STATE OF NEW JERSEY
STATE RECORDS COMMITTEE

PO BOX 661, TRENTON, NJ, 08625-0661 609.530.3200

WWWw.nj.gov/treasury/

AGENDA
STATE RECORDS COMMITTEE
May 21, 2015
10:00AM

Location: New Jersey State Records Center Conference Room
2300 Stuyvesant Avenue
Trenton, NJ 08625-0661
(www.nj.gov/treasury/revenue/rms/directions.shtml)

Announcement of Open Public Meeting

l. Administrative Actions:

A. Reading of April 16, 2015 minutes

B. Announcement of Approval of Destruction Authorization:
1. Routine Request: #85-688 — #86-018
2. Artemis Request: #519471 - #520247

C. Records Management:

Report to the State Records Committee (See Attached)

D. Image Processing System Amendments / Annual Reviews:
Report to the State Records Committee (See Attached)

Il. Imaging Certification:

A. Berlin Township School District — Vilirie Perry

B. Franklin Township Public School District — Vilirie Perry
C. Mansfield Township School District — Vilirie Perry

D. Monmouth County Sherriff's Office — Marcella Giordano

1. New Business:

A. Records Retention Schedules: (See Attached)
Treasury - Unclaimed Property S820833-002 — Presented by Marcella Giordano

B. Special Request and Authorization for Records Disposal: (See Attached)
Old Bridge Library — Damaged Records — Presented by Vilirie Perry

V. Other Business: (None)
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MINUTES
STATE RECORDS COMMITTEE
April 16, 2015

Michael J. Tyger, Secretary, called the 416th meeting of the State Records Committee to order at 10:05 a.m.
on the above date. He stated that notice of the meeting had been posted in the Secretary of State’s Office and
published in the state’s daily newspapers in conformance with the requirements of the Open Public Meetings
Act.

Mr. Tyger stated that there is a quorum with all members represented except for the representative from
Department of Community Affairs who was on her way and joined the meeting in progress.

ATTENDANCE:

SRC: Division of Local Government Services, Erin Mallon Knoedler, designee
Attorney General, Donald Palombi, designee
State Treasurer, Michael Tyger, designee
State Auditor, William Robinson, designee
State Archives, Joseph Klett

Staff: Sharon Allen, Technical Assistant 11, Records Management Services
John Berry, Records Analyst 1, Records Management Services
Nichole Carthan, Records Manager, Records Management Services
Vilirie D. Perry, Records Analyst I, Records Management Services
Irwin Nadel, Chief of Operations, Records Management Services
James Jenkins, Data Entry Machine Operator 111, Records Management Services
Marcella Giordano, Records Analyst 11, Records Management Services
Baljinder Pannu, Data Entry Operator, Records Management Services
Marcella Campbell, Technical Assistant 1, Treasury
Virma Guzman-Reyes, Head Audit Account Clerk, Records Management Services
Ellen Callahan, NJ State Archives, Department of State

Other: Lauren Wiley, Mercer County Records Management
Patrice McCarthy, Camden City
Joe Brigandi, Michelle Everly, Gloucester County Clerk’s Office
Mary McNamara, Treasury, Risk Management
Christina Napolitano, Maria Lisa Bazela, Bergen County Clerk’s Office
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MINUTES:

APPROVAL OF PREVIOUS SRC MEETING MINUTES:
The January 15, 2015 minutes were approved. Also the minutes of July 17, 2014, September 18, 2014, and
December 18, 2014 which required revision were updated and approved at this meeting.

ADMINISTRATIVE ACTIONS:

A.

Announcement of Approval of Destruction Authorizations:

1. Secretary Tyger announced the approval of routine hardcopy request for disposal of public
Records: #85-264 - #85-687

2. Secretary Tyger announced the approval of routine online Artemis requests for disposal of
public records: #518235 - #519470

Records Management:
Report to the State Records Committee: (None)

Imaging Processing System Certification:
Report to the State Records Committee: (See Attached)

IMAGING CERTIFICATION:

A. Borough of Middlesex — Borough of Middlesex 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. As recommended by the certifying Records
Analyst, Vilirie Perry, the system meets all of the requirements for certification. Upon motion,
seconded, the Committee approved certification of the applicant’s image processing system.
(Certification #15041601-MF)

OLD BUSINESS:

A. Image Certifications — (None)

B. Retention Schedules — (None)

C. Special Request and Authorization for Records Disposal - (None)
D. Other - (None)



IV. NEW BUSINESS:

A. Records Retention Schedules: See Attached
Treasury — Presented by Marcella Giordano
Risk Management — S822200-002 — Approved without changes.

V. OTHER BUSINESS:

1. Mr. Klett stated that on January 27, 2015 the Township of Toms River rescinded their previous
Resolution to donate Veterans’ Discharge Papers to the National Archives. The Township will keep the
original records and State Archives will microfilm the records and maintain a copy.

2. Mr. Klett stated regarding N.J.A.C Title 15 regulations, Archives was looking into what safeguards are
in place for retention of permanent records or records for archival review. Also, Mr. Klett stated that
Archives would like to work with Records Management Services to ensure safeguards are present.
Irwin Nadel of DORES fully supports the idea and looks forward to future meetings with Archives.

There being no other business, the Committee adjourned at 10:30 am.

Michael Tyger
Secretary
State Records Committee



Department of the Treasury
Division of Revenue and Enterprise Services
Records Management Services

Records Management Administrative Actions
State Records Committee 5/21/2015

1 .Municipal Housing and Development M500000-002

On March 20, 2008, the Municipal Housing and Development retention schedule M500000 was
Incorrectly presented to the Stale Records Committee as schedule number 001; which mean this would
be the 1% varsion of the schedule. The correct schedule number should have been 002. The schedule
has been updated to reflect the correct schedute number. No other changes were made to schedule
M500000-002.

This adminislrative change will ensure that the details below are reflected in the agency's files.

Agency Level Amendments

m n?f:é‘;ﬁ.ﬁ?:ﬁaumau: Municipal Housing and Development
Current Agency Number M500000
(Old Schedule number) 001
(New Schedule number) 002

2. County Clerk/Register of Deeds C100000-008

On July 17, 2014, the County Clerk/Regisler/Register of Deeds retention schedule C1000000 was
incorrectly presenled to the State Records Committee as schedule number 004; which means this would
have been the 4" version of the schedule. The correct schedule number should have been schedule
number D08. The schedule has been updated to reflect the correct number. No other changes were made
{o schedule C100000-008.

This adminisirative change will ensure that the delails below are reflected in the agency's files.

Agency Level Amendmaents

Currant Agency Name .
{Department/Division/Bureau) County Clerk/Register of Deeds
Current Agency Number C100000

{Old schedule numbar) 004

" (New schedule number) 008




Imaging Administrative Actions SRC May 21, 2015

Administrati A d t
m.1 TUSTAVE | Certification # Agency mendmen Amendment Description Vendor (if Applicable)
Action Type Type
Added records; Municipal
Amendment: Township of | Added Records Agencies General Records
07092001-NM Winslow Series Retention, M100000-008 and
Marcy Giordano M200000-007
Township of Change in Included Foveanics Imaging
Amendment: . . .
James Jenkins 09021906-MF Hamilton Support Technologies, Inc. as a vendor in
(Mercer) Vendor addition to DORES (NJDARM)
Amendment: 0907160 1-MF Tgwnshlp of | Added Records Added recgrds of.PTlrchase Order
. Middletown Series File (Original)
Vilirie Perry
A itional SQL
Borough of Upgrade of dded an additiona SQ Server
Amendment: X Database backup with the
John Berr 11012034-MF Fanwood Disaster Westfield location serving as the
y Clerk’s Office | Recovery Plan ation serving
replication site
Uperade of Added an additional SQL Server
Amendment: 11012035-MF City of Rahway ]If))gi;saster Database backup with the
John Berry Clerk’s Office Westfield location serving as the

Recovery Plan

replication site




Imaging Administrative Actions SRC May 21, 2015

Administrati A d t
m.1 ustrative Certification # Agency mendmen Amendment Description Vendor (if Applicable)
Action Type Type
Ocean County
College
Financial Aid, | Added Records | Added records Human Resource
Amend.ment. 11051906-NM Admissions Series Schedule C270206 - 901
Marcy Giordano
and Records,
Accounting
. Added an additional SQL Server
Amendment: Township of Upgrade of Database backup with the
) 12021602-NM | Union Clerk’s Disaster . . P .
John Berry . Westfield location serving as the
Office Recovery Plan o
replication site
Camden )
Added records from Foreign
County College .
Amendment: 13051607-MF Fnterorise Added Records Student / Disabled Student
Marcy Giordano ma pin Series Schedule C270302, C271010 and
sNG Business Office Schedule C270202
System
. County of
ﬁmuag,{ev(;ew' 01101802-MF | Ocean Office of
arcy Giordano the Clerk
Annual Review: S riorsnfcyBOf d
Marcella 03111902-NM | Zomerset voa
of Social
Campbell _
Services




Imaging Administrative Actions SRC May 21, 2015

Administrati A d t
m.1 fistrative Certification # Agency mendinen Amendment Description Vendor (if Applicable)
Action Type Type
Township of
Annual Rev1ew: 04021902-MF Woo.db%'ldge
Marcy Giordano Building
Department
Department of
Labor and
. Workforce
Annual Review: | 100101 NM | Development,
Marcy Giordano .
Division of
Employer
Accounts
County of
. Gloucester
Annual Review: 05072101-MF :
James Jenkins Surrogate’s
Office
Annual Review: Township of
11 -
Marcy Giordano 06110903-NM Woodbridge
f
Annual Review: Be(igelrr:g f(;ice
James Jenkins 06121405-MF of the Clerk of
the Board
Annual Rev1.ewz 06121408-MF County of
James Jenkins Gloucester
Annual Rev1ew: 07011802-MF County of
Marcy Giordano Salem




Imaging Administrative Actions SRC May 21, 2015

Administrati A dment
m.1 TUSHATIVE | Certification # Agency mencmen Amendment Description Vendor (if Applicable)
Action Type Type
Annual Review: Township of
7092001-
Marcy Giordano 07092001-NM Winslow
. Bergen
Annual Review: |- 700,003 NM | Community
Marcy Giordano
College
Township of
Annual Review: Jefferson
.y | 08011703-MF Enterprise
Vilirie Perry i
Imaging
System
County of
Annual Review: Gloucester

James Jenkins

08032002-NM

Prosecutor's

Office
County of
Annual Rev1.ew: 09012236-MF Bergen Office
James Jenkins of the County
Clerk, LRMS
Annual Rev1.ew: 09021907-MF Townsh1p of
James Jenkins Montclair
Annual Review: Township of
Marcella 09052103-NM Upper
Campbell Deerfield
Annual Review: Township of
Vilirie Perry 09071601-MF Middletown




Imaging Administrative Actions SRC May 21, 2015

Administrati A d t
m.1 TUSHATIVE | Certification # Agency mencmen Amendment Description Vendor (if Applicable)
Action Type Type
Annual ReV1.eW: 09101506-NM Borough of Fair
James Jenkins Haven
A | Review: Township of
e rEVIER 1 09121710-NM | Wayne Police
Marcy Giordano
Department
. Township of
Annual Review: | 5091601 MF North
Marcy Giordano .
Brunswick
. Borough of
A“]m;ar‘ll ge;;lew. 11012034-MF |  Fanwood
onn Pery Clerk’s Office
Annual Review: City of Rahway
11012035-MF
John Berry 012035-M Clerk’s Office
Ocean County
College
Annual Review: Financial Aid
11051906-NM ’
Marcy Giordano Admissions
and Records,
Accounting
Annual Review: County of
] ol | | 11051909-MF | Gloucester
ames Jenkins Clerk LRMS
. Township of
A“]mﬁ ge;;lew. 12021602-NM | Union Clerk’s
© ety Office




Imaging Administrative Actions SRC May 21, 2015

Administrati A d t
m.1 STAHVE | Certification # Agency mendmen Amendment Description Vendor (if Applicable)
Action Type Type
Annual Review: Borough of
13032108-
James Jenkins 3032108-NM Franklin Lakes
Camden
I County College
Annual Rev1ew. 13051607-MF Enterprise
Marcy Giordano ,
Imaging
System
Middlesex
Anr.n.la.l Review: 14032010-NM County B.oard
Vilirie Perry of Social
Services
Cape May
Annual ReV1.eW: 14032012-NM County B.oard
James Jenkins of Social
Services

Annual Review:
John Berry

14071701-NM

Union County
Division of
Social Services




Imaging Certification Summary
May 21, 2015

Berlin Township Public Schools
Records Analyst: Vilirie Perry

Berlin Township 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 vears
History/Immunization y
Payroll Register - Master 60 years

Employee File - Full & Part Time Employee
File

6 years after termination of
employment

Employment History Record Card

80 years

Confidential Medical File - Employee File

40 years after termination of
employment

Special Education File - Student Placement
File Public & Nonpublic School

100 years

Franklin Township Public Schools
Records Analyst: Vilirie Perry

Franklin Township 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 vears
History /Immunization y
Payroll Register - Master 60 years

Employee File - Full & Part Time Employee
File

6 years after termination of
employment

Employment History Record Card

80 years

Confidential Medical File - Employee File

40 years after termination of
employment

Special Education File - Student Placement
File Public & Nonpublic School

100 years




Imaging Certification Summary
May 21, 2015

Mansfield Township School District
Records Analyst: Vilirie Perry

Mansfield Township School District 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 vears

History/Immunization y

Payroll Register - Master 60 years

Employee File - Full & Part Time Employee 6 years after termination of

File employment

Employment History Record Card 80 years

Confidential Medical File - Employee File R GG
employment

Special Education File - Student Placement 100 years

File Public & Nonpublic School

Monmouth County Sheriff’s Office
Record Analyst: Marcella Giordano

Monmouth County Sheriff's Office proposes an in house imaging system. Solutions II, Spillman
Technologies developed the application and Monmouth County Sheriff’s Office will be responsible

for the scanning operation. The paper documents will serve as the eye-readable back-up. The
systems meet all of the requirements for certification.

Records Series Retention

Arrest File _ Until Final Disposition
Field Contact Cards 1 Year

Criminal, Excluding Homicide - Arrest 75 Years

Criminal, Excluding Homicide - No Arrest 7 Years

Non-Criminal, Excluding Drunk Driving 2 Years

Drunk Driving 6 Years

Homicide Permanent

Sudden and Accidental Death Permanent

Incident Reports 1 Year




Imaging Certification Summary

May 21, 2015
gggg::able and Non-Reportable Accident 3 Years
Fatal Accident Report Files Permanent
Property Listings Until Final Disposition
Restraining Orders - final 50 Years
Restraining Orders- Temporary 1 Year
Restraining Orders - Temporary and Final
Disrnissedg pony 1 Year
Records Series Retention
Detective File Folders-Fugitive Cases 6 Years
Restraining and Protective Orders- 1Y
Temporary ear
Child support Warrant 23 Years
Criminal, Excluding Homicide- Arrest 75 Years
Criminal, Missing Persons and Stolen 7Y
Weapons ears
Non-Criminal, Excluding Drunk Driving 2 Years
Drunk Driving 6 years
Incident Reports 1 year
Confiscated Property Files - Firearms 10 years
Confiscated Property Files - Firearms Permanent
Destruction
Confiscated Property Files - Other Property | 7 years




RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT

DEPARTMENT

SCHEDULE Treasury AGENCY # 8820833

HEADING

DivISION: Unclaimed Property Administration SCHEDULE # 002

BUREAU: Unclaimed Property PAGE #1 OF |
RETENTION SCHEDULE AMENDMENTS

FORMER AGENCY NAME .

(DEPARTMENT/DIVISION/BUREAU) Unciaimed Property

FORMER AGENCY NUMBER S820833

RECORDS SERIES LEVEL. AMENDMENTS

RECORD SERIES # RECORD SERIES NAME TYPE OF FORMER DESIGNATION (IF APPLICABLE) | NEW DESIGNATION (IF APPLICABLE)
CHANGE
0001-0001 Unclaimed Property Claim Forms- Decrease 3 years after resolution and 7 years at | 3 years after resolution and 4 years
Resolved retention time. | Records Center, destroy at Records Center, destroy
Unclaimed  Property Claim  Forms- Decrease 3 years after claim filed and 7 years at | 3 years after claim filed and 4 years
0001-0002 : : o
Unresolved With Proper Documentation retention time. | Records Center, destroy at Records Center, destroy
Holder Information Files 3 t .
Includes all information on property Increase 3 years after property is transferred, years after property is
0002-0000 ) . . transferred, 4 years at Records
retained by a holder and related reports | retention time. [ no time at Records Center, destroy
A . . Center, destroy
regarding auctions, sales and appraisal.
Audit Reports and Work papers
. R .
0003-0000 Consists of field audits of corporations for Decrease 3 years in agency, 7 years at Records | 3 years in agency, 4 years at

property reported or unreported.

retention time,

Center, destroy

Records Center, destroy

MFPARTMENT NF THF TREASURY — THVISION OF REVENTIF AND FNTERPRISE SFRVICFS — RFCORDS MANAGEMENT SERVICES

Fonm RM-AN—rev /20113



RECORDS RETENTION AND DISPOSITION SCHEDULE e SCHEDULE § —
5820233 002 1l o 2

DEPARTMENT Treasury AGENCY REPRESENTATIVE:  Sleven R. Harris

DevisiON Unclaimed Property Administration TITLE: Administrator

BUREAU: Unclaimed Property PHONE #:  609-777-4655

SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no
conlinuing value to the State of New Jersey and will be disposed of as indicaled in accordance with the law and regulations of the State Records Commitlee.

This schedule will become effeclive on the dale approved by the State Records Commities.
\CY REPRESENTATIVE SIGNATURE DATE: SECRETARY, STATE RECORDS COMMITTEE SIGNATURE DATE:

L < 325/

o

SERIES # RECORD TITLE & DESCRIPTION o T DISFOSITION

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 1o 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.

SRC=STATE RECORDS CENTER; CRC = COMMERCIAL RECORDS CENTER FORM CR-AA-DO0 (10/69 - REV 01/2013)
DEPARTMENT OF THE TREASURY - DHVISION OF REVENUE AND ENTERTAISE SERVICES - RECORDS MANAGEMENT SERVICES



AGENCY # SCHEDULE # PAGE#
RECORDS RETENTION AND DISPOSITION SCHEDULE $820833 002 2 o 2
RECORDS RETAIN IN b
SERIES # Recorp TITLE & DESCRIPTION AGENCY SRC OR CRRC ISPOSITION
Unclaimed Property Claim Forms
0001-0000 | Includes: Claim Form, affidavil, correspondence, screen prints of database and
relsted documentation
0001-0001 | Unclaimed Propesty Claim Forms — Resolved 3 years afler resolulion dyecars Destroy
Unclaimed Property Claim Forms - Unresolved
0001-0002 | With proper documeniation 3 years afier claim filed 4 years Destroy
Unclaimed Property Claim Forms — Unresolved ) : .
0001-0003 | \ithou proper documentation 3 years after claim filed Destroy
Halder Information Files :
0002-0000 | Includes all informalion on property retained by a holder and related reports 3y carﬁ;g:;:::gmy = 4} years Destroy
regarding auclions, sales and appraisal.
6003-0000 Audit Reports and Work papers e 4 years Destroy

Consists of field audits of corporations for property reporied or unreportad.

SRC= S1aTe RECORDS CENTER; CRC = COMMERCIAL RECORDS CENTER

DEPARTMENT OF THE TREASURY ~ DIVISION OF REVENUE AND ENTERPRISE SERVICES - RECORDS MANAGEMENT SERVICES

Fous CR-AA-0004 (10/89 — REV 01/2013)




State of Nefs Jersey

DEPARTMENT OF THE TREASURY
DIVISION OF REVENUE AND

Sl g ENTERPRISE SERVICES

Governor RECORDS MANAGEMENT SERVICES
KIM GUADAGNO P.O. BOX 661 ANDREW P. SIDAMON-ERISTOFF
Lt. Governor TRENTON, NJ 08625-0661 Siate Treasurer

Special Request and Authorization for Records Disposal

TO: State Records Committee:

FROM: Vilirie D. Perry, Records Analyst 1

DATE: May 21, 2015

SUBJECT: Old Bridge Library Special Request and Authorization for Records Disposal

Agency Disaster Narrative:

The Old Bridge Library, 1 Old Bridge Plaza, Old Bridge, New Jersey is requesting a Special Request for
Disposal of Damaged Records. On October 28, 2014, Old Bridge Library discovered a roof water leak
over a file closet of 108 cubic feet of records. The damage may have occurred several months prior to the
discovery. There was severe waler damage (o the records. A restoration company was called in for an
inspeclion of the condition of the records. Rapid Recovery Services, LLC, staled that the files were heavily
water damaged; some with 100% saturation and there was also visible mold growth. The records were
removed from the file closet, put into other containers and placed in a Pod that the Library is renting; until
authorization of the special request is approved-by the Stale Records Commitiee.

There are 12 individual records series listed on the Request and Authorization for records disposal forms.
Of the 12 records series 5 have not met their retention period. The five outstanding records series are:

Records series: Inclusive dates: Retention Peyiod:
Payroll 1/1997 -~ 12/2010 6 yrs
Vouchers and Paid Bills 11994 - 12/2011 6 yrs
Request for Leave /2003 - 12/2010 6 yrs
Audit reports® 11994 -12/2014 3yrs
Bank Statement*® 172001 - 12/2011 6yrs

*File maybe reconstructed

The remaining records series have met their retention period and can be destroyed, upon the
approval of the Committee.

:l'he Library's roof is scheduled to be replaced in 2015.

Agency Contact: Nancy Cohen 732 721-5600 ext. 5014 Director
Maria Nowak 732-721-5600 ext. 5016

New Jersey Is an Equal Opporumity Employer » Printed on Recveled and Reevelable Paper



DEPARTMENT OF THE TREASURY
DIVISION OF REVENUE AND ENTERPRISE SERVICES
RECORDS MANAGEMENT SERVICES
Mailing: PO Box 661, Trenton, NJ 08625
Location: 2300 Stuyvesant Avenue, Treaton, NJ 08618

Damage'd Records Report

Agency Name: OLD BEIP.(.}E l?pBLIC LIBARY
IO Bridze Plaza
Address: Old Bridge, New J ersey 08857

prore: _(739) &1~ 5600
Emeil: mmma&ﬁ@g\dbﬂdcg_\ibna%dg
Contact Person: _ar 12 Nipwo X
Date the damage occurred: bgymoimmonm

Date the damage was discovered: _IQ‘_Q_QI&DJL -

Compiete the following. (Answer ficld will expand to accommodate all answers)

1. Describe circumstances of how the damage occurred.

= (Y 'o\-nmeo!. ChoFek danrtlopud Jog, Lok, mold M_
tric-d.nawa.u and Lo ébragc boXLs. |

2, What salvage attempts were made?

7lorie - Based 67 reconsendaton € tstotaten aun;zmg.

3. _Were any of the records affected by this event salvageable?

0. = Wodten and rield Aamay 400 Seperd.




4, Why are these records unsalvageable?

ProdsS howe Sewen Loexer oxd mold oLamage.

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

Brprd Eeco nery Snviees, LLd

6. Are there other copies of the damagad records in other locations or are there ways to reconstruct the
damaged records (i.c. payroll records could be recovered from your payroll service provider)?

770

7. Are there additional records still mainiained in the building? If yes, how are these records being
protected?

ljw-‘ﬂumwzadéwbms Steed edhet Lhens

8. What measures are beiag taken to prevent future damage to the agency's records?

N\t e u&‘bamgu\,ﬂ.mré A _achtduded 4o by
Jeplaced AL a2015
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RAPID RECOVERY

StRViCcE S LLE

3/31/15
Old Bridge Township
1 Old Bridge Plaza
Old Bridge, NJ 08857
Hello Ms. Cohen,
Re: Library Files
We have inspected the damaged file and have the following remarks;
The files were water damaged with some having 100% saturation.

The files also had visible mold growth on a majority of the files.

It is our opinion that the files can not be salvaged and should be destroyed.

Thank you,
Matthew Batilc

Gy /A

VP of Operations




DEPARTMENT OF THE TREASURY
DIVISION OF REVENUE AND ENTERPRISE SERVICES
RECORDS MANAGEMENT SERVICES

Damaged Records
Disposal Certification

TO: State Records Committee

FROM: _O/d BrRIBEE L/l 4/'52/946:/

DATE: | JZ}___ -Zd_ a/5” |
SUBECT: _NamAGeh KecokdS

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 impratical,

7 A

A/ RECTOL

Signature

Title

T SUBmIt By el ]




Damaged Records Inventory

L
DEPARTMENT OF THE TREASURY

DIVISION OF REVENUE AND ENTERPRISE SERVICES
RECORDS MANAGEMENT SERVICES
Mailing: PO Box 661, Trenton, N 08625
Location: 2300 Stuyvesant Avenuc, Trenton, NJ 08618

0ld Bridge Public Library

AGENCY NAME
RETENTION SCHEDULE AGENCY NUMBER: M1°0000
SCHEDULE NUMBER: °°°
Record
Series Record Series Name il Inclusive Years volume Damage Type lOther coples
Number ° - Time (cubic feet) available?
+/0313-0000 |Payroll & years 1/1987-12/2010 |25 Water/Mold No
vjb 319-0000 |Vouchers and Paid Bills 6 years 1/1994-12/2011 |31 Water/Mold Iﬁ_—|
1/0002-0000 |Bank Statements & years 1/2001-12/2011 |7 Water/Mold D
0416-0000 [Timesheets 1 year 1/2003-12/2010 9 Water/Mold No
0306-0000 |ReceiptskDisbursementMthiy Report I'ETeriodic Rev |1/1994-12/2011 (18 Water/Mold
0503-0002 |[Board Packets Periodic Rev [1/2002-12/2007 |6 "’W—I D
g-':ﬁs-_'ml f:irepondence 3 years 1/2003-12/2007 E} Water/Mold
,f(]409-0001 Reguest for Leave 15 years 1/2003-12/2010 3 Water/Mold No
\/63 00-0002 |Audit Reports 3 years 1/1994-12/2014 |2 Water/Mold Na
0005-0000 |Deposit Slips 6 years 1/1998-12/2007 |2 No ]
0004-0002 |Check Stubs 6 years 1/1998-12/2007 |2 IWaterlMold No
0314-0000 |Quarterly Pension Reports 6 years 1/2006-12/2006 |1 Water/Mold No
[ ]

v HAVE NoT

MET RETENTION PeRuQD




Old Bridge Public Library

1 Old Bridge Plaza
Old Bridge, NJ 08857

732-721-5600 FAX 732-607-4816
mmng www.oldbridgelibrary.org

To: State Records Committee

From: Nancy Cohen, Director Old Bridge Libranﬁ‘//;%4 -

Date: May 21, 2015

RE: Old Bridge Library Damaged Records

Please be advised that Old Bridge Library will have the following record series duplicated from other
sources to serve as the original documents for the remainder of the retention period. By having
duplicate copies of the unexpired documents, we are protecting ourselves from any potential litigation
far noncompliance of the Open Public Records Act [OPRA).

Retention Schedule Agency Number: M100000 Schedule Number: 008
Series Number Record Series Name Ratention Time Year Recreated
0002-0000 Bank Statements 6 years 1/2009 - 12/2011

03C0-0002 Audit Reports 3 years 3/2012 - 12/2014



REQUEST AND AUTHORIZATION
FOR RECORDS DISPOSAL

2, Requaest Date

3. Raqtt%ay {Requesting Agency Signature)

Pigase lype or prinl, This requesl must be submitted prior 1o the
disposition of any public records. State Agencles musl complete
ltems 1. through 14.,and the State Auditor will sign 15. A and 15. B.
County and Municipal Agencles and School Districts must complete
items 1, through 14., and 15.A and 15.8 if fiscal records are listed.

Retumn [he inlact form with all foyr pars to: DISPOSAL REQUESTS, L

Department of the Treasury, Division of Revenue and Enlerprise
Sarvices, Records Management Services, P.O. Box 66+, Trenlon,
N.J, 08625-0661. Questlions, call 609-530-7451, Please Include a
sell-addressad en for expedited service.

Telephone No.

P

1. Requesting Agency Name, Contact Name, Address, a,ld

L1 3¢
%LP(Z?C.?U? beinaey

eupLl
16%}.%0%!& DG

vy

1.A Retention Schadule Numbsr (6-diglt Alphanumeric Number)

m100000 /M equ0cp

4. Request Approved By {Agency Custodtan of Public

5. Commenis

i /'%1 Recerd SIgn_atﬁ
. ¢ hem / j C‘l}:‘-—-——-—-"
6. Archival Review 7. Early Rac{o Disposal (Due to Document Conversion ar Damage) 8. Commants - Document Conversion or Damage
{Signature)
Microflim Digital Image Damaged Records Cerlificate
—Yas_ Na —Yes__ No —Yes _ No

Authorizalion is hereby requesled for the dis
have exceaded their respective relention
December 2006: and am not

perinds

posal of ihe following public records In accordance wilh New Jarsey P 1

vired for a presenl or a fulure audil. NOTE: Hems

and are nol involved in any aclion,

953, ¢. 410 as amended. It is further certified thal the record senes isted herein
such as a pending OPRA request, liligation, or anticipaled litigation as per Ihe Federal Rules of Civil Procedure,
9. 10, and 11. must be complofed as they appear on en approved records retention schedule.

9. Record Serles | 10. Record Saries Title 11. Retention Period 12, Inclusive Dates - Month and Year | 13. Dispose | 14. Volume
Number From (MM/YYYY) | To (MMIYYYY) After {Cubic Feet)
* 03}5‘0000 FQY_RDLL lp\.[eqs-s thQ"{ IQ’.ID}D 25
10319-0000 [Youchers gpnd Paio Bills gears 1994 J&!ao:l 31
1 00020000 | Bank Staternents ears 1]a00! 18] 30| 7
OHIL-b000 SHEETS ) Heav " t]2003 1alacic q
DL-0000 |Keceipls+ );’sbgr§€merr"Honjﬁf%&P&d§ geciac’.ic. keview 1'1994 1ajaot | 18
10503 -D002 [ Koaep firc kETS Feviodic Keview zgaogg 007 A
O5b3-0o0| NDE NCE Suears aoo3 1220077 3
10409-0001 |Request Loy Leave blears 1/a002 t;l.,l;am <1
; 0002 | Auilid ffgpoais BL:IeﬂrS 1)[:99&} _BI'IJD“+ 2
9005 -an00 i Sips S ! 2Japo7 |
[ For Racords Mananemdtlétnss‘:ilces,l'!be Only Lfea = f 125 ? ’ I a0 W
214 _ . 105
15, Audit Verificatlon 16. Department of the Treasury, Division of Revenue and Enterprise 17. Disposition
Paain,\ Services, Records Managemant Services Authorization
15.AJAuditor's Signature 16.A Authorization 16.B Authorization Number
Date —  Shred —__Recycle ___ Transfer to Archives
— Other

58 I::,s/(p/

(21577

16.C Authorizing Signature, Records Management Services

17.A Verification Signature

17.8 Date

WHITE — Records Management Sarvices

YELLOW - Records Management Services Follow up

PINK - Requesting Agency

GOLDENROD ~— Audtior

Farm No. O AA-DEGS jrav. 09-10-2000)



dP:ﬁase type or print. This raquest must be submilled prior I%le the | 1. Requesting Agency Name, Contacl Name, Address, and
spasition of any public records. Stal encies must complete | Telaoh No. 3 .

llarms . through 14.and the Stale Avitor val sign 15. A and 15. B. °0°£p Dmag}, DCE PUBLIC Z-U_‘»'E’HE)’ '
REQUEST AND AUTHORIZATION | Counly and Municipal Agencies and School Disiricls must complele b

items 1, through 14., and 15.A and 15.B If fiscal recards are listed. zg. gﬂ 26‘ @ 2R ) ;
FOR RECORDS DISPOSAL Retum the intact form with aH foyr parts to: DISPOSAL REQUESTS, / f.’..g 0 A F .
Department of the Treasury, Division of Revenue and Enlerprise | 1,4 Refentlon Schedule Numbsr (6-digi Alphanumeric Number)

Services, Records Management Senvices, P.O. Box B61, Trenlon,
N.J. 08625-06861. Questions, call 609-530-7481. Please includs a
sulf-addressed envelope lor expedited service,

2. Raguest Date 3. Request {Requasting Agency Slgnature) 4. Request Approved By {Agency Custodian of Public 5. Comments
Record Signature) - L~
£ Underi= T oo

8. Archival Review 7. Early Records Dls/p,oéal {Due to Document Conversion or Damags) 8. Comments - Document Conversion or Damage
{Signature)
Microfiim Difital.fmage Damaged Records Certificale
—Yes_ No _ _No —Yas___No
Authorization is hereby requesled for the dispodat-of the loliowing public records in accordance with New Jersey P.L. 1953, c. 410 as amended. 1 15 further cerlilied that he record senes lisled herein

have exceeded lheir respective relention periods and are nof nvolved in any acllon, such as a pending OPRA request, litigation, or anficipaled filigation as per the Federal Rules of Civil Procedure,
December 2006; and are not required for a present or a fulure audil. NOTE: Hems 9. 10., and 11. must_boe complelad as they appaar on art approved records refention schedule.

9. Record Serias | 10. Record Serias Title 11. Retention Perlad 12. Inclusive Dates - Month and Year | 13. Dispose | 14, Velume
Number From (MM/YYYY) | To (MM/YYYY) After {Cublc Feet)

0004-0002 ICheek Shubs Lo Uears 11999 [3[3007 14
03140000 @uaﬂler/}l 1eision Lepoefs lo geays __| 1]acop EIEPET /

Ftﬁﬂrr%ds Managemsant Services Use Only 3"“’ ]

(1
" 15. Audit Verification 16. Department of the Treasury, Division of Revanue and Enterprise 17. Disposition
Services, Records Management Services Authorization
Q’iyudltur's Signature 16.A Authorization 16.8 Autharization Numbet
Date —_ Shred __Recycle ___ Transfer to Archives
§:7¢ A - Other
158 Dy 16.C Authorizing Signature, Records Management Services 17.A Veriflcation Signature 17.B Date
L4(15/15
WHITE — Records Management Sarvices YELLOW — Records Managemont Services Foltow up PINK — Requesting Agency GOLDENROD - Auditor

Fotm Ho. CR-AADOOS (v, 09-01.2M2)
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	SRC Agenda May 21 2015 Revised Verfsion
	Uwww.treas.state.nj.usU
	AGENDA
	State Records Committee
	May 21, 2015
	10:00am
	I. Administrative Actions:
	A. Reading of April 16, 2015 minutes
	B. Announcement of Approval of Destruction Authorization:
	1. Routine Request: #85-688 – #86-018
	2. Artemis Request: #519471 - #520247

	C. Records Management:
	Report to the State Records Committee (See Attached)
	D. Image Processing System Amendments / Annual Reviews:

	II. Imaging Certification:
	A. Berlin Township School District – Vilirie Perry
	B. Franklin Township Public School District – Vilirie Perry
	C. Mansfield Township School District – Vilirie Perry
	D. Monmouth County Sherriff’s Office – Marcella Giordano

	III. New Business:
	A. Records Retention Schedules: (See Attached)
	B. Special Request and Authorization for Records Disposal: (See Attached)

	IV. Other Business:  (None)

	SRC Minutes for April 16 2015 (Final)
	Admin Action May 2015
	SRC Package_May 21 2015
	Scanned from NJ Records Storage Center


