development, backup and recovery documentation, and 
application standards. 

0705-0005 Information Technology Operating System Documentation File 
File contains but is not limited to system requirements, design, 
and supporting documents; production environment data; and 
backup and recovery documentation. 

0706-0000 Video Surveillance Recordings 
Real-time footage of buildings, grounds, and physical properties 
that arc owned or controlled via leases or other contractual 
arrangements by the County offices of the State of New Jersey. 
If an incident occurs on footage, the agency must defer to 
appropriate law enforcement retention schedule. 

DEl'ARThlENTOr STATE- DIVISION OF ARCHIVES & RECOR OS MANAGf.MENT 
FORM CR-AA-0004 l]ql89) 

AG•:NC\'# Sc1mouu:# PAGE# 

010 C820000 33 OF 33 

RETAIN IN 

AGENC\' RECORDS C•:r.n:R D1s rosrnoN 

30 days after 
website is Destroy 

discontinued 

7 yrs after program Archival review 
is either 

superseded or 
discontinued 

7 yrs after system is Archival review 
either superseded 
or discontinued ' ♦ 

I 

30 days after last 
recording or until 
determined that no 
incident occurred, Destroy 
whichever is 
sooner. 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT 
Scmmuu: Municipal Agency General Records Retention Schedule AGENCY #MI 00000 
HEADING 

DIVISION! Scmmuu: #009 . 
BUREAU: PAGI-: # 1 I Ot" I i 

Al\ltNDI\IENTS 

FORMER AGENCY NAI\U; Municipal Agency General Records Retention Schedule 

FORMER AGENC\' NUI\IIU:R Ml00OO0 

FORMER SCIIEDUU: # 008 

lh:CORI> SERIES RECORD S1-:1m:s NAME T\'l'EOI-' FORMER DESIGNATION NEW D1-:SIGNATION 
# CHANGE 

0706-0000 Video Surveillance Recordings New 

OEl'ARTMENT OF TIIE TRtASURY - DIVISION OF UEVENUE AND ENTERl'RISE SERVICES - RECORDS MANAGEMENT SERVICES FORM UM-10 - REV 01 /2013 



AGENC\' # St..:m:ouu:# PAG•: # 
RECORDS RETENTION AND DISPOSITION SCHEDULE 

009 MlOOOO0 l OF 33 

DF.rARTMENT: Municipal Agency General Records Retention Schedule AGENCX RErRK<;t:NTATl\'E: Erin Mallon Knoedler, RMC 

DIVISION: Trru:: Community Service Officer 2 
BUREAU: PHON•:#: 609-984-5081 

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 lo the Stale of New Jersey and will be disposed of as indicated in accordance with the law and regulations of the Stale Records Committee. 
This schedule will become effective on the date approved bv the State Records Committee. 

AGENCY REPRESENTATIVE SIGNATURE DATE: SECRETARY, STATE RECORDS COMMITTEE SIGNATURE 

RECORD Tnu: & DESCRlrTION 

Acknowledgement 

Please review the attached Records Retention Schedule, making 
any additions, deletions or changes as necessary. Once the 
schedule has met your satisfaction, please sign this page as the 
agency representative. With this signature, you acknowledge that 
you have reviewed and approved this schedule. Please be advised 
that changes may subsequently be suggested/made to this 
schedule by a panel of Records Analysts at the Stale Records 
Center. If revisions arc suggested/made, you will be notified of 
such. The schedule will then be presented lo the State Records 
Committee for final approval. 

Management of Electronic Records 

This records retention schedule includes records series which arc 
maintained in an electronic format. In the normal course of 
business, the agency will take the necessary actions to ensure: 
hardware and software maintenance, backup procedures, security 
measures, and compliance with the rules and regulations 
pertaining to the maintenance of public records. Any reference 
made herein to the process of data erasure means the process of 
data degaussing. 

DErARTMENT OF STATE - DIVISION OF ARCIII Vf:S & RECORDS MANACEM ENT 
FORM CR-AA-0004 (l(V89) 

RETAIN IN 
AGENCY RECORDS C•:N'l'ER 

DATE: 

DISl'OSl'l'ION 

I 



RECORDS RETENTION AND DISPOSITION SCIIEDULE 

RECORDS S1m11~s # R•:coRD TITLE & DESCRll'TJON 

0705-0004 Information Technology Program Documentation File 
File contains but is not limited to application documentation, 
source and object code, test results, data models for application 
development, backup and recovery documentation, and 
application standards. 

0705-0005 Information Technology Operating System Documentation File 
File contains but is not limited to system rL'quirements, design, 
and supporting documents; production environment data; and 
backup and recovery documentation. 

0706-0000 Video Surveillance Recordings 
Real-time footage of buildings, grounds, and physical properties 
that arc owned or controlled via leases or other contractual 
arrangements by the Municipal offices or"thc State of New Jersey. 
If an incident occurs on footage, the agency must defer lo 
appropriate law enforcement retention schedule. 

DD'AKTMCNT 01' STATE- DIVISION or ARCIIIVCS & R[COKDS MANAGt;Ml!NT 
FORM CR-AA-0004 (l(V89) 

AGENCY# Scm:nuu:# PAGE# 

M100000 009 33 OF 33 

RETAIN IN 

AGENC\' RECORDS CENTER 
D1srosrnoN 

7 yrs after program Archival review 
is either 

superseded or 
discontinued 

7 yrs after system is Archival review 
either superseded 
or discontinued 

30 days after last ' 

recording or until 
determined that no . 
incident occurred, Destroy 
whichC'ver is 
sooner. 

' I i 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

0EPARTI\U:NT State Agency General Records Retention Schedule AGENCY# G IOOOOO 

DIVISION: scm:ouu: # 007 

BUREAU: PAGt: # 1 Im· I 1 

FORMER AC.:NC\' NA1m: 
State Agency General Records Retention Schedule 

lD•'.PAR1'1\f•:NT/DIVISION/8UREAU) 

FORMER AGENC\' NUl\1BER G100000 

FORMER SCHEDULE# 006 

RECORDS S1-'.RIES AI\IENDI\IEN11'S 

RECORD SERIES RECORD SERIES NAI\U: TvrEm-· FORI\IElt Dl-:SIGNATION (tt· ,\l'rl.lCA81.t:) Nt:W DESIGNATION (U: ,\l'PLICARU:) 

# CHANGE 

2100-0000 Video Surveillance Recordings New 

Dl-'.l'AllTI\IENT oi: STATE, DIVISION ot· ARCIIIVES & H.ECORl)S MANAGt:MENT ltl\1-IO (3/05) 



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

G100000 007 1 OF 43 

DEPARTMENT: State General Records Retention Schedule AGENCY 
Irwin Nadel 

REPRESENTATIVE: 
DIVISION: TITLE: Chief 
BUREAU: PHONE# 609.530.3201 
SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed lo 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: 

RETAIN IN 
RECORDS 

SERIES# 

RECORD TITLE & DESCRIPTION 
AGENCY RECORDS CENTER 

DtsrOSITION 

Ackn?w ledgement 

Please review the attached Records Retention Schedule, making any additions, 
deletions or changes as necessary. Once the schedule has met your satisfaction, 
please sign this page as the agency representative. With this signature, you 
acknowledge that you have reviewed and approved this schedule. Please be 
advised that changes may subsequently be suggested/made to this schedule by a 
panel of Records Analysts at the State Records Center. If revisions arc 
suggested/made, you will be notified of such. The schedule will then be 
presented to the State Records Committee for final approval. 

Management of Electronic Records 

This records retention schedule includes records series which arc maintained in 
an electronic format. In the normal course of business, the agency will take the 
necessary actions to ensure: hardware and software maintenance, backup 
procedures, security measures, and compliance with the rules and regulations 
pertaining lo the maintenance of public records. Any reference made herein to 
the process of data erasure means the process of data degaussing. 

Dti•ARThlENT OF STATE- DIVISION OF ARCHIVES & IU:COIIDS MANAGEMl:NT FOIIM CR-AA-0004 (1(\1119) 



AGENCY# SCHEDULE# PAGE# 
RECORDS RETENTION AND DISPOSITION SCHEDULE 

GlO0000 007 43 OF 43 

RHAININ 
RECORDS RECORD TITLE & OESCRIITTION 

AGENCY RECORDS CENTER 
DISPOSITION 

SERIES# 

E-Mail Record Reports and Publications 
Agency e-mail records pertaining to or encompassing: Agency Monthly 

2000-0008 
Report(Copy) and Agency Weekly Report (Original and Copy) 

7 yrs Destroy 
Records Series Included 
1601-0000 through 1602-0000. 
,.Destroy as per CL. 14-12 DORES/OIT 

Video Surveillance Recordings 
30 days after last 
recording or until 

Real-time footage of buildings, grounds, and physical properties that arc owned determined that no 
2100-0000 or controlled via leases or other contractual arrangements by the State of New incident occurred, Destroy 

Jersey. If an incident occurs on footage, the agency must defer to appropriate whichever is sooner. 
law enforcement schedule. 
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Research: Video Surveillance Recordings 

Source: Series# Description Retention Time 

Surveillance Camera Video - Records activities in public area 
such as streets, parking garage, and public buildings including 

MissouRi GS088 city halls, schools, courthouses and jails 30 days and review 

Security and Surveillance Tapes: Not Used as Evidence - This 

series documents the surveillance and monitoring of a building 
or area for security purposes. This series may include, but is 

Virginia 12281 not limited to audio or video recordings. 30 Days after creation 

Video Monitoring Tapes/Digital Recordings - Recording media 

used for the surveillance of property/building/rooms for 
security purposes. 

Rhode Island GRS 3.6 May include video tapes, digital media. thirty (30) days before reuse 

Retain for 30 days after last recording or 

until determined that no incident occurred, 
Washington State GSS0-06B-18 Security Monitoring- Oversight/ Surveillance Recordings whichever is sooner 

Building Visitor Logs and Security Videotapes - Logs of entry 

to and exit from agency facilities containing visitor name, 

organization or business, address, reason for visit or 

person/unit visited, and dates and times of entry and exit. 

Also includes videotapes or other recordings prepared for 
security purposes that document specific incidents and merit Destroy 3 years after the end of the year to 

New York State 90303 retention for administrative or potential legal uses. which they relate 

Office Security Records - Records concerning the security of a) Destroy in office or reuse after 30 days 
county offices, facilities, vehicles, equipment, and personnel. recordings not required to support known 

North Carolina May include visitor register, security, employee or contractor investigations or litigation. 
County access to facilities or resources, and b) Destroy in office all remaining records 
Management #37 surveillance system reports and recordings. after 1 year. 

Schedule #21, Destroy when 6 months old (Nl-GRS-98-2, 
NARA item 18 Routine Surveillance Recordings · item 40} 



Announcement 
Amended Rules Developed by the New .Jersey Division of Revenue and Enterprise Services 

Mark a New Era in New .Jersey's Records Management Program 

In cooperation with the New Jersey Department ofSJate and Stale Records Committee, the Division of Revenue and 
Enterprise Services recently implemen1ed changes to Title 15 of the New Jersey Administrative Code. Collectively. 
these changes mark a new era in public records management in this State. 

The amendments facilitate the adoption of electronic records sys1ems, encouraging agencies to leverage automated 
technology wherever possible. The ultimate goal is to make it easier for agencies to meet the burgeoning service 
demands of the public in the most effective. efficient and transparent manner possible. In this connection. the 
amendments removed prescriptive and obsolete regulatory language and thereby encourage the adoption of 
technological innovations in this State. Also, the amendments facililate State certification of electronic image 
systems by converting the currenl paper-based process to an on line service. 

The changes will benefit New Jersey government at all levels, and ultimately, serve the interests of our citizens by 
helping to advance the development of improved records management practices by Slate, county and local 
government agencies, and facilitating the adop1ion of electronic records systems. When public agencies leverage 
automated technology to improve the processing and storage of records, they build the capacity to provide quicker, 
more reliable and accurate services to the public, al reduced cost. Concurrently. via the faster and more accurate 
records retrieval functions lhat are achievable with digi1al records systems, public agencies eslablish the basis for 
more transparent and accoun1able govemment. 

Moreover, the amended rules will have indirect, but imponanl economic impacls throughoul the Slate. By 
encouraging the accelerated adoption of electronic r~cords technologies, they set the stage for streamlined public 
service and the large-scale consolidation and reengineering of information and records-based service channels. They 
also free agencies 10 replace labor-intensive and error-prone paper systems with on line technologies. Further, 
experience shows that streamlined automated systems provide for more accurate, timely and responsive public 
services, and through this, enhanced volunlal)· compliance with tax and other revenue-producing activities. These 
benefits, in turn, help to drive down the overall cost of government and improve the yield, efficacy and fairness of 
State and local tax systems. The combined effects of cost savings and enhanced voluntal) compliance will help 
government agencies control and ultimately reduce the tax and regulatory burdens on our citizenry. 

For more information on the amended rules please email the Division at DORinfo@treas.nj.gov. 

Following are summaries of the 1-.ey changes: 

Subchapter 15:3-1.3: The changes to this subchapter clarif) that automated electronic records systems can be 
elements of public agency records-keeping regimes and that agencies should consider such systems for recordation. 
registry, indexing, processing and public access purposes, while also confom1ing to standards set forth in Title 15. 

These changes are intended to improve the State's approach to records management by establishing an environment 
that encourages innovative uses uf electronic technologie.,. 

Subchuptcr 15:3-,t3: This is a key change. It updat~s the requirements for storage and preservation of records in 
electronic formats, including /011g lt!rm wul per111a11e111 records. Agencies are now no longer required to use hard 
copy media, including microfilm. to preserve long term and pem1anent records. Electronic systems that have viable 
migration paths can be used for such records. 

Subchapter IS:3-4.4: These rules provide updated guidance to agencies using non-conforming automated records 
systems (systems that do not confonn to Stale standards), emphasizing the need to convert the systems based on 
technology that is compliant with the standards set forth in Title 15. 
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Subchnptcr 15:3-4.5: This subchapter contains updated requirements for standard file formats and compression 
algorithms, with emphasis on formats and algorithm_s that are actively supported by the information technology 
industry, and that allow for the interchange of documents with other systems. Examples of such formats include 
single-page Tagged Image File Format (TIFF) with CCITT Group Ill and/or IV compression, Portable Network 
Format (PNG) for grayscale or color images, PDF/A (most especially for long term retention of 10 years or more), and 
Open Document Architecture/Open Document Interchange Formal (ODA/ODIF) for text. The proposed amendments 
require imaging systems to store at least one unaltered version of the public records they contain, as scanned, except 
for standard computer-enhancement routines used to improve the legibility of scanned documents. 

Subchapter 15:3-4.6: The updated requirements address the use of multi-function devices for scanning purposes 
and clarify that visual inspection of scanned images for quality control purposes may be accomplished on an image­
by-image basis, via sampling or combined approaches, and may also be supported by machine-based quality control 
processes. Industry standards for image quality control are incorporated by reference, as guidance, where applicable. 
These standards include Sampling Procedures for Inspection by Attributes of Images in Electronic Image 
Management (EIM) and Micrographics Systems (ANSI/AIIM TR34-1996) and Identification ofTest Images for 
Document Imaging Applications (ANSl/AIIM TR38-1996), as amended and supplemented. 

Subchapter 15:3-4. 7: The amended rules cross-reference sections of Title 15 (N.J.A.C. 15:3-5.1 through 3-5. 7), 
which set forth requirements for a new, mandatory registration system designed to address the mandatory review 
and approval process (see below). 

Subchapter N.J.A.C. 15:3-4.8: This is largely an administrative change. It harmonizes the language found in this 
subchapter with the provisions ofN.J.A.C. 15-3-4.6 (a) regarding limitations on the alteration of the as-scanned versions 
of records. 

Subchapler N.J.A.C. 15:3-4.IO: These changes update language regarding requirements for handling images stored 
on non-conforming image system as best evidence. Specifically, the burdensome and unnecessary requirement to 
mark approved items as best evidence is deleted. The State Records Committee's role in approving records as best 
evidence and the practice of maintaining, for public inspection, a record of such Committee approvals are both 
continued. This documentation is deemed sufficient proof as to the acceptability of the records approved as best 
evidence. 

Subchapter N.J.A.C. 15:3-4.11: The changes in this subchapter strengthen provisions relating to disaster recovery 
and contingency plans. Included are requirements for assessing risks associated with the loss of records stored on 
systems covered by the plans, as well as requirements for considering options for reconstructing damaged records 
and costs associated with guarding against records losses. 

Subchapter N.J.A.C. 15:3-5: Changes here pertain to a new registration service and annual review for image 
processing systems. The service replaces the system certification regime. Requirements for the new service are 
found at N.J.A.C. 15:3-5.1. N.J.A.C. 15:3-5.4 establishes the responsibilities of the records management program 
with respect to registering image processing systems as compliant with established standards, rules and procedures, 
and with regard to maintaining an Internet-accessible database of all registered image processing systems. In the 
same connection, N.J.A.C. 15:3-5.5 sets forth the requirement for public agencies to comply with the registration 
process outlined at N.J.A.C. 15:3-5.4. 

Subcha pter N .J.A.C. 15:3-5.6: This is largely an administrative change designed to harmonize language pertaining to 
the new registration service at N.J.A.C. 15:3-5.4 and N.J.A.C. 15:3-5.5. 

Subchapter N.J.A.C. 15:3-5.7: These changes update provisions regarding the maintenance of documentation for 
image processing systems used for public recordkeeping, including all vendor-supplied manuals, guides and training 
materials covering all implemented hardware and software technology. Agencies may use materials posted on the 
Internet by the system vendor(s) to help document their systems. 

Subchapter N.J.A.C. 15:3-5.8: The changes in this subchapter streamline the public comment process relative to 
applications for image processing systems for public records. Agencies may refer to the registration service 
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described at N.J.A.C. 15:3-5.4 in their public notifications and have interested parties download copies of the same 
for their review. 

Click here: < http://www.lexisnexis.com/njoal/> lo review the amended rules. 
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