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GENERAL RECORDS RETENTION SCHEDULE FOR THE
LAC QUI PARLE SOIL AND WATER CONSERVATION DISTRICT

Purpose of the General Records Retention Schedule

The purpose of a records retention schedule is to provide a plan for managing governmental records by
giving continuing authority to dispose of records under Minnesota Statutes section 138.17.

The Lac qui Parle Soil and Water Conservation District (SWCD), hereinafter called “District”, General
Record Retention Schedule establishes minimum retention periods for District records based on its
administrative, fiscal, legal and historical value. It lists records series common to SWCD's and identifies
how long to retain them.

This schedule was developed by the Lac qui Parle SWCD administrative staff, based upon a schedule
developed by Carver County. Information was gathered and used from the General Records Retention
Schedule for Counties (November 1985); the League of Minnesota Cities Record Retention Schedule
(March 2003); Minnesota Department of Administration Information Policy Analysis Division (IPAD)
Preserving and Disposing of Government Records (July 2000); and the Minnesota State Archives

Department’s website (http://www.mnhs.oro/preserve/records/index.html).

The District did not previously have a record retention schedule, and therefore notified the State Archives
Department of the Minnesota Historical Society about adopting the schedule that was developed.

Using the General Schedule

1. Compare the records in the District office with the records listed on the schedule. Retention periods
listed on the schedule represent the minimum length of time that you must retain District records.
Once that retention period has been reached, you may destroy the records as indicated on the
schedule. If you need to retain some records series longer than the listed retention, the District
should establish a policy for those records.

2. Records identified on the schedule as archival may be transferred to a local/county historical society
or other appropriate repository with the specific, written permission of the state Records Disposal
Panel. Contact the State Archives Department at 651-297-4502 for guidelines. For further
information, see the State Archives Department's web site at

http://iwww.mnhs.om/preserve/records/index.html.

3. The retention stated on the schedule applies to any form of the record (paper, computer tape or disk,
microfilm, optical disk, electronic media, etc.). However, if you decide to change the form of a record
(for instance, you microfilm a paper copy) you may not be authorized to dispose of the original record.
If you are considering changing the form of a record, contact the Minnesota Historical Society, State
Archives Department, 651-297-4502.

4. Data Practices Classifications are effective as of the printing of this Retention Schedule. Because
data practices issues change regularly, classifications may have changed. For current information on
data practices, consult Minnesota State Statutes, Chapter 13, or call the State of Minnesota,
Department of Administration, information Policy Analysis Division at 651-296-6733.

Destruction Reporting

After you destroy records according to the general schedule, maintain a list of destroyed items.



Records NOT on the General Schedule

Records not listed on this schedule cannot be destroyed without submitting either an “Application for
Authority to Dispose of Records” (PR-1) or a “Minnesota Records Retention Schedule” (RM-00058).

The PR-1 form is used to request one-time authority to dispose of records. A reproducible copy of the
PR-1 form is enclosed. Since an approved PR-1 gives you authority to dispose of only those records
listed on the form, it is recommended that the District use the PR-1 only for obsolete records (records no
longer being created).

For an ongoing authority to dispose of records not listed on the general schedule, complete a “Minnesota
Records Retention Schedule.” This form can be obtained from the State Archives Department of the
Minnesota Historical Society, 651-297-4502

Duplicate Records

This retention schedule concerns itself with only the District's official record copy and the retention
periods assigned reflect that. It is the District's responsibility to identify the official record copy and to
identify when to destroy any other copies of identical records, after they have lost their legal, fiscal,
historical and administrative value. Duplicate copies should not be retained as long as the official record.
Normally, the retention period on duplicate records will not exceed two years.

Records Reproduced on Optical Image Storage System

(Minnesota Statutes 138.17, Subdivision 10)

Subd. 10. Optical image storage. (a) Any government record, including a record with
archival value, may be transferred to and stored on a nonerasable optical imaging system and
retained only in that format, if the requirements of this section are met.

(b) All documents preserved on nonerasable optical imaging systems must meet standards for
permanent records specified in section 15.17, subdivision 1, and must be kept available for
retrieval so long as any law requires. Standards under section 15.17, subdivision 1, may not be
inconsistent with efficient use of optical imaging systems.

(c) A government entity storing a record on an optical imaging system shall create and store a
backup copy of the record at a site other than the site where the original is kept. The government
entity shall retain the backup copy and operable retrieval equipment so long as any law requires
the original to be retained. The backup copy required by this paragraph must be preserved either
(1) on a nonerasable optical imaging system; or (2) by another reproduction method approved by
the records disposition panel.

(d) All contracts for the purchase of optical imaging systems used pursuant to this chapter shall
contain terms that insure continued retrievability of the optically stored images and conform to
any guidelines that may be established by the office of technology of the department of
administration for perpetuation of access to stored data.

For further information regarding imaging systems, refer to the guidelines issued by the Minnesota
Historical Society “Reproduction of Government Records Using Imaging Systems” available on the
Minnesota Historical Society's website: http://www.mnhs.or/preserve/records/imaging.html.




Category Definitions for the General Schedule:

Record Series Description: A record series is a group of records clustered together because they all
relate to the same topic and have the same retention period.

Retention Period/Statute: The retention cited is the minimum amount of the time a record must be kept.
All numbers will be stated if the record is retained for years (yrs.), months (mos.) or days. The stated
retention does not include the year the record originates. For example if Record A is filed by calendar
year it has a retention of 3 years, the disposal date for 2000 records is January, 2004. Statutes fisted
here cite specific retention periods for the records series.

Archive: If a Y or “yes” appears in this column, these records have historical value and must be
permanently retained by the District. If the District wishes to otherwise dispose of the records, the District
should contact the State Archives Department of the Minnesota Historical Society at 651-297-4502 for
guidelines and assistance. These records may be eligible to transfer to a county or local historical
society, or other repository, and the State Archives can assist in this process. For further information see

the State Archives Department's website at http://www.mnhs.omg/preserve/records/findex.html.

Data Practices Classification: This phrase refers to records classified by the Minnesota Government
Data Practices Act or other state or federal laws. The classification system includes: public, private,
confidential, and nonpublic. More than one classification may apply.

Data Practices Statute: This phrase refers to the statute or law which cites the data practices
classification of the record series.

Questions about Archival Records: Questions about Data Practices:
Minnesota Historical Society Department of Administration

State Archives Department Information Policy Analysis Division
Minnesota History Center 305A Centennial Office Building
345 Kellogg Boulevard West 658 Cedar Street

St. Paul, MN 55102-1906 St. Paul, MN 55155

Voice: 651-297-4502 Voice: 1-800-657-3721

Fax: 651-296-9961 Fax 651-205-4219

Email: info.Ipad@state.mn.us
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