APPENDIX 4

RECORDS MANAGEMENT ¢
P. C. (Mac) McLaurin, Jr. and Michael T. Allen

For years, offidds in counties and municipdities have wondered how to deal with the enormous
quantity of local government records cluttering courthouses, city hdls, and storage facilities of every
description.  What should be kept? How long? What could be destroyed? When? What had
higtoricd vaue? What did not? Etc., etc., eic. Very little guidance concerning records management
exiged in state law; and various dtate officids, when asked for suggestions, were able to furnish few.

In 1996, the Legidaiure established the Government Records Office within the Department of
Archives and Higtory.'** In addition to any powers and duties dready prescribed by law or assigned
to the office by the director of the Department of Archives and Higtory, the office was to have the
following powers and duties:

(& Provide and/or coordinate education and training for counties and municipalities on
records management issues.

(b) Edablish records manegement standards to guide counties and municipdities, such
standards to include, but not be limited to, guiddines for microfilm production and
storage, eectronic records security and migration, records preservetion, imagng and
records storage.

(c) Prepare records control schedules for adoption or amendment by the Local Government
Records Committee established in Section 25-60-1. In the preparation of such schedules
and amendments thereto, the office shdl seek input from interested citizens and
organizations.

1048The information found in this appendix is taken from 8§ 25-60-1, 25-60-3, 25-60-5, and 39-5-
9 of the Code. It isimportant to note that these sections of state law are subject to automatic reped
effective July 1, 2006. In addition, the local government records management regulations are
applicableonly to participating counties— any county having been allowedtoexempt itself fromthe
requirements by resolution spread upon the minutes of the board of supervisors.

1049Code, § 39-5-9.

Authors Note: Much of the materid presented here was compiled from information obtained at
the Missssppi Department of Archives and History’ s web ste (www.mdah.statems.us).
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(d) Edablish standards for records storage areas of loca governmentd bodies, such
standards to include, but not be limited to, guiddines for the sdection of an off-dte
storage facility for records of enduring and/or archival vaue.!*°

In addition, the Legidature in 1996 created a Local Government Records Committee composed of
certain dtate officias or their designees, representatives of mgjor associations of loca government
offidds appointed by the heads of the associations, and a resident of the State appointed by the
governor. This committee is chaired by the director of the Department of Archives and History.*%*

It is the duty of the Local Government Records Committee to review, approve, disapprove, amend,
or modify records control schedules submitted by municipdities, municipa courts, and participating
counties for the digposition of records based upon administretive, legd, fiscd, or higtoric vaue.*°°2

Municipdities and participating counties must cooperate with the Loca Government Records
Committee. In addition, each municipdity and participating county mus establish and maintain an
active and continuing program for the management of its records and shal submit to the committee
recommended retention schedules for records in its custody. %>

Counties and municipdities were authorized to establish, through agreements executed under the
Interlocal Cooperation Act of 1974, regiond record centers for the storage, preservation, and use
of permanently vauable county and municipa records and of inective county and municipd records
required to the retained for a prescribed period of time but which are not needed to be kept in the
creating office. Any such regiond record center established had to be certified by the Department
of Archives and Higtory or administered by the department pursuant to a contract between the
department and the loca government or governments which established the center.*%>*

Findly, a document filing fee of $1.00 for each document filed as a public record is to be collected
and qlit equdly between the state and the locd unit of government. The Department of Archives
and Higory is to expend the state’'s share of the document filing fee to support the Loca
Government Records Office described above. The loca unit of government is to expend its share
of the document filing fee to support proper management of its officid records in accordance with
the records management standards established by the Department of Archives and History.*%>

1050 pid.
1%1Code, § 25-60-1.
10%2| hid,
1053 pid.
10%4Code, § 25-60-3.
1955Code, § 25-60-5.
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The Loca Government Records Office issues records control standards or schedules in accordance
with 8 39-5-9 of the Code. All issued schedules have been individualy approved by the Locdl
Government Records Committee; however, they may be revised and new ones issued as deemed
appropriate by the Loca Government Records Office.

Local government officas should note that the retention period listed is the minimum time required
to retain the records. The Department is careful to point out that “there may be conditions or factors
in a loca government that require retention of a particular record series for a longer period than is
required by the generd records schedule, and, in such cases, the loca governments are urged to
continue retention of the records series as needed.” However, while loca governments may retain
the record series longer than required, no exception is dlowed to destroy a records series sooner than
the scheduled retention period.'%%

The Depatment aso cautions loca government officids that “records involved in investigations,
audits, or litigaion mugst be mantained until the settlement of the case and subsequent appeals
regardless of disposition ingructions found in a records retention schedue.” Furthermore, “no local
government records dating prior to 1920 shal be destroyed without specia schedule directions
issued by the Committee” The Locd Government Records Committee has authority to modify this
date “according to the historical vaue of a particular record series by placing a specia statement in
the retention period of such series with an approved records control schedule.” Finaly, “destruction
of records dating prior to 1940, but after 1919, may be undertaken only with the written approval
of the Director of the Department of Archives and History.”*%>’

After the minimum retention period has passed, locad government officids are authorized to dispose
of the records if there are no “extenuding circumstances.” Dispodition is to be done “in a manner
consggtent with the nature of the records (e.g. records containing confidential information should be
disposed in a manner that will insure confidentidity).” The Depatment suggests that after a
particular record retention period has expired, a loca government may choose to transfer such
records “to a public library or a locd higtorica organization as an dternaive to destruction.”
However, before conducting such a transfer, the local government get approva from the Loca
Government Records Office.’%%®

According to state law, “records may not be destroyed except in accordance with an approved
retention schedule” Records not listed in a schedule are therefore “not digible for disposa until

1%%Mississippi Department of Archives and History. “State of Missssppi Loca Government
Genera Records Control Schedules.” [Online December 2, 1999.] Avalable http://www.mdah.state.
ms.us/locgov/ingt.html, 1999.

1957 pid.
10%8] hid.
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an appropriate records retention schedule has been approved by the Loca Government Records
Committee."1%%°

For a complete liging of the records retention schedules approved by the Missssppi Loca
Government Records Committee, see the Mississppi Department of Archives and History web sSte
located a www.mdah.statems.us. Remember that the retention schedules listed for county offices
are gpplicable only to counties participating in the local government records management program.

The Loca Government Records Office is located in the Capers Building at 100 South State Street
(unction of State and Capitol Streets) in Jackson, Missssppi. For more information, cal (601)
359-6894 or e-mail localgov@mdah.state.ms.us.

19591 bid.
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