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l. I ntroduction

What isRIMS

The Records Information Management System (RIMS) is acomplete listing of all active
retention schedules approved since 1975. The system contains the full text of these
schedules as well as the approval information. The database also contains alist of the
current General Schedules.

RIMS s also a system for submitting and approving retention schedules. This electronic
process supersedes the filing of the Records Retention Schedule (ADM-3500). - RIMS
allows editing of regjected schedules and streamlines revisions to previous schedules by
automatically importing the information from the outdated schedule. The system aso
allows the schedules to be approved electronically, reducing the approval time required.

RIMS s also an excellent reference tool. All active retention schedules on file with the
state are included in the database. Agencies can use thisto search for retention periods of
similar or related records and the general public mayuse the system to locate find
information. needed.

History of RIMS

Thefirst stage in development of RIM S began in 1988 with the creation of the
Scheduling Index. Thiswas a database that contained a summary of active schedules for
each agency. It waslimited in that it could only contain the basic information of the
schedule such as the title, summary of retention period and approval date. The
information was printed and provided to the agencies. The normal process of processing
retention schedules continued.

It was decided later that a new system should be developed that would allow the
retention schedules to be approved online and include the text of the description and the
retention period. Development began on OLIMPAS (On-Line Information Management
Program Administrative Support). This system could only accept alimited number of
characters for both the retention period and series description. The information from the
Scheduling Index was uploaded into the system. Before the system could be fully
implemented, funding was cut and the programming was never completed.The
information was updated
until 1994.

In 1994, a second Scheduling Index was created that included full text of the description
and retention period. The information was downloaded from OLIMPAS and
incorporated into the database. The process of approving retention schedules continued
using amultipart form that had to be reviewed and signed.

The Ohio Historical Society received agrant afew years later to develop a system for the
public to locate documents. The result was the Government Information Locator System
(GILS). The State Archivist incorporated the retention schedule index and added an on-



line submission and approval process. Unfortunately, the funding for this program also
ran out in 2000.

Information Management then developed the RIMS program. All information from the
previous systems was incorporated and compared to the hard copy retention schedules to
ensure that the information was correct. Any schedules that were still active from the
original scheduling index had the text of the description and retention period added.

L evels of Access

General Public — Thisisthe lowest level offered and does not require a username or
password. Access at thislevel islimited to searching and viewing active retention
schedules, general schedulesand alist of their divisions and sections.

Records Viewer — Access at this level requires a username and password. The options
available at thislevel are similar to the general public level. However, though the search
function is more comprehensive. This level searches active retention schedules available
to the public and also searches those that are in-process, obsolete and rejected.. This
level alows personnel to review, but not modify schedules before they are approved.

Records Coordinator — Retention schedules can be created at this level. Destructs can also
be submitted. The search functions are the same as the previous level.

Records Officer — Thisis the highest level that agencies are allowed. The functions are
the same as the records coordinator except that any schedules created at thislevel go
directly to the State Records Administration for approval. A records officer may also
reject or delete schedules submitted by the agency records coordinators. This level
mayal so designate a schedule as being obsolete and modify the divisions/sections
assigned to the agency.

State Archivist and State Auditor These levels are strictly for review and approval of
pending retention schedules.

State Records Administration — Thislevel asoisfor review and approval of pending
retention schedules, but it also has the ability to make schedules obsol ete.

System Administrator - Thislevel isfor maintaining and correcting problems within the
system and assigning passwords.

Obtaining a Password

Obtaining access above the general public level requires a username and password. The
request for a password should come from the head of the agency or the designated
records officer. The request should list the name of the person(s) needing access, the level
desired, their email address, and phone number. The agency may also designate specific
division/sections for each user. Once auser is assigned to a specific division/section,that
isthe only areain which schedules and destructs may be submitted. If no division or
section is specified, a user will be able to submit schedules for the entire agency. If any
username or password is preferred, it should be indicated.
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When a person assigned a password terminates employment with the agency or is
transferred and no longer requires a password, notification should be sent to the RIMS
System Administrator so that the username and password can be deactivated.

L ogin Procedure

The login screen can be accessed from the State of Ohio Web page (www.state.oh.us).
Click on the “ State Employee” option to select Handbooks, Guides and Directories. The
following screen will appear.

for Contractors/Vendors for Government Entities for State Employees for the Public

Records Management

Ohio Government Records Database

Search the Ohio Government Records Database for agency retention schedules. This database has heen
corwerted fror previous DAS records retention databases. Some of the data may be incomplete. YWe are
working to compare the database with the original paper schedules and repair any discrepancies

Public enter here for General Schedules or Search.

Login: I
Password: I
Laogin |

Records Management Resources for State Agencies

Records are a crucial component of the governing process. They contain information that supports
functions affecting every person in government or within its jurisdiction. Like other important state
government resources, records and the information they contain need to be managed well to ensure
accountability, eficiency, economy, and overall good government

To help meet these challenges, the Department of Adminstrative Senices, the Ohio Historical Society's
State Archives Department and the Ohio Electronic Records Committee are developing services to
pramote the creation of sound records management programs as well as to enhance existing programs.

Staff from the Ohio Historical Society State Archives Division and the Department of Administrative
Serices are available to consult with state agencies on all aspects of records managerment and archival
issues, including:

Records Managerment Program Planning and Evaluation
Files and Recordkeeping System Design and Management
Appraising Archival Records

Electronic Recards Management and Recordkeeping
Imaging and Micrographics

Storage and Preservation

Please contact the Assistant State Archivist at 614-297-2581 ar the State Records Administrator at B14-
466-3064 for more information or to schedule an appointment.

General Services | Deputy Director | State Architect
Employee Relations | Real Estate /Facilities Management | Business Dffice
Coop Purchasing | State Purchasing | Mail /Motor Pool
State Printing | Energy Services

Site Map | Search | DAS Home | State Home
This page upd=ted today

To log on as amember of the general public, select the blue line that says, “Public enter
here for General Schedules or search.” Otherwise, enter the user name and password that
has been assigned and the appropriate menu will appear.



If aloginisinactive for more than 15 minutes, the system will log it out and the
username and password must be re-entered to continue.

Different levels of access will get different menus. Members of the general public or a
records viewer will get the basic menu.
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for Contractors/¥Yendors for Government Entities for State Employees for the Public

State of Ohio Records Management

Welcome!

Please make a selection from below.

Schedule Search
e General Agency,fD_iwson,f
Section List
Login
Help

A records coordinator menu adds the ability to create schedules and submit destructs.

OhidAS
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for Gontractors/vVendors for Government Entities for 8tate Employees for the Public

State of Ohio Records Management

Welcome A Coordinator!

Please make a selection from below.

Schedule Disposal
o flew Search
o Agency Specific
o General Laency/Divison/
« Pending Section List
s General
Lagin
Help

Finally, the records officer menu adds the ability to make schedules obsolete and to
add/edit the division and section information.



for Contractors/Vendors for Government Entities for State Employees

State of Ohio Records Management

Welcome A Officer!

Please make a selection from below.

Schedule Disposal
o Mew Search
o Agency Specific
o General Agency/Division
e Pending fSection Mew
« Obsolete
e General Laency/Division

JSection Edit/Delete

Agency,/Divison,
Section List

Login
Help




. Conducting Searches of Schedule Information

The Search Screen

One of two search screens will be displayed depending on the level of access. The
general public will see a screen that only allows searches of active retention schedules.

ik 80 B,

for Contractors/vendors

OhidAS

for the Public

for State Employees

for Government Entities

Search

Return to Welcome
Schedule

+ General
Search

Agency/Divison/
Section List

Login
Help

Site Map
Search

Please select search for Active Schedule or General Schedule.

Search |

C Schedule € General Schedule

Authorization Series Number: I

Agency: Division: Section:

|N0 Agency 7] |N0 Division jl Mo Section =l

Keyword Search: | On © Title or O Description

Users with a username and password will see a screen that allows searches ofthe active
schedules and others that are in process, obsolete, or rejected.

b

for Contractors/¥endors

OhidAS

for Government Entities for the Public

for State Employees

Agency/Divison/
Section List

Login
Help

Return to Welcome Please sefect search for Active or General Schedules or Disposals. Then sefect a Status Serarieh
or enter Begin and End Dates.
Schedule
. New C Schedule © General Schedule Status: |Active 'I
o Agency
Specific . i
o Genersl | © Disposal Begin Date: I End Date:
» Pending
* General
Authorization Series Number: I
Disposal
Agency: Division: Section:
Search —
|Nc| Agency j |Nc| Divigion jl Mo Section j

Keyword Search: | On C Title or © Description

Finding All Active Schedulesfor an Agency

When searching for active schedules, use the “General Public” option to indicate the
schedule by checking the spot next to that option. Click on the field “Agency” and scroll
down to the three character code that corresponds to the agency you need. Pressthe
“Search” button in the upper right hand corner to view the list of active schedules.
Results can be further narrowed by selecting a division and section. If the request results
in more than 500 records, an error message will appear asking that the search be refined.



The process for users other that the general public is the same with the exception that the
box marked “ Status” must indicate active schedules.

The search button displays the following page.
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for Contractors/Vendors for Government Entities for State Employees he Public

Search Results

Return to Welcome Schedule Resuliset
Schedula P Agency f Agency
Wiew |Status ;zthor'zatm" Divisionf Series  |Record Series Title Confidential  fvital 3‘;2;"“'
. [Section No.
* New
o Agency @] a.ctive on-1142 pAS! 01007 0102 OM-26 Fublic Information Reoquests & Replies (m] 0 1181993
Specific 0 |lsctive [iooonz bass D10 otoz W07 |Phctosraph File [m] O |peztnoss
o General
« Pending e ctive: 00-1049 pA&S/ 0100/ 002 Oh-25 Fedional Cabinet Meeting Working File (m] ] 4971993
* General O |lactive  |[100-0760 pas/ 01000102 Ohd-23 iorking File - Computer Services ] (] 0i4/1987
Disposal O |lactive [00-0759 pas/ 0100/ 0102 Oht-22 iorking File-EEC [w] ] 0H 41887
Search Wiy
Amamew Mivicnnd

To view one of the schedules from the list, highlight and press the “View” button next to
the schedule. The schedule will be displayed on the following screen.

for Contractors/¥Yendors for Government Entities for State Employees

View Schedule

Return to \Welcome

Series Agency: Divicion: Section: Revision:
Authorization Ho: 17601131 DH=z ADKN Bo21 o

Schedule

» General Agency Series Ho.: HRM-14 Record Series Title: Traffic Yidlation Conviction

Record Series Description: When an employee is issued a Commercial Driver's License (COL), there are new Commercial Motor Yehicle Safety Act rules which affect

Search drivers. Under Section 1.2 "Cther Safety Act Rules" of the Chio Commercial Driver Handbook, an employee must notify their employer within 30 deys of conviction for any
traffic violstion. & memorandum, with an sttached copy of the traffic ticket, iz to be submitted to HRM to inform them of such citstion. it is placed into an employee's personnel

Agency/Divison/ file:

ST e Agency Web Link:

Login

Help . - y s
Confidential Description Vital Description

Site Map

Search

State Hame Hethod
Media Retention Period Retention Justification of Disposal

Agency Contacts

Retain for four years from conviction date, then remove for

Paper destruction Shred
Approvals:

Created Date: 5142003
Approved Sabrina Straight, Records Officer Date: 5M14:2003
Approved Michael Hardenbrook, Record Administrator Date: 519,2003
Approved Charles Arp, State Archivist Date: 5/22/2003
Approved Martin Meeks, State Auditor Date: 5/22/2003
Notes:

Hote Date Hote Description User

All information from the schedule is displayed including the dates that each entity
approved the schedule. On some older schedules, these signatures are replaced by one
entry that says“ Transfer User”. This was used when information was loaded into the



system and only the date the schedule became active was available.Hard copies of these
schedules with all the signatures are stored by the State Records Administration.

Finding a Specific Schedule Using an Authorization Number

Each schedule is assigned a unique authorization number upon approval. This number
can be used in the search. Select a schedule, type the authorization number and press the
“search” button.

Using a K eyword Sear ch

Schedules can be found using keywords from titles and descriptions in the retention
schedule. These searches can help find record series that are related in other agencies or
aschedule for arecord series when the authorization number is unavailable. Select
schedule, type in the keyword in the appropriate box, and select whether to search the
title or description. If the search results in more than 500 schedules the user will be
prompted to narrow the search.

Sear ch for Schedules With Different Status

The search screen for users with user names and passwords has a “ Status” box. The
default on thisbox is active. Pressing the down arrow in the box displays the other three
types of schedules that can be searched: in-process, rejected, and obsolete. In-process
schedules are those that are in the approval process and awaiting final approval.
Obsolete schedules are those that were declared obsolete, by the records officer or when
revised by an updated schedule. (NOTE: RIMS only contains information on schedules
that were made obsolete through the system. For schedules that were made obsolete prior
to 2002, please contact the State Records Administration.) Rejected schedules are those
that have been submitted for approval, but have been returned to the originator for
corrections by one of the signatories. Once the status of the schedule has been indicated,
the search operates identical to an active records search.



1. Submitting a Retention Schedule

Definition of a Retention Schedule

A retention schedule states how long a record series needs to be retained. Retention
schedules are required to befiled for al record series maintained by any state office.
Section 149.34 of the Ohio Revised Code states:

The head of each state agency, office, institution, board, or commission
shal do the following: ...(B) Submit to the state records program, in
accordance with applicable standards and procedures, schedules proposing
the length of time each record series warrants retention for administrative,
legal, or fiscal purposes after it has been received or created by the
agency. The head also shal submit to the state records program
applications for disposal of records in the head's custody that are not
needed in the transaction of current business and are not otherwise
scheduled for retention or destruction. (C) Within one year after their date
of creation or receipt, schedule al records for disposition or retention in
the manner prescribed by applicable law and procedures.

The Ohio Revised Code also states in Section 149.333 that no record can be destroyed in
the absence of an approved retention schedule.

Approval Process

For a schedule to be active it most be approved by four signatoriesin the following order;
the agency records officer,the State Records Program, the State Auditor and the State
Archivist.

Each has a different responsibility in the approval process. The records officer is
responsible for ensuring that the schedule meets the needs of the agency. The State
Records Program guarantees the schedule includes al the elements of a good retention
schedule and is consistent with the standards set for the same. The State Archivist
reviews the schedule to determine if it has historical value. The State Auditor is
responsible for reviewing the fiscal value of the series. A schedule must have each of
these approvals to be declared active..

If ascheduleisinitiated by arecords coordinator, it is sent to the records officer of the
agency for review. The records officer can either approve or disapprove the schedule. 1f
the schedule is rgjected, it is sent back to the originator to make the necessary corrections.

When the records officer approves (or originates) the schedule, it is sent to the State
Records program. The schedule is reviewed and approved, or rejected. If rejected, itis
sent back to the agency for revisions. If approved, it is sent ssmultaneously to the State
Auditor and State Archivist. If either regects the schedule, it is sent back through the
process so the agency can make the corrections. It is moved into active status once both

approve
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Elements of a good retention schedule

The main element of good retention schedule isthat it be easy for the genera public to
understand. . A vague retention schedule could lead to unnecessary public records
requests. The retention schedule should also include a complete and concise retention
period. The reader should be able to quickly determine the criteriafor destroying or
maintaining records.

Completing a retention schedule

If you are logged on as either arecords coordinator or arecords officer there will be a
section of the menu called “New.” There are two options under this section: “ Agency
Specific” and “General Schedule’ If you are revising a previous schedule or submitting a
schedule for a seriesthat is not covered by the General Schedules, you should chose
“Agency Specific.” (Submitting items covered by the General Schedules will be covered
in alater chapter.)

This page will be displayed when the “ Agency Specific’ option is selected:

Joy
a0 B
for Contractors/vendors for Government Entities for State Employees for the Public
Return to Welcome Use existing schedule: INew Schedule =
Schedule
N . Division: Section:
. MNew gency: IND Diwvigiaon j Mo Section j
o AgENnCy
Specific | Agency Series No.: Record Series Title:
o General
« Pending
s General
Dispasal Record Series Description: -
Search
Agency/Divison,
Section List
=
Login
b= Agency Web Link:
Clear [t
Rita Man

Thisisthefirst page of the retention schedule submission. At the top isan option for
using an existing schedule. The default islisted as“New Schedule”.

This box should be left blank if the series has never had a retention schedule filed for it.
When filing arevision to a previous schedule, the down arrow on the box will produce a
drop down menu of authorization numbers of active schedules on file for the agency
assigned to the user. Selecting one of these numbers automatically pulls all of the
information from the current schedule into the file so that the updates can be made.

Select the division and section the records are assigned to,if any,and assign it an agency
series number. Type the title and description of the records being scheduled or edit the
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entry if arevision is needed. Remember, the combination of the title and description
should convey to the general public what the record seriesis, why it was created, and the
type of information it contains.

Thereis an additional box on thisfirst page that will not be familiar to personnel who
have compl eted retention schedules under the old paper system. Thisbox iscalled
“Agency Web Link.”

Agency Web Link: |

Thisbox isoptional. Itisahold over from the GILS (Government Information Locator
System) database that was a predecessor to RIMS. Its purpose isto provide alink to the
information if it is available on the Internet.

Once the information has been completed on this page, press the “Next” button to
proceed. Thiswill bring up the “Content” screen. (NOTE: Once this button is pushed, a
record is created in the system. If the schedule is not completed, it will not allow another
one to be submitted for the same series.)

i B D
for Contractors/vVendors for Government Entities for State Employees for the Public
REMHIERVEEonE [T Confidential Information [ Vital Information
Schedule Justification: Justification:
= =
o New
o Agency
Specific
o General
+ Pending
s General
Disposal
Search
=l =l
Agency/Divisony
Section List
Previous | Clear Mext
Login
Help

This screen indicatesif the record series contains confidential or vital information. 1If
either ischecked, RIMS will not proceed without a justification stating why the record
series has that value. If both are checked, then ajustification must be entered for each.

Once this screen is completed, hit the “Next” button to proceed to the final screen of the
retention schedule.

12
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for Contractors/vVendors for Government Entities for State Employees for the Public

Schedules - Retention

Return to Welcome Method
Media Code Retention Period Retention Justification of
Schedule Disposal
. New INo Media = | =l | =l IND Method 'I
o Agency = I
Specific =] =
o General Mo Media 4 | j | j IND hiethod 'I
« Pending
0 (EEE] [ Mesi - | = | & [Mevethed 5]
_ = =
Disposal
Search Frevious | Clear Submit |
AgencyfDivisonf
Section List
Login

The last step in the scheduling processisto indicate what media the record series exists
on and how long it isto be retained. There are three options; paper, microfilm and
electronic. Complete the corresponding box for each option used. Record series can have
up to three media but only one of each. If the same mediais entered for a second line,
RIMS will respond with an error message.

The next column is for the retention period. It may be based on an actual event rather
than atime period. The retention period should clearly state how long the seriesisto be
retained. Directions such as “retain until determined of no value” do not clearly state the
criteriafor disposal.

A retention schedule isjustified if the retention period is more than five years or more
than five years after an event. A retention period of retain “until employee terminates
employment” would not require a justification even though many of the records will be
retained for 20 years or more. The system does not prompt you if you do not include one
when required but the schedule will be rejected by the State Records Administration.

Thefina step requires amethod of disposal. The options are shown on the pull down
menu by clicking the down arrow in the required box. Be sure that the method of
disposal matches the retention period. Do not indicate a method of wastepaper for a
series that has been designated as “ confidential” or indicate that the method of disposal is
“permanent” when the seriesis retained two years. Once the method of disposal has been
chosen, click the “ Submit” button to send the schedul e to the next step in the approval
process.

Tracking Approval Process

Progress can be checked using the search screen once a schedul e has been submitted.
Only users that have a user name and password can view schedule information for
schedules that have not yet been approved. The search function works the same asa
search for an active schedule. To find the schedules that are pending ssmply do a search
and change the status box from “Active” to “In-process.” Thiswill produce alist of
schedules that have been submitted but not fully approved. A look at the approvals on
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the bottom will indicate who has reviewed the schedule and whether they approved or
rejected it. If asignatureis missing, it means that person has yet to review the schedule.

Approving Schedules (Recor ds Officer Only)

Schedules are created by arecords coordinator go into the “Pending” box of the records
officer for the agency. The number of schedules pending review will be indicated in
parenthesis next to the word “pending.” Checking the “Pending” box will produce alist
of the schedules awaiting review. Checking the“View” box of one of the schedules and
pressing the ”View” button will produce a schedule review screen.

e B O,

for Contractors/vendors for Government Entities for State Employees for the Public

View Schedule

Return ta Welcome Record Type:  Reqular Schedule

Sthedula _Delete |
o flew Series Agency: Revision:
o AgENCY Authorization Ho: 0 AL Division: Section: a
Specific
o General
« Pending Agency Series Ho.: LIC-01 Record Series Title: Denied Applications
* Obsolete Record Series Description:  Applications for icensure or certification which are denied for failure to satisfy the statutory requirements.
» General .
Agency Web Link:
Disposal
Confidential Description Vital Description
Search

AgencyfDivision

FSection MNew
AgencyfDivision Method
fSection Edit/Delete Media Retention Period Retention Justification of Disposal

AgencyfDivisonf

Section List Faper Retain for 15 years, then destroy. Recycle
Login
Help
[C Reject Reason:
Site Map Created By: A Coordinator Date: 10/3,/2003
gi?;f_lhome O Approved Records Officer Date:
State Home O approved Records Administrator Date:
Agency Contacts .
O approved State Archivist Date:
O Approved State Auditor Date:

Submit

There are three actions that can be taken by the records officer on a pending schedule.
Thefirst of these isthe “Delete” button located in the upper right hand corner. Pressing
this button erases the schedule from the system. This option should only be used for
extreme cases.

The next option is to check the reject box and type a reason for rejection in the space
provided. The schedule will be returned to the record coordinator’ s pending list with the
reason that the schedule was rejected. The coordinator can then make the necessary
changes and resubmit the schedule for approval.
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The final option is to approve the retention schedule by clicking the “ Approved” box next
the line that says “Records Officer.” This option sends the schedule to DAS State
Records Administration for the next step in the approval process.

What To Do If Schedule | s Rejected

Schedules can be rejected for various reasons. When a scheduleisrejected it shows up in
the “Pending” menu with astatus of “R” for rejected. Thereisno notification that a
schedule has been rejected, so it is advisable to check the pending box periodically if
schedules are in process. The number of schedulesin the box will be indicated next to
the pending option.

To correct the schedule, highlight the “View” dot next to the schedule and press the
“View” button at the bottom of thelist. This schedule should appear.

e #0 D

for Contractors/Vendors for Government Entities for State Employees for the Public

View or Add Rejection

Return to Welcome Record Type:  Regular Schedule

Series Agency: Revision:
SN Authorization Ho: 0 FLrLE Divigion: Section: o
. Now
=} x-‘«gem_?r Agency Series No.: LIC-01 Record Series Title: Denicd Applications
Specfic
o nger_al Record Series Description: Applications for icensure or certificstion which are denied for failure to satisfy the stetutory requirements.
+ Pending Agency Web Link:
+ General
Disposal Confidential Description Vital Description

Search

AgencyfDivisonf
Section List T

Media Retention Period Retention Justification of Disposal
Login
Help

Paper Retain for 15 yesrs, then destroy. Recycle
Site Map
Search .
DAS Home Hame Reject Reason Date
State Home Afficer MNesds a justification for the retention period. 10/3/2003 8:38:38 AM
Agency Contacts

Edit

The schedule appears as it was submitted with the notes at the bottom from the person
that rejected it. Thereisan “Edit” button in the lower right hand corner. Pressing this
button pulls up the original three screens of the retention schedule so corrections can be
made. The schedule is then resubmitted for approval. A records officer receiving a
rejected schedule created by arecords coordinator has the option of adding the reasons
for rgjecting it and retuning it the records coordinator for correction.

What To Do If Timed Out Before the Schedule | s Completed

RIMS has a built in security feature that logs a user out after 15 minutes of inactivity.
Longer interruptions may prevent a user from completing the schedule. Revisions will
not allow another schedule to be submitted for the same series. DAS State Records
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Administration should be notified to correct this. The RIMS System Administration has
aroutine that deletes incomplete schedules. When requested, this routine will be run first
thing the following morning to minimize the effect on other users who may be entering
information into the system.

M aking a Schedule Obsolete (Recor ds Officer Only)

If arecord seriesisno longer created or transferred to another department, the old
schedule must be made obsolete. The ability to remove a schedule from active statusis
available only to the record officer of the agency. Select the “Obsolete” function from
the welcome menu and the following form will be displayed.

et O,

for Contractors/¥endors for Government Entities for State Employees for the Public

Obsolete

Ret to wel : :
St L Elome Series Authorization Numher:l ﬂl MI

Schedule

Justification: I

o New
o Agency
Specific
o General
« Pending

The user must type the authorization number of the obsolete schedule that is obsolete and
provide adetailed explanation of why it isobsolete. For example, if the records are now
covered by another schedule, list that schedule. Press the “ Submit” button to mark the
schedule as obsolete. Schedules should not be marked as obsolete until al records have
been destroyed pursuant to the schedule or the schedule now covering them has been
approved.

Schedules declared obsolete are not immediately removed from the system. The request
is forwarded to the state records administration for review prior to removal from the
active list. If declared obsolete, schedule changes will no longer appear under an active
records search. The schedule and the justification will be retained under obsolete
schedules.

IV Common Reason Schedules Are Rejected

Schedules are rejected for many reasons including recurring problems listed below.

Vaguerecord seriestitle — The combination of the title and description should
adequately describe a series to someone who is not familiar with the operations of the
department. Keywordsin titles can be searched in the RIMS system. Thetitleisaso
displayed in the search results screen.

Vague Title
1982 Bank One Reports

Thistitle refersto records of a specific year. Unless the schedule is a one-time disposal,
inclusive dates should not be used anywhere in the schedule. Submitting schedulesin
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this manner would require schedules to be filed for each record series once ayear. The
title also refers to a specific bank despite the fact that other banks were used in the same
records series. Thetitle itself is vague. The reader is not told what type of reports are
involved. Thetitle below is much easier to understand.

Corrected Title
Interest and Dividends Reports

Vague record series description — Any description should answer two things about a
record series. It should indicate what information the series contains and why that
information isretained. A description that is vague or incomplete can lead to
unnecessary public records request and confusion within the department.

Vague Description

Cashdividendon$ ___ sharesof , No. @ , Payable
States History File-Multiple Ing. by Tran/IP, Key _, Short Title, Tran. Code,
Batch #, Asset #, Org/Seq #, Inc. cash, shares, tax cost.

The description above is taken verbatim from one that was submitted to DAS for
approval. Thereisno way to determine what this series is unless you deal with the
records on adaily basis. Thewriter listed every blank on the form rather than provide a
description of the seriesitself. Many abbreviations are used without explanation. There
isno way for the reader to understand what they mean. As stated earlier, the combination
of thetitle and description should adequately explain the series to someone who has no
idea of how the deparment operates. Abbrievations should not be used.

Corrected Description

Reports received from banks with which the department has accounts. These
reports detail the amount of interest and dividends paid to each account. These
reports are received annually and are used to update account totals and to
calculate which investments pay the greatest returns.

The above description states what the records are and why they are retained. It explains
the record series succinctly, even to individuals not familiar with the functions of the
department.

Morethan one series per schedule— A record seriesis agroup of related records that
are filed together, have a unified purpose and have the same retention period. Schedules
that group more than one series together will not be approved.

More Than One Series

Administrative Office Records — This series contains records retained by the
Administrative Office. These can include, but are not limited to, personnel
records, fiscal records, correspondence, phone logs, and other miscellaneous
records.

This example includes a number of items that would be retained by an administrative
office, but they should not be lumped together because they don’t have the same value.
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For example, phone logs would not have the same purpose or value as personnel records.
In addition, it isimpossible to tell what “miscellaneous records’ are.

Retention Periods are vague — A retention period should clearly state how long the
series must be retained. This can be based on an event rather than atime period aslong
asthat event is clearly defined (i.e. retain until audited by Auditor of State and audit
report isreleased). If aperiod is based on more than one event, the retention period
should clearly indicate which event takes precedent or if all events must be completed
before their records can be destroyed.

Vague Retention Period
Retain until no longer needed then destroy,

In many cases the exact retention period cannot be easily determined becauseit is
affected by more than one event. Instead of using aretention period like the one above,
include al the items that must occur prior to destruction. Thistype of retention period
could lead to problems if a public record request was made. There is nhoindication of the
criteria used to determine when the record series can be destroyed or when the series was
no longer needed. “Indefinitely” does not define aretention period. The Ohio Revised
Code saysthat aretention schedule should state the length of time that arecord series
warrants retention.

Corrected Retention Period
Retain until asset sold and all audits are complete then destroy.

This example clearly explains what has to happen before a records series can be
destroyed. . If adestroyed record were requested it would be easy to show that the
criteriawere met for destroying it.

Retention Periods aretoo long or too short — A series should be retained only for the
length of timethat it has value to an agency. Excessfilestake up valuable space . Some
records officers designate everything for permanent retention. Don’t. The word
“permanent” is not an abstract term for along retention; it is taken literally and should be
reserved only for those records with historic value.

Others believe they can schedule records for avery short timein order to sve filing space.
Doing so runsthe risk of destroying records prematurely.Retention periods not given
for each media — According to the Ohio Revised Code Section 149.011 arecord can be
‘any device, or item, regardless of physical form or characteristic’. Each media must
have a separate retention period to qualify as a complete schedule.

I nadequate or missing justification for retention periods over 5 years— Any schedule
with aretention period over five years or five years after an event must be justified. The
justification should clearly describe why the series needs to be retained for that time
period. Justifications such as*for reference” will not be accepted because they do not
give adequate reasons for retaining the series.
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Inadequate justification for confidential and/or vital designation — RIMS will not
allow a schedule to designate a record series as “confidential” or “vital” without adding a
justification. The justification should clearly state why the series warrants this
designation. If the seriesis checked as confidential, it should state why the record series
is excluded from being a public record as outlined in ORC 149.43. In the case of vital
designation it should state why the seriesis essential to the operations of the agency.

By avoiding these common errors, a schedule is more likely to be approved quickly.
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V. Reporting General Schedules

What are General Schedules?

The General Schedules are those for record series that are common to most or all state
agencies. They provide common retention periods and eliminate the need for agencies to
develop schedules for the included series. The General Schedules are broken down into
four different categories. general administration records, personnel records, fiscal records
and information technology records. Each category is further reduced into

subcategories. Each General Schedule gives a description of the record series and the
retention period. To view acomplete list of the General Schedules, click the “Genera”
option on the lower side of the left column of the welcome menu.

When to Use the General Schedules

To apply the general schedulesto arecord, it must exactly match the description and the
agency must follow the indicated retention period. If one of these conditions does not
apply , the agency must submit an agency specific schedule as outlined in Chapter I11.

Submitting General Schedules

There is no approval required for General Schedules since they have aready been
approved for use by al the signatories. However, agencies do need to notify the state
records administration of what series are being retained. There is an option on the menu
for submitting notification of a General Schedule. An agency only needsto send a
notification for each series once. This one notification will indicate that the office retains
those types of records and that they are retained for the stated time period.

To add a General Schedule to the list of the agencies schedules, ssmply click the
“Genera” button under the “New” portion of the welcome screen. A screen like this will
be displayed.

i B

for Gontractors/¥Yendors for Government Entities for State Employees for the Public

Please select a General Schedule to continue:

General Schedule: IGAR—F’F"01 'I

Select the General Schedule that is to be added and this screen will be displayed.
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D00y Ohi®)AS

e B O,

for Contractors/vVendors for Government Entities for State Employees for the Public

General Schedule Request

Return to Welcome
General Schedule: |GAR-RPM-01 7 Submit
Schedule
. New Media: IND Media 'I Agency Weh Link: I
o Agency
Specific R o
o General . ivision; ection:
« Pending Agency: |N0 Divigion j IND Section j
s General
Agency Series Ho.: GAR-RPM-01 Record Series Title: Annual Reports
Disposal Record Series Description: alzo includes other published periodic reports on agency sctivities.
Method
Search Retention Period Retention Justification of Disposal
Agency/Divison/ Upon publication, fulfil the requirements of O R.C. 149.11. Destroy
Section List excess copies when no longer of administrative value. Unknown
Login
Help

Indicate what media the series exists on and the division/section information. The
description or retention period information can not be modified. If the requirements of
the agency require a different retention period, an agency specific schedule must be filed
asoutlined in Chapter and go through the normal approval process.

Once all theinformation is correct, press the “ Submit” button in the upper right hand

corner. RIMS will then display that your request has been approved and indicate the
authorization number that has been assigned.

21



V1. Documenting Records Disposal

Why Documenting Disposalsis | mpor tant

When aretention schedule is approved it is authorization for records to be destroyed once
thelir retention requirements have been met. When disposals occur, they should be
documented by the records officer. This documentation could be used as evidence that
the records were destroyed properly should they become the subject of a public records
request. Without this documentation, it could be difficult to prove that the records were
destroyed in accordance with the retention schedule, especialy if the schedule has been
revised after the disposal's have occurred.

What Should Be Included in Disposal Documentation

The documentation of record disposal is the responsibility of the records officer for the
agency. The documentation can be in any form but should include some basic
information. It must indicate the retention schedule or General Schedule covering the
series. The schedule or General Schedule must be active at the time of disposal and all
the records destroyed must have met the retention requirements.

The documentation also should include the date of disposal and the approximate volume
of the records destroyed.

Documenting Disposals Using RIM S

RIMS does offer an alternative to creating agency systems. Using the " Disposal” option
on the welcome screen (Records Officer and Records Coordinator only) will giveyou a
form to complete to store the disposal documentation in RIMS. The following screen
will be displayed.

e B D
for Contractors/vVendors for Government Entities for State Employees for the Public
Feturn to Welcorme
Series Authorization Number:
Schedule
Division: Section:
. New - AAA
o Agency Agency: IND Division j Mo Section j
Specific
< General A Series No.:
« Pending UENCIRSENES N0 Record Series Title:
+ Obsolete l—
+ General
Disposal
Search
Comments:
Agen_cv,-’Divisiom
SRl KLY Inclusive Dates: Disposal
From-To: Volume: Date of Disposal: Media: Method:
l2gency/Division
Section Edit/Delets | | INU Media hd Mo Method | ¥
l~gency/Divisony
Section List Submit
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Complete the information indicated and press “ Submit for storagein RIMS. Itisthe
responsibility of the records officer to monitor destructs for their agency to ensure
compliance with approved retention schedules.

Sear ching for Destructs Stored in RIM S

Disposal information that has been stored in RIMS can be searched by any user with a
user name and password. The search screen contains a disposal section.

{ Ohi®AS
g B O
for Contractors/¥endors for Government Entities for State Employees for the Public
Return to Welcome Please sefect search for Active or General Schedules or Disposals. Then select a Status Search
oF enter Begin and End Dates.
Schedule
. New O Schedule © General Schedule Status: |Active 'l
< Agency
Specific .
o Ganeral C Disposal Begin Date: I End Date:
« Pending
* General
Authorization Series Number: I
Disposal
search Agency: Division: Section:
|N0 Agency j |N0 Divigian jl Mo Section j
Agency/Divisony
Section List
Keyword Search: | On O Title or © Description
Login
Help

Click on the “Disposal” button and type in the inclusive dates of the destructs you are
searching for and the appropriate agency information. Clicking on the “Search” button
will provide alist of al disposals that meet the criteria. Select the appropriate selection
and view the disposal information.

23



NOTES

24



