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Introduction 
Delaware Public Archives is responsible for establishing and enforcing the 
policies and guidelines for the management and preservation of all public 
records of this State and the political subdivisions thereof 

 
The citizens of this state expect all government agencies to maintain accurate 
records as well as the ability to produce them when they are needed. It is our 
duty as the stewards of these records to do so.  
 
By fulfilling our duties we demonstrate that our government is: 
• Transparent with government actions and business 
• Protecting the rights and interests of its citizens 
• Responsive to the needs of its citizens 
• Using the state’s resources responsibly  

 



  

• Agency Heads are required by state law to appoint at least one 
Records Officer to manage their records  

• Agencies may appoint as many as necessary to conduct 
operations  

• Agencies appoint RO/AA annually with the start of each Fiscal 
Year 

• The DPA will not service agencies requests for Archiving, 
Destruction, Records Service or Transfers without an approved 
and current Records Officer and Authorized Agent appointment 
form on file 

Identification of Records Officer  
& Authorized Agents  



What are Records? 
Delaware Public Records Law (Title 29 § 502)   

• Documents, books, photographic images, electronic data 
recordings, papers, sound/video recordings or other materials 
 

• Regardless of characteristics or formats 
 Includes electronic records created or maintained in 

electronic information systems (databases) 
 

• Made, used, produced, composed, drafted or otherwise compiled 
or received as a transaction of public business or public purposes 
by an employee of this State or political subdivision 

    



Was it created in the course of 
business?  
 
Was it received for action?    
  
 
Was it mandated by statute or 
regulation?     
 
Does it document your agency’s 
activities and actions?   
 
Does it support financial obligations 
or legal claims?       
 
Does it communicate requirements?
  

What is a Record?   
Correspondence, Agreements 
 
 
FOIA requests or tracked 
correspondence 
 
Administrative records, dockets, 
reports 
 
Calendars, meeting minutes, project 
reports 
 
Payment vouchers, purchase orders, 
grants, contracts, litigation case files  
 
Guidance, policies, procedures 



What about Emails, Databases and 
Scans… Are They Records? 

 

• An electronic record is information that is: 
1. Stored or generated,  
2. Received or communicated; 
 

• By electronic means for use or storage in an information system 
or for transmission from one system to another; 
 

• Electronic record formats include word processing documents, 
spreadsheets, databases, emails, websites, audio, video files, etc. 

It is the content of a record, not the medium, that determines  
whether it constitutes a public record   



Is it Non-Agency reference material?   
 
 
Is it a convenience copy?    
  
 
 
 

Is it a “stock” copy?   
 

If its not a Record, What is it?   

It is a Non-Record…if it meets the following conditions: 

Vendor catalogs, phone books, technical 
journals. 
 
 

Duplicate copies of correspondence or 
directives kept solely for reference            
(it is not the original or record copy) 
 
 

State or Agency publications or forms that 
were retained for distribution and are 
NOT the agency’s record copy 
 

 
Caution: Drafts & Working Papers containing substantive 

information required to support policy/program decisions are to be 
included as part of that record, per the Retention Schedule 



• Identify the Records Series and match them to the Record’s 
Retention Schedules 
– The Record Series is the fundamental building block of the file plan.  
– Identifying Records by ‘Series’ makes it easy to determine what should 

be filed in the series and know the proper retention requirement 
 

• The record series, retention schedules, and file plan must be 
integrated into an overall file plan structure to work most 
effectively  
 

• Identify records and remove non-record materials from your file 
cabinets 
 

Identification of an Agency’s Records 



CAUTION: Over filling a folder may damage records! 
 Standard “Manila” folders are only designed to hold 20-50 sheets of paper 
 
 Files are expandable by using the creases at the bottom of the folder to widen 

the file so that the records do not block the tab/label  
 

 Proper Labeling is Critical to Locating Records 
It is useless to store a record if you are not able to locate it when you need it!  

 
CAUTION:  Handwritten (cursive or printed) labels may be difficult to read 

 

 RECOMMENDED PRACTICE:  
TYPE LABELS IN ALL CAPITAL LETTERS  

 
 

 
 

 
 

File Basics to Consider  



Before choosing to use 4, 6 or 8 Position Folders with Prong 
Fasteners, consider the following: 
 Expensive  
 Hole Punches cause damage to records:  Will cause the loss of contextual 

information- Names, dates, titles, etc. 
 Use of this style of folder is very time consuming if referenced frequently 
Makes Inserting, Retrieving and Purging harder 
 The difficulty in accessing the documents makes it easier to skip good 

RM practices that were mentioned in the steps above and prevents 
using these folders as they were intended  

 Challenges to Photocopying records contained within 
 Removing & Replacing documents is time consuming  
 Holes in the documents cause machine jams 

 Folders are bulky and take up more room in the filing system 

File Basics to Consider  



EFFECTIVE FILING SYSTEMS 
PREVENTS THIS 



What is a Filing System?  

A Filing System is comprised of the following basic 
components: 

• File Plans 

• File Arrangement 

• Assigning Responsibility for the Filing System         

• Identification of Records (series and retention 
schedules)  



What Should a Filing System do? 

Protect Records 

Organize Records 

Provide Consistent Record Titles 

Maintain Accountability/Control of Records 

Provide Easy and Efficient access 



What is a Filing Plan?  
The Filing Plan specifies the logical order of documents or files and the 
arrangement or scheme by which documents may be identified, stored and 
retrieved.  It is one of the essential components of a recordkeeping system and 
is key to a successful records management program. The File plan should:  

• Identify the File Arrangement 

• Develop an Index   

• Document your activities effectively 

• Identify records consistently 

• Allow records to be retrieved quickly 

• Incorporate General and Agency Specific Retention Schedules to meet 
statutory and regulatory requirements and provide disposition instructions for 
records that are no longer needed 

• Plan file system maintenance  



What is a Filing Arrangement? 

How will the records be used? 
 Who requests the records and for what reasons 

 
What characteristics do the staff use to refer to the records?     
Do not arrange the files by permit number when staff look for 

them by facility name and vice versa 
 

 How are the records requested?       
Select the arrangement that best enables the agency to respond to 

the most commonly requested records   

The main consideration when choosing a filing arrangement  
is dependent on how the records are referenced 



Index (indexing): An index provides the physical location of the record: it may be 
created on cards with separate cards for each entry, on paper, or in a database or 
word processing document.  Example:  Library Card Catalog  
 

Will the records be indexed?  If the records will be indexed, the series should be 
physically arranged in a manner that makes the filing simplest 
 Usually Alphabetically, chronologically or numerically.  It is dependent on the 

use of the records 
 

For Paper Records:   
 Make a logical decision on where to file a record 
 The Record manager should periodically assess the system for accuracy and 

efficiency 
 

For Electronic Records:  
 Indexing may be required just like paper records  
 If important; consider indexing it so that it may be searched in multiple ways. 

Modern automated indexes offer a number of search fields 
 The most common types of document-based electronic records are word 

processing files, spreadsheets, presentation files and e-mail messages 

Filing Arrangement 



Alphabetical: Arranged in order from A-Z.  This is the basic arrangement for 
most subject files.  
 Best used for small files or very consistent ones where the folder titles are 

easily and logically determined 
 Direct access without requiring an index to locate the record 
 Fast retrieval 
 Color Files are a good identification practice     
Mistakes in spelling can be easily spotted     (BRWON   vs.  BROWN) 
 
Cautions: 
 Alphabetical subject files are difficult to manage unless 
o The system is fully explained   
o Filing and identification of folders remain consistent 
 It is a less secure method 

Filing Arrangement Examples  



What is a Filing Arrangement? 
Structured-Functional: based on organizational structure and office function    

 Files are organized around the major functions of the office. 
 Good system to bring related information together  
 Example of a Structured-Functional file system 

 Organizational Unit  
 Function Preformed 

 Processes to complete function 
 

Caution: Records Mangers must establish clear guidelines or the system may become overloaded 
 
Topical (aka Direct Access or Dictionary systems).   

 Records are arranged in alphabetical order and not grouped by subject  
 Usually labeled folders are placed behind simple alphabetic guides. 
 Used for small numbers of files because large groups require an index to 

navigate the files 
 Example of a Topical system 
 Accounts Payable 
 Capital Improvement Projects 
 Grants 



Filing Arrangement Considerations  
#1 Keep the file plan simple 

Let the records structure themselves if possible,  i.e. don't make up 
an alphanumeric filing scheme for permits that already have a 
number 

# 1.5 Consistency 

It can be frustrating to open drawer after drawer to find a critical 
record - all because the labels were not updated! 

Consistency enables everyone to retrieve records efficiently 

 

Filing cabinets containing a single record series (e.g. case files),  
may be marked to indicate the record’s retention as stated in its 
records retention schedule. 



Protect Agency Records 
Create and implement procedures to ensure arrangement integrity 

• Limit or Restrict access to areas where records are located  
– Most effective way to protect record integrity is to limit access in a 

manner that makes sense for the agency 

– The fewer people who handle the records… the  fewer misfiles   

• Charge Out Systems 

• Missing File Protocols  
• Filing Manuals: An invaluable ‘how to’ reference  
• Records Maintenance  
• Records Analysis  

 

 



Schedule Periodic Records Maintenance - “tune-ups” 
• NEATNESS. Standard folders are only designed to hold 20-50 

sheets of paper.  Start a new folder if there is more information  
• REPLACE: Torn/worn folders and labels should be replaced 

periodically 
• ALIGNMENT: Papers shouldn’t protrude 
• SPACE PLANNING: Allow 4” per drawer and 6” per shelf 

for expansion 
• DUPLICATES: Remove unnecessary copies 

Protect Agency Records 



Why save a record if you don’t have 
a system in place to recall it? 



Servicing Your Agency’s Records 
General Guidelines for Servicing Records 

• The Records belong to your Agency or the State of Delaware 

• Records that are made in Delaware, Stay in Delaware 

• Send a copy or a certified copy, but do not send the original record 

• E.g. Medical Records, Case Files, etc… 

• Agencies are the official guardians of their records until such time as they are 
archived 

• Court Subpoenas: Consult with the  agency's legal counsel for guidance prior to 
providing any set of records to a court or law office due to a subpoena 

• The Originals rarely make it back to the agency 

• 99% of the time a certified copy will suffice   

• Address these situations in your Filing Manual/ Standard Operating Procedures 
(SOP) 



Records Management 

Records Management is simply: 
The systematic control of all records from their creation (or 
receipt) through their distribution, processing, and retrieval to 
their ultimate disposition (Archives or Destruction)   

 

Systematic Control is exerted over records by using the General 
and Agency Specific Retention Schedules on a continual basis:  
• Specifies how long, where, and the format the records will be 

retained 
• Prevents obsolete materials from taking up valuable space files 
• Improves office efficiency thru standardized RM practices  

 



The Retention Schedule 

A Retention Schedule is list of record series that describes an 
agency’s records: 

 

• Establishes the minimum period for the retention of a record 
series by the agency 

 

• Provides mandatory instructions on what to do with records when 
they are no longer needed for current business 

 

• Identifies if the Records are Vital and/or Confidential 



The Retention Schedule 
Audit Considerations:  
Records subject to successful audit must:  
• Be retained for the periods listed in the applicable Records Retention Schedule 
• Have all questioned expenditures, procedures, or other issues noted in the audit report, 

satisfactorily resolved and/or all recommendations for changes have been 
implemented and approved by all applicable federal and state agencies 

 
Legal and Statutory Considerations: 
Federal and state statutes and administrative regulations are subject to change 
• When this occurs, agencies may be required to retain certain records for a longer 

period than indicated in the retention schedules 
• The administrative code, statutory, or regulatory requirements take precedence to the 

retention schedule instructions (29 Delaware Code §524) 
• Local Government agencies must contact DPA to update their retention schedule so 

that it complies with the applicable legal statutes 
 
Records that are involved in any legal action must be retained until after exhaustion 
of all legal appeals, challenges and remedies, even if they have met the minimum 
retention requirements. 



The Retention Schedule 

Series Numbers: 

• Alphanumeric designations 
assigned by DPA to identify 
the agency’s Record Series 

• (Series # in Parens indicates 
previous versions of the 
record)  

The Series Title is the title most commonly used by an 
agency to identify records based on: 

• Their filing arrangement 

• How records are maintained as a unit 

• How they are used and recalled 

The Description identifies typical documents found 
within the record; it explains their function, purpose and 
possible relationships to other records and organizations.   



Confidential Records are: 

• Records not open to the public in order to protect 
the privacy rights of individuals, Security 
arrangements of locations, persons, places, etc. 
as defined by law 

• Federal and State statutes/regulations determine 
confidentiality status and can apply to the entire 
record or to discrete portions of the record   

• The agency is responsible to identify confidential 
records and information 

The Retention Schedule 

Vital Records are: 

• Records required to function during an emergency, 
disaster, and recovery operations 

• Records crucial to protecting the legal and 
financial rights and interests of an agency and of 
the individuals directly affected by its activities 

• The agency is responsible for identifying which of 
their records are Vital 



The Basics of Managing your Files  

‘Vital Records’ are those records that are required to ensure 
that an agency is able to function during an emergency, 
disaster, and recovery operations. Furthermore, they are 
records that are crucial to protecting the legal and financial 
rights and interests of an agency and of the individuals 
directly affected by its activities.  

The agency is responsible for identifying which of their 
records are Vital 

e.g. Disaster Recovery and COOP plans, Deeds, Annual 
Tax Reports, Case Files, Trust Fund Statements 

Identify your agency's Vital Records 



Confidential records are records that are not open to the public 
in order to protect the privacy rights of individuals or the 
security arrangements of locations, persons, places and items as 
defined by law. Federal and State statutes and regulations 
determine a record’s confidentiality status. Restrictions to public 
inspection of confidential records may apply to the entire record 
or to discrete portions of information enclosed in the record.  

It is the agency’s responsibility to identify records containing 
confidential information.  

e.g. Protected personal information: DOB, SSN, Medical 
Records, Personnel Records  

What is a Confidential Record?  



The Retention Schedule 

RETENTION AND INSTRUCTIONS 

Contains specific instructions directing the minimum retention for each record series 

• Indicates the length of time that the record should be retained by the agency 

• Identifies the events or time periods that need to occur for disposition of the record  

• Lists the Federal and State statutes and regulations governing access and retention  

• Notes any exceptions or special conditions to the standard retention instructions   



The Retention Schedule 
Special Considerations are indicated by key  
words such as Note & Attention 

State and Federal Statues will be listed within  
the Retention Instructions  

Record Copy/ Info Copy and 
Location 



PLANNING CONSIDERATIONS 

1. Review the applicable Retention Schedules 
 

2. Determine the volume of records to be 
transferred 
 

3. Select and Order the appropriate boxes based 
on the volume 

 

 



Audit Considerations   
• Records subject to a successful audit must:  

– Be retained for the period listed in the Retention Schedule 
– Answer all questioned expenditures, procedures, or other issues noted in 

the audit report,  
– Satisfactorily resolve all recommended changes  
– Audit Results have been approved by all applicable federal and state 

agencies 

• Audit Cycles  
– Fiscal Year is the time period covered by an organization’s budget 

 

– State Fiscal Year:      July 1st through June 30th  
• Programs using State Funds 

 

– School Year:      July 1st through June 30th  
 

– Federal Fiscal Year:  October 1st through September 30th  
• Programs using Federal Funds 

 

 



Selecting the Appropriate Boxes 
• Permanent records are to be placed in double 

walled Acid-Free, blue-gray boxes for transfer to 
DPA 
 

• Temporary records are to be placed in double 
walled, brown boxes for local storage locations 

– An agency’s temporary records do not require storage in 
acid free boxes 

 

• Architectural Plans, Plots or Maps:   
Do not purchase these boxes. Contact your DPA 
Analyst and borrow Brown Map Boxes to transfer 
the plans.  DPA will place them in Acid Free Map 
Boxes 
 

• Contact your DPA Analyst for instances when odd 
sized records or the record’s amount is below one 
cubic foot require transfer to the DPA. 
 

 



Ordering Boxes  
Agencies order records storage boxes directly from the vendor. 
• GSS12458-STORAGE_BOX ACID FREE, DOUBLE-WALLED AND 

DESTRUCTION STORAGE BOXES 
• Municipal and County governments may use the State contract as a basis 

for ordering 
 

The Paige Company. (FSF ID: 0000016892)      www.paigecompany.com 
P.O. BOX 443, 1 Paul Kohner Place, Elmwood Park, NJ 07407 
Point of Contact: Peter Brown:  Email: Pbrown@Paigecompany.com 
Phone: 800-223-1901 x 116 Fax: 201-461-2677 
 

Minimum Order to obtain contract pricing: 
a. Acid Free minimum order: 40 boxes 
b. Brown Double Walled minimum order: 50 boxes 
c. Destruction Boxes minimum order: 240 boxes 
 

OMB Website for Awarded Contracts:  http://contracts.delaware.gov/ 

 



PREPARING THE RECORDS 
FOR TRANSFER 

• Purging the records of non-record materials 
• Remove items from the records that might be 

harmful to the record, to shredding equipment, or 
that should be stored in another manner, prior to 
placing in boxes  

• Placing the records in the box 
• Preparing a Content list (Inventory) 

 



Removing Items Prior to Boxing 
Remove the following items prior to placing the records in boxes: 
• Notebooks and spiral binders (plastic and metal). 
• Metal fasteners (paper clips, large staples, clamps, clasps, etc.). 
• Computer printout binders. 
• Hard-back books. 
• Rubber bands (They tear documents). 
• Audio, videotapes, microfilm or microfiche, or magnetic tapes  
 
Newspapers, Articles, Clippings, etc.  
• Newspapers contain a high amount of acid which causes them to become 

brown and brittle. This process degrades the quality of the record and may 
make it unreadable over time. 

• Remove the actual newspaper and replace it with a photocopy of the 
article or clipping. 

• Capture the name of the article, the newspaper, and newspaper date 

 



Placing the Records in the Box 

• Only 1 Record Series may be placed in the boxes for each Transfer Document 
• Place the records in the box just as they were filed 
• All documents should be file folders and not loose in a box   
• Maintain the folders in proper sequential order: Alphabetical, Numeric, 

Alphanumeric, etc. 
• Organize the records folders so that the most commonly referred to record is at 

the front if a predictable arrangement is not in place  
• All files should face the front of the box in an Upright Position. 
• All file folders labels should be visible from the box opening 
• Leave Space in the box for service: Make sure you can place you fist in the 

front of the box 
– Records will grow due to the addition of documents missed when the transfer was conducted  

 
Create the Content List as you add the files to the box 

DO’s 

 



Placing the Records in the Box 

• Do Not remove the labels that are attached to the folders 
• Do not use hanging file folders 
• Do Not over pack boxes:  

– A fist should be able to be placed in between the file and the front of the box:  
– This space prevents damage to the files during future retrievals and returns 

 
• Do Not lose access control of the newly packed and inventoried boxes 

– Strictly monitor/restrict access to the boxes once the content lists and boxes have 
been prepared 

– If a record is removed from the box, then complete an ‘Out-Card’ to save the 
record’s place 

– Re-inventory the boxes using the Content List immediately prior to the transfer of 
the records to DPA. If a file is missing then adjust the Content List accordingly 
 

DO NOT PLACE LABELS,STICKERS, OR TAPE ON ACID FREE BOXES!!! 

DO NOTs 
 



SAMPLE OUT CARD 



Documenting Transfer and 
Destruction Requests    

• Use a new DPA Form or DPA Content List every time 
• Do not reuse a previously used form or content list 

– Causes too many errors  
• Email the Transfer Document and its Content list together… 

– One set at a time in the email 
– Do not send Different Transfers in the same email 

• Permanent Records are records will be kept forever 
• Temporary Records are records whose lifecycle is not 

permanent and that may be kept for a limited time such as 3 
years, 40 years 100 years 

 



Once the transfer paperwork has approved… 

1.  Your permanent transfers boxes are  

delivered to the DPA loading dock 

2. The boxes are then inventoried; 
QC checks are made to match the 
boxes to the transfer paperwork 



Once the transfer paperwork has approved… 

3. After the QC process the boxes entered into 
the DPA database; each box is assigned a 

unique bar code for identification 

4. After the box is issued a barcode, it is 
then  moved into one of the DPA’s vaults 

and assigned a shelf location that is 
scanned into the system and matched to 

record box barcode.   

To retrieve or service the record, the DPA uses: 

• The Box’s Shelf Location Code  

• The Box’s Number and Barcode 

• The Box’s Content List  



Creating Content Lists 
• All transfers must have content lists 
• The content list is a Microsoft (MS) Excel spreadsheet Index that contains 

all the files being transferred in consecutive order 
• A template for record series is made by DPA and provided by your 

assigned analyst 
• Records entered into the content list much match the order of the physical 

files in the boxes 
– A copy of the content list must be placed in each box  
– Place page breaks into the content list so that each box has its own list 
– The content list goes on top of the files and under the lid 

 

• Handwritten content lists are not acceptable 
 

Remember!  DPA accepts content lists in MS Excel format only!  Ask your 
assigned Analyst for a copy of a content list specific to your record series 
 

 



Content Lists 
• Must have a minimum of 2 Record Specific 

Identifiers  
e.g. Project, Name, DOB, case number, year, etc. 

 
NAME,    CASE_No 
Berry,            Chuck      07C-03-188 
Clapton,         Eric          06C-01-111 
Clark,             Dick         08C-95-124  
Dylan,            Bob          03C-04-289 
Gabriel,          Peter        05C-11-453 
Hendrix,         Jimi         02C-01-034 
Mitchell,        Joni          08C-01-222 
Petty,              Tom         04C-05-333 
Sumner,         Gordon     05C-12-001 
Young,           Neil          06C-01-333 



Content Lists 

Record Specific Identifiers  

Agency’s 
Record Group # 

Agency’s  
Record Series  
Code and Title  

Agency’s 
Box # Record’s Actual  

Begin & End Dates 

Multiple identifiers ensure accurate and 
efficient location and recovery of 

transferred or archived files  

H: 6 



Other Transfer Considerations: 
Nurse files: Student School Health Records (GSS-005 & 009) 
• Due the privacy requirements and the nature of the records, 

Nursing staff should prepare the record and interfile these 
records with the student Cumulative Record. 

 
Special Education Records: 
• Due the specialized knowledge required to review these 

records, this  record series should be prepared by the Special 
Education staff 
 

Registration and withdraw records: 
• Should be retained within the student record (K-7) because they 

are used to prove custody location as well to verify names and 
dates of birth    



TRANSPORTATION 
 

• GST-003 Field Trip Request Files 
– Retain at Agency 3 years; Destroy 
– Permission slips protect the district  

 
• GST -008  Bus Drivers  and Aide Files 

 

Retention Schedule FAQs 



STUDENT RECORDS 
 

GSS-001: Student Cumulative Records K-12: Transfer, Withdrawal, 
Drop 
o GSS-005 Health & Disciplinary records shall be interfiled with the 

student cumulative records at the time of graduation or withdrawal.  
 
GSS-002: Student Cumulative Records / Graduates 
o GSS-005: Health & Disciplinary records shall be interfiled with the 

student cumulative records at the time of graduation or withdrawal.  
 

Retention Schedule FAQs 



Student Records 
GSS-004 Special Education Student Cumulative Record and Audit 
File 
o Retain at agency 3 years after Graduated, Transferred, or Withdrawal 

or attaining the age of 21 
 

o GSS-005: Health & Disciplinary records shall be interfiled with the 
student cumulative records at the time of graduation or withdrawal.  
 

o GSS-008: Psychological Student Report File shall be interfiled in 
GSS-004 if student in Special Education Program 

 



Retain List  
STUDENT CUMULATIVE RECORDS:   SERIES # GSS-001, GSS-002, GSS-003 

 Title 14: Education: 200 Administration and Operation; 252 Required educational records and transfer and 
maintenance of educational records. 

To Retain:  
• Identifying Data:  Name of student, date of birth, sex, race/ethnicity, address, telephone 

number, DE Student ID Number, and name of parent(s), guardian(s), or relative caregiver 
• Student Transcript:  A single record maintained for each student in grades 9+ that contains: 

end of year and up to date grades; credits earned; class rank; GPA; graduation/withdrawal date; 
standardized test(s) scores; lists of career-technical competencies achieved by a student enrolled 
in a specific career-technical program shall also be included, plus attendance data (end of year) 
for each year of the students attendance. 

• Emergency Treatment Card/Form (most current) 
• School Health Record:  The form required by 14 DE Admin Code 811.2.0 for the public school 

student 
• Progress Report: Single record for each student K-8: contains end of year grades; standardized 

test(s) scores, attendance data(end of year) for each year attended 
• Discipline Record:  Information about any/all periods of out of school suspension/expulsion 

from the regular school setting imposed as a result of an infraction of a code of conduct or other 
rules. 

• Court Orders , Early College Admission,  Alternative/Option Education documentation 
 
 



Retain List  

• When reviewing the K-8 student records: 
– Please retain elementary records & birth 

certificates that identify a student’s date of birth 
and parents’ names and addresses and a copy of 
their transcript if there is one. 

 



Purge List 
Purged Records:   
• Those records which are not absolutely essential for 

conduction or continuing business after records become 
inactive 

 
• Can be destroyed in accordance with Delaware Public 

Archives destruction procedures 
 
 
 



Marking Temporary Record Boxes  

Beginning Record 

TO 

Ending Record 

Box Number  

Section 

Record Group 

Department  

Series Number 
Record Title  

& 
Inclusive Dates 

Write Only in Black Marker Using Block Letters 

Write below the lowest point on the box that the lid reaches  

 



• Requires an approved TD   
• Complete all Agency and Record Series fields  
• Be accompanied by a Content List (MS Excel Spreadsheet)  
• Must use Archival Quality (Gold) Optical Discs (CD-R/DVD-R)  
• Discs must be indexed and records properly named 
• DPA will not accept encrypted files 
• Acceptable file formats:   

– JPEG:  a higher quality graphic image file (Joint Photographic Experts Group) 
– TIFF: format used to share images between applications (Tag Image File Format) 
– Text: un-encoded human readable characters  
– PDF/PDF-A. (Portable Document Format) 
– MS Office suite (Word, Excel, Access, PowerPoint)  

• Write on or add a label only to the case,  
• Never write or add a label directly to the Disc itself 

 

See: DPA Information Paper: Suitable Media and Formats for Submitting 
eRecords to the Delaware Public Archives 

 

Transferring Electronic Records 



The Transfer Document  

Agency Info 

Record Series 

Info 

Agency Info 
Record Series 

Info 
Retention  

Instructions 
Retention  

Instructions 

Box & Content 

Info 

H: 8 



Transfer Document Sample 



Transporting Records  
NO! 

Secure! No chance of loss! 

Protected from weather!  

Boxes evenly distributed and braced 
against shifting or falling! 

YES! 

Open bed or back that does not close… 

Cargo area exposed to the weather… 

Boxes not properly loaded and braced… 



Destruction Requests  

Destruction Notices are generated by Record’s Officers 
and Authorized Agents to obtain authorization from the 
State Archivist to destroy records in accordance with 
Title 29, Delaware Code § 516 
 
A record may not be destroyed if any litigation, claim, 
negotiation, audit, open records request, administrative 
review, or other action involving the record is initiated 
before the expiration of a retention period involving the 
record 

 



Destroying Records 
• All county and municipal offices must obtain prior approval 

from the State Archivist 
• Approval process includes submitting a DPA Destruction 

Notice and receiving a signed approval in return   
• Content Lists are not required for Destruction Notices 
• DPA provides destruction services for Confidential records at 

no charge  
• Record must be delivered to DPA by the agency  
• Arrangements must be made in advance because capacity is 

limited   



Destruction Requests  

Agency  

Information 

How the records  

will be destroyed 

Record  

Series 

Information 

Comments 
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Destruction Requests  
1. Agency’s Records Officer’s name 

that certifies the records are compliant 
with the retention, audits and are not 

subject to any legal actions or requests 
& the Date   

2. The Signature & Date of the State 
Archivist authorizes destruction of 

the listed records  

3. Agency’s Records Officer’s name 
& Date that certifies the records were 

destroyed at the agency   
OR 

4. The Signature & Date of DPA Staff 
that certifies that it was destroyed by DPA  



Destruction Notice Sample 



Request a Record from DPA 
1. Download a new DPA Records Service Form 
2. Complete the Agency Information 
3. Complete the Delivery Information 

• Records containing a few documents may be scanned and emailed, depending on 
the content 

4. Locate the Record on your agency’s Master Content List for 
that Records Series  

• Contact your analyst for a copy of a Master Content List  

5. Complete the Record Specific portion of the form   
• DPA Box # 
• Agency Box # 
• Year Group of Records 
• Record Series 
• Title of Requested Record  

6. Email the form as an MS Word attachment to rrecords@state.de.us  
 

 



Record Service Forms 

Box # issued  

By DPA  
Box # issued 

 by Agency 

Record Series of  

Requested Record  Year Group  

of Requested  

Record  

Name of Requested Record as it  

Appears in Master Content List 

Facility of  

where record  

is stored 

Agency  

Info 
Delivery 

Information 



Record Service Form Sample H: 10 



Request Considerations 
1. Retain a log to track record requests that have been scanned  

A. Odds are that the requester will ask for it again, and again, and maybe again 
B. Save the scan that is sent to you from the Archives for at least 3 years 
 

2. When requesting student records please include: 
A. The students name, date of birth 
B. What you need from the file e.g. copy of transcript, health, diploma,  last IEP or all IEP’s 

& psychological reports. 
 

3. When requesting Personnel records: 
A. We can scan and email the records to the agency in cases when you only need specific 

items 
B. Saves time  
C. Sent using IronPort security  
D. If we locate the information we will call and get a walk thru of the file to find it 

 
4. Please note on the Record Service Request if a fine will not be returning 

e.g.   “File Not Returning”  
 

 

 



Subscribe to DPA Records and Information 
Management Announcements  

DPA has added a Records and Information Management announcement 
section to the Delaware Notification Service. The subscription service 
enables the Government Services section to provide almost instantaneous 
information to state and local government agencies regarding topics such 
as:  
 
• National and State Emergency weather alerts  (NWS & DEMA) 
• Educational opportunities 
• Responses to FAQs  
• Helpful Records Management Tools 
• Policy, procedure, and general retention schedule updates  
 

Subscribe Today! 
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Questions? 
Kit Carson 

Government Services Manager 
(302) 744-5021 

 
rodney.carson@state.de.us 

archives.delaware.gov 

 



Reference Credits  
• Title 29 Chapter 5 Delaware Public Records Law 
• The Delaware Public Archives website at http://archives.delaware.gov/ 

DPA User’s Guides to: 
– Storage and Use of Archives Boxes 
– Appointment Orders  
– Destruction Notices 
– Record Series Inventories 
– Record Service Forms 
– Transfer Documents  
DPA Information Paper Suitable Media and Formats 
DPA Items Prohibited in Destruction Boxes 
DPA Manual: Preparation of Records for Transfer to DPA 

• ARMA International website at http://www.arma.org/ 
• A Glossary of Archival and Records Terminology, Richard Pearce-Moses, The Society of America 

Archivists (SAA ); website at www.archivist.org, 2005 
• Council of State Archivist website at http://www.statearchivists.org/ 
• National Archives and Records Administration website at http://www.archives.gov/ 
• Indiana Jones and the Raiders of the Lost Ark Warehouse picture  

 
 

 
 

http://archives.delaware.gov/
http://www.archives.gov/
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