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DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

| Public Health & Environment Exgoutive Director’s Office

SECTION

. Sustainability Program

ARCHIVES NO.

08-33

| PERMARENT

NON-PERMANENT

RETENTION PERIOD

SPECIAL INSTRUCTHONS

ADMINISTRATION

Financial Reports ~ COFRS related
documents such as monthly, quarterly
and vearly financial reports;
pavroll/personnel reports, and billing
reports.

Kronos — emplovee time and
attendance reporting system

Personnel ~ Policies, awards.
recognition programs, executive
orders, medical monitoring and
training.

Information related to administration of
the program including correspondence,
management, organization, meetings,
workgroups, internal work plans and
reports.

Audits, reports and strategic pians.

General correspondence ~ Includes
public notices and media clippings.

i request approval of ¢
factors Hsted in the St

> above records diaposiiie

Retain for 3 vears and then
destroy,

Retain unttl admintstrative
need ends and then destrov,

Transfer to CDPHE Human
Resources after separation or
retirement.

Retain for 10 vears and then
destroy.
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Pveasafter document

¢
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Destroy
date.

b L}fias
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)f\’o record shall be destroved that
pertains to any pending legai case,
claim, acrion or mudir,

. Retention perods have been est
pement Poiicies and Procedures Manual, T hereby certify that Tam authorized 1o a1 for the |
matters pertaining to disposal of records. 1 also centify that T will comply with all conditions listed in the Records Management Policies and Procedures
Manual.

ablished by this agency g

etif evaluation of all of the
ead of this agency in

g}

/

SABJI{REV 17

[ e (S
efaelor (i B

] L S~ S
State Archjfist’s Sig Prate §§;.;@4H=e}§}1_mism Officeris Sipnature Date
o ) 3 -
i [y i irr e e
///;/07%77 Eitan ¢ j0-05-2067
S RS e
Anerdey Gederald? Signature Phawe State :-Ki;déwr’::;% Date

Page 101 7

! f”
“Lyler.

T

B e T



DEPARTMENT OF PERSONNEL & ADMINISTRATION r -
STATE ARCHIVES AND PUBLIC RECORDS D ARCHIVES NO.
RECORDS DISPOSITION SCHEDULE L 08-3% i
 DEPARTMENT DIVISION CSECTION
| PERMANENT =
Public Health & Environment Executive Director’s Office Sustainability Program o
= | NON-PERMANENT i
ITEM NO. DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
TA Policy and Guidelines — Finalized Permanent unless superseded
versions of any policy or guidance and then destroy.
officially adopted by the pragram
supporting technical information,
program decisions or refated
information.
8A Decision Documents or Records of Permanent unfess superseded
Decisions ~ Official documents, and then destrov,
reports ar correspondence documenting
: the background information on the
issue and program options
9A AGO Correspondence — Information Permanent
that contains attoraey-client
correspondence that is not specific to
an opinion and not public record
information. and is not specific to
another public record file.
Permanent
10A AGO Opinions — Contains the actual
legal opinion of the assigned attorney .
general representative and a copy of
the correspondence requesting the
opinion, if any.
A 1 | egistative Documents.- Includes

factors Hsted i the State Records

decision item documents, fiscal notes,
legislative requests and other related
legislative reports

Permanent, Destray all draft
versions after final versions are
avaiiable,

No record shall be destroved that
pertaing o any perding legal
case, claim, qotion or audil,

[ request dpprm wal of the above records disposition schedule. Retention periods have been establishe
Muanagement Policies and Procedures Manual,

e by this ageney after carefud evaivation of all of the
I hereby certily that T am authorized 1o act for the head of this agency in
matiers pertaining to dispoesal of records, | also certify that will comply with all conditions Hsted in the Records Management Policies and Pracedures
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Director’s Office

DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

L SECTION

Sustainability Program

PERMANENT

CJ

NON-PERMANENT

&

PEEM N

DESCRIPTION

RETENTION PERIOD

SPECIAL INSTRUCTIONS

12A

13A

14A

Transaction Documents —~
Intergovernmental transactions, grant
masters, contractwal vendor invoices.
time and effort reports, purchase
orders, scopes of work and other
miscellanecus financial documents,

Grant Programs —~ Information
pertaintng to cash grants and funding
sources and federal grants including
application, award contracts, financial
statements, Cost reports.
correspondence and work plans.

Contracls — Information pertaining to
pre-solicitation documents, purchase
requests, acquisition planning
wformation, authorization to contract,
contract justification documentation,
solicitation document,
bids/offers/quotations and attachments,
contract documents, contract

amendments, contractor perf@rmance and

contract close-out documentation, and
other refated correspondence.

Other — Other documents or materials
that do not fit into the other categories
such as work plans, technical reports
and investigative reports or other
related materials.

Retain for 3 vears and then

destroy.

Retain for 5 vears after final
submission of the Financial
Status Report.

Retam for 5 vears after contract
expires or final payment and
then destroy,

Destroy after 5 years or if the
administrative need ends,
destroy within one year,

lzs.,kd in i% ¢ State ii‘,mrd:
pertaining to disposal of records.

pERtATaIS]

[ also certify th

Eczs%-@ggwfm it Policics and Procedures Manual,
at bwith comply

Must obiain approved from EPA
hefore destroyving records related ro
EPA gramts.

Must obtainr approval from EPA
before destroving records related
to EPA contracts.

No record shall be destroved thar
eriaing (o any pending legal case,
wericing o any pending legal
Cf!(H‘Hf, ciction or CIZ!(-f!-f.

Fhereby cortify timar [ am authoris

with ali conditions listed m the Records Manag

1t act for the hcsifi of this aganoy in matters
meit Policies and Procedures Manual,
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DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES NO

08-33

T BIVISION

Puhlic Health & Environment | Executive Director’s Office

SECTION

Sustainability Program

BESCRIPTION

RETENTHON PERIOD

SPECTAL INSTRUCTIONS

17A

18A

194

Information Technology —
Records related 1o databases.

I budget and related information.

Software application, computer
hardware and manuals, equipment
inventories and other related
computer software information.

Equipment Management —
information refated to audio-visual
equipment including cameras,
telephones, tape recorders,
projectors and other miscellaneous
equipment.

Local Health Department

pondence and agreements
with specific local health
departments.

refated to groups such as Peaks to
Prairies, P2ZRx. CEP including
reports.

Permanent

Retain for 5 vears and then destroy,

Retain until updated, disposed of,
or superseded and then destroy.

Retain for 1 year after disposal of
equipment and then destroy.,

Retain for 5 vears and then destroy.

Retain for 5 years and then destroy.

No record shall be destroved thar
pertains to any pending legal case,
claim, action or audit.

Manual.

1 request approval of the above records disposition schedule.
factors fisted in the State Records Mansgement Policies and Procedares Manual, | hereby certify that | am acthor
matiers pertaining to disposal of records. 1 also certify that Twill comply with all conditions listed in the Records Management Policies and Procedures

Retention periods have been established by this ageney after careful evaluation of all of the

ed o act for the head of this sgency in
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ITEM
NO.

DESCRIPTION

- i
DEPARTMENT OF PERSONNEL & ADMINISTRATION ARCHIVES NO. i
STATE ARCHIVES AND PUBLIC RECORDS 08‘33 :
RECORDS DISPOSITION SCHEDULE i
DIVISION SECTION ) - o
PERMANENT i
Public Health & Dnvironment Executive Directors Office Sustainabitity Program o o
¥ g NON-PERMANENT Y

RETENTION PERIGD

SPECIAL INSTRUCTIONS

1CA

2CA

3CA

4CA

COMPLIANCE ASSISTANCE

Reference Material — external
documents, baoks, brochures,
suidance materials, and other
information related to sustainability
activities, technologies or efforts.

Policy Material — Internal

! documents clarifving a course of

action or method siaff will use to
cany cut department objectives.

Training Material — speaker notes,
shdes. user guides and handouts for
tramning and other refated training
materials used by program statf.

General Technical Material -
Product information, technical data
and descriptions of topics refated to
sustainability or animal feeding
operations.

Retain until admnistrative
need ends or material is
outdated after 5 years and
then destroy.

Retain until administeative
need ends and then destroy.

Retain untif administrative
need ends or material is
outdated after § vears and
then destroy,

Retain for 5 years and then
destroy.

No record shall be destroyed that
periains o any pending legal case,
claim, action or audit.

g

Manual

matters pertaming to dispesal of records. 1 also certify that Fwill comply with ol conditions listed

afier carefol evaluation of all of the

hat | am authorized to act for the head of this agency in
ur the Records Management Policies and Procedures
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DEPARTMENT OF PERSONNEL & ADMINISTRATION ARCHIVES KO
STATE ARCHIVES AND PUBLIC RECORDS O8-3 3
RECORDS DISPOSITION SCHEDULE

DEPARTMENT DIVISION "USECTION
3 PERMANERN Z
Public Health & Lnvironment Executive Director’s Office Sustainabiiiny Program
= MON-PERY %
FFead NO. DESCRIPTION RETENTHON PERIOD SPECE
REGULATIO!
IR Regulations created by the Permanent
program inctuding final draft of
rides, commission related
documentation, Secretary of State
filings and similar documentation,
IR Draft versions of regulations and | Retain until rulemaking is final and
related ruiemaking materials. then destroy.
IR Stakeholder meetings related to Permanent
rulemakings including minutes,
stgn-in sheets, work sessions, and
comments received.
iR EPA correspondence related to Retain for 3 years from document
; rulemaking activities. date.
5R Adir. water and waste commissions | Retain for 5 vears from document
or Board of Health date.
correspondence.
6R Regulatory Interpretation Permanent
No record shall be destroved that
pertains to anv pending legal
case, claim, action or audil,

! request &ppm‘.di of the above records disposition schedule. Retention p\.nu{;\ have been established by this agency after careful evaluation of all of the
factors Histed i the State Records Management Policies and Procedures Manual, | hereby cortify that | am authorized to act for the head of this agency in
dters pertaining to disposal of records. 1 also certify that | will comply with alf conditions listed in the Records Management Policies and Procedures
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DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

PO

ARCHIVES NO.

| O8B-33

TDEPARTMENT

Public Health & Environnent

VISION

Executive Director's Otfice

SECTION

Sugtainability Program

PERMANENT

&0

RON-PERMANENT

ITER NG

DESCRIPTION

RETENTION PERIOD

SPECIAL INSTRUCTIONS

2CM

ISR

factors lsted)

Muanual.

1 ?mz;ut a;“pzm wlof
nthe
matters pertaining 1o disposal of records. 1 also certify

CONFIDENTIAL MATERIAL
Complaints ~ Information relaied
to anmmal feeding operations that
would potentiaily compromise the
complainant’s identity including
the original complaint log, letter or
similar material.

_____ - Attorney-chient
correspondence related to any
fitigatiorn,

Litigation -

SARA REPORTING
PROGRAMS (TRUTIER IT)
SARAEPCR. "\) documents,
including Tier H Chemical Inventory
ared Toxic Release Inventory (TR
and other refated documents,

Destroy 13 vears from document
date or when superseded or no
longer applicable.

Retain for 3 vears afer file
closed and then destroy.

Retain for three vears (current
vear plas the next two most
recent vears) and then destroy,

i

Neo record shall be destroved tha
periains o uny pending legal case,
claim, action oF audit.

¢ above records meé)\it on schedule.

2

State Records Management Policies and Procedures Manual.
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