DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
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RETENTION PERIOD

SPECTAL INSTRUCTIONS

DEPARTMENT DIVISION
Colorado Dept. of Public Water Quahty Control
Health and Enviromment Division
ITEM DESCRIPTION
RO
I Facthity classification files
A, Classification
B, Operator in Responsible Charge
{ORCY forms
O Compliance schedules
I3 Formal Comphiance and
enforeerment files
x 2. Drsciphmary files:
: AL Drsciplinary files that do not go to
the Water and Wasiewater Facihty
Operators Cernfication Board.
B Background files on cases that go to
formal disciphinary action.
3 Pohicies and procedures manuals
4. Correspondence
3. Databases

I “Lqmsi:

Manual,

prm al of the above records di SpFOSHION schedule. Retention periads h
factors listed in the State Records M anpagement Policies and Procedures Manual.
rutters pertaining o dizposat of records.

Record copy: Permanent
Dupiicates: Retain until no longer needed
then destroy.

Record copy: Retain 5 years then destrov.
Duplicates: Retain until no longer necded
then destrov.

Record copy: Permanent
Dugplicates: Retain until no longer needed
then destroy,

Record copy: Permanent
Duplicates: Retain until no longer needed
then destroy.

Final version of database will be retained
permanently prior o software migration.
Duplicates: Retain until no lumer needed
then destroy

Note: The Facility Operators
Prograrn and the Water and
Wastewater Facility Operators
Certification Board Program are
separate progranss and have
separate retenfion schedules.

No records shall be desiroved so
fong as they pertain o any pending
fegal case, claim, action or audir
rofs will be evaluated when
a destruction date arvives fo
determine whether they still have
2 or

administrative, aperating, le;
feistorical value that may warrant
retaining them longer, This
evirluetion will be completed
annuaily.

ve been established by this agency after careful evaluation of all of the
E reraby certify that | am authorized o act for the head of this agency i
Ialso certify that Twitl comply wizh all conditions Hsted in the Records Management Policies and Procedures
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