DEPARTMENT OF PERSONNEL &

ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

A
N

RCHIVES |
0. 07-49 |

| DEPARTMENT DIVISION SECTION
| Colorado Dept. of Public Water Quality Control Felecommunications FPERMANENT Ll
Health and Environment Division NON-PERMANENT =
TEM DESCRIPTION RETENTION PERIOD SPECIAL
NO. B INSTRUCTIONS
i Mail Contro! Records Record copy: Retain by agency for 2
Records of receipt and routine of mcoming and outgoing mail | vears and then destroy.
and items handled by private delivery companies such as Duplicate copies: Retain by agency for &
United Parcef Service, including statistical reports of postage | months and then destrov.
used on outgoing mail and fees paid for private deliveries
{spectal delivery, foreign, registered. certified, and parcel
post),
Record copy: Retain by agency for 2
2. Messenger Service Records vears and then destroy.
Daily logs, assignment records and instructions, dispatch Duphcate copies: Retain by agency for 2
records, delivery receipts, route schedules, and related months and then destroy.
records.
Record copy: Retain by agency for | vear
3 State Mail and Delivery Service Receipts and then destroy.
Records of receipts for mail and packages received through Duplicate copies: Retain by agency for 6
the state matl system. months and then destroy.
Record copy: Originals go to
4. Telecommunications Service Work Orders Telecommunications.
Reference copies of vouchers, bills, and invoices, relating to | Duplicate copies: Retain by agency for |
the installation, change, removal, and servicing of year and then destroy.
equipment.
5. Telecommunications Service Agreements Record copy: Originals go 1o

Copices of agreements with background data and other
records relating to agreemenis for telecommunications
services.

Telecommunications.

Duptlicate copics: Retain by agency for 2
years affer expiration or cancellation of
agreement and then destroy.

No record shall be
desiroyed that pertaing to
any pending legal cause,
claim, action, or audir,

request approval of the ahove records disposition schedul
evaluation of all of the factors
authorized to act for the head of this agency in matters pertaining to disposat of records. 1 af
listed in the Records Management Policies and Procedures Manual.

fisted in the State Records Management Policies and Procedures Manual, | hereby ¢
s0 certify that | will comply with all conditions

e. Retention pericds have been established by this agency after careful

erlify that | am
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6. Telecommunications Service Records Record copy: Originals go o
Telecommunicatiens general fifes including plans, Telecommunications.
reports, and other records pertaining to equipment Duplicate copies: Retain until no longer
reguests, telephone service, and other simitar services. needed then destrov,

7. Telecommunications Statistical Reports Record copy: Originals go 1o
Statistical information gathered from a Telecommunications.
teleconimunication program to document cost and Buplicate copies: Retain by agency for |
votume, Information includes repair orders, bilings, vear and then destroy.
new equipment purchases, and accounting information,

8. Telephone Message Registers Record copy: Retain for 6 months and then
Message registers, logs, performance reports, daily foad | destroy.
reports, and related or similar records. Duplicate copies: Retain for 2 months and

then destroy.
9. Telephone Messages Record copy: Retain for 2 months and then

Written incoming and outgoing telephone messages,

destroy.
Duplicate copies: Retain for 1 month and
then destroy.

f request approval of the above records disposition schedule. Retention periods have been established by this agency after careful
evaluation of alf of the factors listed in the State Records Management Policies and Procedures Manual. | hereby certify that i am
authorized to act for the head of this agency in matters pertaining to disposal of records. | a
listed in the Records Management Policies and Procedures Manual,

so certify that | will comply with all conditions
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