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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 1 — STATE ARCHIVIST

DIVISION 1

PROCEDURAL RULES

[ED. NOTE: The administrative rules of the Oregon State
Archivist were transferred from the Oregon State Library to the
Office of the Secretary of State in acco ce with Chapter 439,
Oregon Laws 1973.

ules 166-10-005 thr 166-40-1051 were adopted with
gélxni r]evisions from OAR Chapter 543 on November 21, 1975 as

Notice of Proposed Rule

166-01-000 Prior to the adoption, amendment, or repeal of
any rule, the State Archivist shall give notice of the proposed
adoption, amendment, or repeal:

(1) In the Secretary of State’s Bulletin referred to in ORS
183.360 at least fifteen (15) days prior to the effective date.

(2) By mailing a copy of the Notice to persons on the State
Archivist’s mailing list established pursuant to ORS 183.335(6).

(3) By mailing a copy of the Notice to the following
persons, organizations, or publications:

1-Div. 1

(a) Oregon State Bar Bulletin;

(b) Association of Oregon Counties Bulletin;
(c) League of Oregon Cities;

(d) Oregon Historical Society.

Stat. Auth.: ORS Ch. 183

Hist: OSA 3, f. & ef. 11-21-75

Model Rules of Procedure

166-01-005 Pursuant to the provisions of ORS 183.341, the
State Archivist adopts the Attorney General’s Model Rules of
Procedure Under the Administrative Procedures Act.

Stat. Auth.: ORS Ch. 183

Hist: OSA4,f. &ef. 4-21-76

[ED. NOTE: The full text of the Attorney General’s Model Rules
of Procedure is available from the office of the Attorney General or
State Archivist.]

(December, 1980)
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 5 — STATE ARCHIVIST

DIVISION §

POLICY, PURPOSE, AND DEFINITIONS

Policy

166-05-000 Adequate documentation of the policies and
activities of the state and its political subdivisions is essential
to insure continuation of government and open, efficient
conduct of the public's business. Creation of such documenta-
tion is the responsibility of every public official and agency.
However, after the passage of time, much of the necessary
documentation has no further value to the state or its citizens,
and some of it is duplicated in other offices of the state and its
political subdivisions. Prompt disposal of such valueless
documentation is essential to reduce costs, and to improve the
accessibility of that documentation which has continuing value
for the administration of government, as evidence of legal
rights and responsibilities of the state and its citizens, or for
research purposes of all kinds.

Note: Unlawful destruction of any public record is a crime
punishable under the provisions of ORS 162.305.

Stat. Auth.: ORS Ch. 357 & 192
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Purpose

. 166-05-005 The purpose of these rules is to implement the
provsions of ORS 43.410, 192.005 to 192.170, and 357.825 to
357.895 by providing procedures for the orderly retention and
destrudjon of public records, including procedures for
obtaining lawful authority to destroy, or otherwise dispose of,
public records of no further value to the office which created
or filed them.

Stat. Auth.: ORS Ch. 357 & 192
Hist: OSAS5, f. 12-30-77, ef. 1-1-78

Definitions for Division 10 through Division 40

166-05-010 As used in these regulations unless otherwise
required by context:

(1) “‘Archivist”” means the State Archivist who serves
under the Secretary of State and who administers the Archives
Division which operates the State Archives and Records
Center.

(2) “*Public record” means a document, book, paper,
photograph, file, sound recording, or other material, such as
court files, mortgage and deed records, regardless of physical
form or characteristics, made, received, filed, or recorded in
pursuance of law or in connection with the transaction of
public business, whether or not confidential or restricted in
use. “‘Public record’” includes correspondence, public records
made by photocopying, and public writings, but does not
include:

(a) Records of the Legislative Assembly, its committees,
officers, and employes.

(b) Library and museum materials made or acquired and
preserved solely for reference or exhibition purposes.

(c) Extra copies of a document, preserved only for
convenience of reference.

(d) A stock of publications.

(3) “‘Legislative record’” means a measure or amendment
thereto, a document, book, paper, photograph, sound record-
ing, or other material exclusive of personal correspondence,
regardless of physical form or characteristics, made by the
Leglslatwe Assembly, a committee or employed personnel
thereof, in connection with the exercise of legislative or
investigatory functions, but does not include the record of an
official Act of the Legislative Asembly kept by the Secretary
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of State under Section 2, Article VI of the Oregon Constitu-
tion.

(4) ‘“Agency’” when used alone means either a state
agency or a political subdivision.

(5) “‘Local agency’’ means any officer, department, board,
commission, or institution created by or under the jurisdiction
of a political subdivision of this state.

(6) ‘“Political subdivision’” means a city, county, district,
or any other municipal or public corporation of this state.

(7) *‘State agency’ means any state officer, department,
board, commission, institution, or court created by the
Constitution or statutes of this state. It does not include the
Legislative Assembly or its committees, officers, and em-
ployes.

(8) ““Records’ are individual documents or accounts of
acts, transactions, instruments, or data; written or inscribed on
paper, film, tape, or other media; by hand, mechanically, or
electronically; to preserve evidence, give notice of, or inform
others of events, observations, or instructions.

(9) “‘Record series’’ consist of records accumulated over a
period of time and arranged in an organized file or set of files
which can be described, handled, and disposed of as a unit. A
record series may consist of records of a single type or format,
or of records kept together because they relate to a particular
subject or result from one activity. The physical form of
records in a series may vary; paper, film, or other media
(including computer storage); volumes, folders, reels, etc.
being used at different times. The filing arrangement may be
chronologic, alphabetic, numeric, coded, or any combination
of filing arrangements. A series may, at a particular time,
consist of a single folder, or of hundreds of feet of files. Each
record series must be specifically defined and include only
records with the same retention period.

(10) ““Record copy’’ is the official central, or principal
copy of a record which is maintained by an agency for record
purposes. It is usually retained longer than other working
copies in various offices of the same agency unless the copies
are modified or added to by those offices and serve a different
evidential purpose.

(11) “Exempt records’ are documents which can be
destroyed under ORS 192,170 when no longer needed for
adminstrative purposes and without authorization by the State
Archivist. Included are the following:

(a) Inquiries and requests from the public and answers
thereto not required by law to be preserved or not required as
evidence of public or private legal right or liability.

(b) Public records which are duplicated by reason of their
having been photocopied.

(c) Letters of transmittal and acknowledgement, advertis-
ing, announcements, and correspondence or notes pertaining
to reservations of accommodation or scheduling ‘of personal
visits or appearances.

(12) *“‘Photocopy’ includes a photograph “micr ophoto-
graph, and any other reproduction on paper or film in any
scale.

(13) ““Excluded records’ means records which are
excluded from the definition of public records by ORS
192.005(5)(b), (c), and (d). This includes publications kept for
reference, convenience copies, and stocks of publications or
blank forms.

(14) ““Temporary’’ records are created for the conduct of
public business, but are of little or no value after the lapse of
time.

(15) “Permanent’’ records are those deemed worthy of
permanent preservation for legal, administrative, and research
purposes.

(16) “‘List” is a clear description of the records in
possession of any agency, office by office, record series by
record series.

(December, 1980)
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CHAPTER 166, DIVISION 5 — STATE ARCHIVIST

(17) “‘Retention schedule’’ means either a list published by
the State Archivist in the OAR in which certain common
records or record series are described or listed by title and a
minimum retention period is established for each; or a records
retention and destruction schedule approved by the State
Archivist for the records of a specific agency.

(18) *‘Retention period’’ means the minimum length of
time each successive portion of a record series must be
retained after the file cut-off date established by completion of
the activity recorded, cessation of active use of the records for
reference, or an audit of the records. It applies to all records
filed in each defined record series.

(19) “*Specific authorization’ is the legal authority to
destroy records which are no longer created, or to destroy

records through a particular date or under a particular condi-
tion.

(20) ‘‘Continuing authorization’ is the legal authority to
destroy currently created records at a designated time or upon
fulfillment of specific events or conditions.

(21) “*Security’’ means the insurance of preservation of
public records or writings and legislative records through
copies, including photocopies, filed with the State Archivist.

Stat. Auth.: ORS Ch. 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

2-Div. 5§



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 10 — STATE ARCHIVIST

DIVISION 10

STATE ARCHIVES AND
RECORDS CENTER SERVICES

General

166-10-000 The Archives Division, Office of the Secretary
of State, is administered by the State Archivist. It provides
storage and facilities for public inspection for public records in
the official custody of the State Archivist, storage and retrieval
service for inactive records of state agencies, advice and
assistance on public records problems to any officer of the
state or its political subdivisions, microfilm services to any
agency, and storage and retrieval service for security copy
microfilm or magnetic tape from any agency.

Stat. Auth.: ORS Ch. 357 & 192

Hist: OSA 5, f. 12-30-77, ef. 1-1-78

Definitions for Division 10 through Division 40

166-10-005 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]
Custody of Records

166-10-006 The Archives Division accepts public records
for storage under the following conditions:

(1) The State Archives accepts records which are trans-
ferred to the official custody of the State Archivist in accord-
ance with ORS 357.825 or 357.835. Such non-current public
records are cataloged as records of the agency from which they
were received, and are available for public use in the Archives
insofar as their use is not restricted by law. No records will be
loaned for use outside the Archives except to the agency from
which they were received when required for administrative or
legal purposes.

(2) The State Records Center accepts semi-current public
records from state agencies for storage, but legal custody and
control of the records remains with the state agency from
which they were received or its legal successor. If there are no
statutory restrictions on access to these records, or with the
approval of their official custodian, the State Archivist may,
upon request, provide certified copies, make the records
available to researchers in the Archives search room, or check
them out to an agency for short-term use.

(3) Security copy records deposited in the State Archives
remain in legal custody of the agency from which they are
received. No use of or access to the security copy will be
permitted except to make inspections required to insure
preservation or to produce a working copy for reference use.
If access to the records is not prohibited by statute, the State
Archivist may make a duplicate of the security copy for use by
researchers. Upon request, the State Archivist will return the
security copy to the agency from which it was received, or
furnish the agency a duplicate upon payment of the cost
thereof.

(4) Except as otherwise provided by ORS 357.835(2),
official custody of all records of an agency which'is abolished
or ceases to operate shall pass to the State Archivist, including
records in the State Records Center or Archives Security copy
depository.

Stat. Auth.: ORS Ch. 357

Hist: OSA 5, f. 12-30-77, ef. 1-1-78

Access to Records

166-10-010 Records in the Archives and Records Center
are available for public inspection under the following
conditions:

1-Div. 10

(1) Patrons shall use records in designated search rooms,
observing the rules of the search room, OAR 166-10-015.

(2) The fees and costs as prescribed by the Secretary of
State in OAR 165-40-005 through 165-40-025 shall be charged
for search, copying, and certification services.

(3) An agency may borrow or recover its own records for
administrative and legal purposes in accordance with OAR
166-10-025.

(4) Security records are restricted in use to the reproduc-
tion of a working copy. If the original record is lost, destroyed,
or mutilated, the Archivist will return the security copy to the
office of origin or its successor, or upon request will furnish a
duplicate copy upon payment of the cost thereof. The Archi-
vist reserves the right to make copies of unrestricted security
records in his custody for the use of patrons. Such copies are
available for public inspection under the same conditions as all
other records.

(5) Access to records restricted by law will be limited to
individuals authorized by statute, by the depositing agency, or
by court order.

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75

Basic Rules of the Search Room

166-10-015 Patrons shall observe the following rules for
the protection and control of records:

(1) Patrons shall sign a Use and Loan Record form for
items furnished for their study.

(2) Patrons shall furnish identification and authorization to
the Archivist in order to inspect records restricted under
statutes.

(3) Patrons shall not mark original records.

(4) No person shall smoke, drink, or eat while consulting
records.

(5) Patrons shall notify the attendant when their work is
completed.

(6) With the approval of the Archivist, patrons may use
cameras, copying devices, and other apparatus:

(a) Typewriters and dictaphones may be used without
permission.

(b) Typewriters are available for use by patrons.

(7) When there is a waiting list of patrons, use of microfilm
readers and tape recorders may be limited to one hour,
although legal or administrative research involving deadlines
may be given a priority over other types of research.

(8) Records in the custody of the Archivist are not subject
to copyright, but if confidential or privileged in character they
may not be reproduced without proper legal authorization.
Since there is no restriction on the publication of governmental
records which are non-privileged, no individual can be granted
any type of protective priority for proposed publication.
Acknowledgment in the publication that the original record is
in a record group in the Oregon State Archives will facilitate
future verification of the text.

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA S, f. 12-30-77, ef. 1-1-78

Certification

166-10-020 The form of certification for copies of public
records by the Archivist is as follows:

“I, —, State Archivist of the State of Oregon,
in accordance with the provisions of ORS 43.410, certify that I
have carefully compared the amnexed copy, or each of the
specified number of annexed copies, of each document, or
specified part thereof, listed below with the originals, and that
the same, or each of the same, is a full, true, and correct
copy of a record or writing in the official custody of the State of
Oregon.

(December, 1980)
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Fromtherecordsof

IN TESTIMONY WHEREOF, I have hereunto set my hand
and affixed hereto the Seal of the Office of the State Archivist of
the State of Oregon. Done at the Capitol, Salem, Oregon, this
day of v ADW 19 __ .

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. & ef. 11-21-75; OSA S, f. 12-30-77, ef. 1-1-78

Reference Services

166-10-025 Records in the Archives or the Records Center
may be loaned or returned to the agency of origin, its successor
or other designated agencies, for administrative or legal use
under the following conditions:

(1) Requests from agencies for records or information may
be made by phone, by mail, or in person.

(2) Deliveries to agencies of records as requested will be
made as follows:

(a) Deliveries will be made through the Central Mail
Service of the Department of General Services to agencies
served by that Department.

(b) Postal service will be used for deliveries to agencies
which are not served by Central Mail Service.

(3) An agency may request or authorize the loan or return
of records deposited by it or its predecessor in the Archives or
the Records Center as follows:

(a) Loans of individual files or boxes may be made and a
follow-up system for loaned records will be observed.

(b) If records returned to an agency are to be reactivated,
the agency shall notify the Archives or the Records Center,
and no follow-up will be maintained.

(c) An agency may authorize the Records Center to loan or
transfer a file or files from its records to another agency.

(4) Requests to the Archives or the Records Center for
information from files may be answered as follows:

(a) Information easily found within a known file may be
furnished over the phone.

(b) If searches require professional competency or
judgment, a limited number of files may be loaned to an agency
for study.

(c) Where a request requires research impracticable to be
performed outside of the Archives or the Records Center, the
agency shall perform the research in the Archives or the
Records Center.

(d) Letters from the public can be forwarded by agencies
to the Archives to answer when no problem of professional
competency or judgment is concerned.

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Transfer Procedures

166-10-030 Records may be transferred to the State
Archives or Records Center under the following conditions:

(1) State agency records which meet the following criteria
will be accepted:

(a) Prior approval is required for transfer of records to
either the Archives or Records Center, subject to requirements
for utilization of staff and space.

(b) Each transfer of records must be accompanied by three
copies of a Records Transmittal List (Form 165-Ar-A3). The
original will be signed by the staff and returned to the agency
as its receipt.

(c) Permanent records of archival value with a reference
use of less than once per cubic foot per year, may be trans-
ferred by the Archivist from the Records Center to the
Archives upon notification of the agency of origin or any
SUCCessor.

(d) Permanent records with a reference use between six
per cubic foot per year and once per cubic foot per year are

(December, 1980)

acceptable for transfer to the Records Center. Permanent

records with a higher rate of use should be retained by the
originating agency.

(e) Temporary records must have, at the time of transfer
to the Records Center, a reference use of not more than six per
cubic foot per year. If used more frequently, the records
should be retained in the agency.

(f) Temporary records must have, at the time of transfer to
the Records Center, a destruction date at least two years from
the time of transfer.

(g) If the bulk of long-term record series can be materially
reduced by weeding prior to transfer to the Records Center,
the agency which transfers the records is responsible for the
reduction. Weeding of records in the Records Center prior to
transfer to the Archives is the responsibility of the Archive
staff.

(h) Annual shipments of records other than for security
purposes are preferred, especially for continuation of record
series already in the Archives, or for record series subject to
destruction by the Records Center staff at a particular date.

(2) State agencies transferring records to the Archives or
the Records Center are responsible for the preparation of
shipments as follows:

(a) Unbound standard letter or legal sized records must be
packed in ‘‘archival’’ boxes. All records are to be in proper
sequence, in original folders or in folders easily identifiable.
For ease of reference boxes must not be overpacked.

(b) Bound records may be transferred without boxing.

(c) Before non-standard size records and other records
requiring special handling or packaging are transferred, a state
agency shall consult with the Archives or Records Center.

(d) All records placed in a single carton which are sent to
the Records Center must be of one series, subject to the same
retention period.

(e) Each *‘archival’ box shall be labeled in the upper right
hand corner on the long side with the name of the transferring
agency, a brief description of the contents, and a shipment box
number. Other cartons or packages shall be labeled with
similar information, and the placement of labels on the carton
shall be checked with the staff of the Archives or Records
Center.

(f) Records to be interfiled in a series already in the
Archives or Records Center, must be sent in properly labeled
“‘archival’ boxes. If they are to be interfiled in an alphabetical-
ly arranged series, chronological cut-off dates of 5, 10, or
similar blocks of years must be established by the agency to
limit the eventual size of any single alphabetic file. The
transferring agency may be asked to furnish personnel for such
interfiling in the Records Center.

(3) Security records acceptable to the State Archivist can
be shipped by all agencies to the Archives whenever they are
ready for transfer subject to the following conditions:

(a) When there is a space problem an agency regularly
depositing security records has priority over agencies making
initial or irregular deposits.

(b) Security records on microfilm must be original silver
base negative or positive copies reserved for duplication only,
and must be of archival quality as established by the American
National Standards Institute.

(c) Special arrangements for receipting may be made
depending upon the size and nature of the shipment.

(4) Records of political subdivisions of the Territorial
period or of prime significance may be accepted for transfer to
the Archives subject to space limitations. The application of
shipping instructions in section (2) will depend upon circum-
stances of shipment.

Stat. Auth.: ORS Ch. 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

2 -Div. 10
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Microfilming Service

166-10-035 The Archives Division provides microfilming
services at cost to any agency, as authorized by ORS 192.072.
These services include:

(1) Microfilming of records in accordance with American
National Standards Institute (ANSI) and requesting agency
specifications. Facilities are available for planetary camera
filming of bound volumes and flat records up to 37" x 527,
rotary camera filming of unburst computer printout up to 18"
wide at reduction rations of 24x or 32x, and rotary camera
filming of documents from 3" x 5" to 12" x 15" at reduction
ratios of 24x or 32x.

(2) Production of diazo duplicates of 16mm or 35mm roll
microfilm.

(3) Processing of 16mm and 35mm exposed microfilm
rolls.

(4) Making residual thiosulfate (hypo) determinations
using the Methylene Blue Test procedure.

(5) Measuring film density and resolution.

(6) Providing training and advice for agency microfilming
technicians.

Stat. Auth.: ORS Ch. 192
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Archives Security Copy Depository
166-10-040 The Archives Division provides, without
charge therefor, controlled-environment storage for security

3 -Div. 10

copy microfilm for all agencies, in accordance with ORS
192.070, for computer magnetic tapes from state agencies, and
for sound-recording magnetic tapes of the Legislature.

(1) Acceptance of security copies for storage is subject to
availability of space.

(2) No reference use of security copy microfilm or sound
recordings will be permitted, and use of computer magnetic
tapes is limited to the agency of origin.

(3) Prior arrangements must be made for each shipment of
security copy microfilm.

(4) Continuing procedures may be established for ship-
ments of magnetic tapes including turn-around arrangements
for cumulative records.

Stat. Auth.: ORS Ch. 192
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Sound Recording Duplication Service

166-10-050 The Archives Division provides, at cost,
duplicating service for magnetic tape sound recordings on
standard one quarter inch tape on reels up to 7 inches in
diameter or stancard ‘‘music’’ cassettes. Recordings can be
transcribed from reel to cassettes or cassettes to reels, and
playback speed can be changed by transcription within the
limits of standard recorders.

Stat. Auth.: ORS Ch. 192
Hist: OSAS, f. 12-30-77, ef. 1-1-78

(December, 1980)
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DIVISION 20

THE PROTECTION AND STORAGE
OF PUBLIC RECORDS

Purpose

166-20-005 This Division defines storage and conditions
which are acceptable for the use, storage, and protection of
public records in Oregon.

Stat. Auth.: ORS Ch. 357
Hist: OSA 2, f. & ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Terms of Custody

166-20-010 The term “‘public records' as used in statutes
and rules pertaining to disposition of public records means
records which are the property of the public. Alienation of
public records is prohibited by public policy and statute.
Custodians of public records are specifically charged by statute
with the responsibility of protecting them, and, except as
expressly provided by statute, furnishing reasonable opportu-
nities for inspection and examination of them by any person:

(1) Agencies of the state and its political subdivisions are
responsible for public records in their custody, wherever
deposited, until the records have been transferred to the
official custody of the State Archivist or otherwise disposed of
as authorized by law.

(2) When a state agency is abolished or ceases to operate,
its records shall be transferred to the custody of the State
Archivist, except as otherwise provided by ORS 357,835(2).

(3) Records deposited in the State Records Center or State
Archives Security Copy Depository remain in the legal custody
of the agency which deposited them and the Archives Division
acts as an agent of the depositing agency.

Stat. Auth.: ORS Ch. 357

Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Storage Area Standards

166-20-015 Safe, economical storage of records requires
compliance with the following standards:

(1) Records should be stored in fire-resistant structures or
areas in which the temperature and humidity are maintained at
the levels required to insure optimum longevity of the paper,
film, or tape on which they are recorded. Adequate light and
access must be provided to permit retrieval of records.
Adequate ventilation and protection against insect or mold
invasion is required. Steam, water, and sewer pipes, other than
fire-control sprinkler systems, pose extreme hazard to records.
No records of enduring value should be stored where heat,
breaks, drips, or condensation from pipes could damage them;
where windows, doors, walls, or roofs are likely to admit
moisture; or where they will be exposed to sunlight or extreme
temperature variations.

(2) Aisle space in records storage areas must be kept free
of obstruction, and no records should be stacked or piled
directly on the floor of any storage area. All records should be
shelved above initial flood level of any bursting pipe, leaky
roof, sprinkler system, or other source of water.

(3) Care and supervision of record storage areas should be
the responsibility of one person, who should receive all
additions to storage and require that all containers be correctly
labeled to show originating office and contents, Records
should be arranged so that the files of each originating office
are together. They should not be co-mingled with non-record
materials such as stocks of supplies, publications, physical
court exhibits, damaged furniture, etc.

(4) Facilities for study of the records should be provided
within the records storage area, or in a convenient location to

1-Div. 20

which selected records can be removed. Tables or desks, with
adequate lighting, should be provided.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Archives and Records Centers

166-20-020 Public records which are not actively used by
the office which created or filed them can be most economical-
ly controlled and serviced in a centralized facility:

(1) The State Archives and Records Center provide such
facilities, control, and retrieval service for records of state
agencies, and for a few selected records from political
subdivisions.

(2) Institutions of the State System of Higher Education
have established archives for their own permanently valuable
records, to which they add records of private origin which
relate to the history of the institution, its faculty and students,
or to academic or research interests of their communities.

(3) Counties and other political subdivisions may and have
established their own archives or records centers, and may by
charter or ordinance, officially delegate custodial responsibility
to the official supervising such facilities. Transfer of custody
of records is simplified when the county clerk or similar
statutory custodian is designated supervisor of the centralized
records facility.

(4) Political subdivisions which have a library or historical
society under their jurisdiction may elect to designate such
facility a repository for non-current records preserved for their
historical or research value, but care must be exercised to
avoid alienation of the records and to provide for certification
of copies by the official custodian of the records as required by
ORS 192.440 and control of access, as limited by ORS 192.500
or other applicable statute.

(5) Initial deposits of records in the archives or repository
serving a local agency should include the original copies of
records selected for prime historical interest relating to the
beginnings of the political subdivision even though destruction
of the records has been authorized because they have been
microfilmed or because the required retention of the series to
which they belong has expired.

(6) In addition to using the Archives and Records Centers
effectively, many state and local agencies can achieve
considerable savings by establishing records retirement centers
within their own facilities for early retirement of records from
active office space. Such centers can efficiently service
records which are too frequently used for transfer to the
archives or records center, provide a collection and assembly
point for transfers, and reduce the cost of storing inactive
records until expiration of the required retention when the
remaining period is too short to make the cost of transfer
worthwhile.

Stat. Auth.: ORS Ch. 357

Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Transfer Procedures
166-20-025 [OSA 2, f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Return of Active Records

166-20-030 Where records transferred to the State
Archivist become administratively active to the extent that it is
impracticable to retain them in the Archives, the records may
be returned to the transferring agency.

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78
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Requisition of Records

166-20-035 When the State Archivist has determined that
records no longer required for the discharge of duties by the
official custodian are stored where they are no longer available
for use or which are dangerous to the safety and protection of
the records, or where no safe storage is available, he shall
requisition them for transfer to his custody if they are of value
for legal, administrative, or research purposes.

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. & ef. 11-21-75; OSA §, f. 12-30-77, ef. 1-1-78

Records of Unofficial Associations

166-20-040 Records of unofficial associations consisting
primarily of public employes are not public records:

(1) State or local archives may accept the records of an
unofficial association where the records are illustrative
materials of value for legal, administrative, or research
purposes.

(2) Records of an existing association must be accompa-
nied by the written authorization of the association.

(3) If the Archivist determines that records have insuffi-
cient value to warrant permanent preservation, the records will
be returned or will be destroyed or otherwise disposed of
where authorization is given.

(4) Records of officers of national associations and
records of Oregon associations whose members are not
primarily public employes may not be transferred to the
archives unless they have special value as illustrative materials
for legal, administrative, or research purposes.

Stat. Auth.: ORS Ch. 357

Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Photocopies

166-20-045 Use of photocopies, as authorized by ORS
192.040 through 192.070, to insure protection or reduce the
bulk of permanent records requires strict adherence to the
following standards:

(1) Paper stock on which the records are recorded must be
of permanent record quality, without any trace of acidity,
lignin, or raw ground wood fibres, and the recording process
used must result in penetration of, or smudge-free adherence
to, the paper by a permanent recording media.

(2) Photographic prints must be thoroughly fixed and
washed to remove all excess silver salts and residual hypo.

(December, 1980)

(3) Microfilm stock, exposure, and processing must meet
the American National Standards Institute (ANSI) standards
for archival quality microfilm. Microfilm aperture cards or
jackets and diazo or vesicular microfilm are not acceptable as a
permanent record copy, but are acceptable for working copy
(reference) use.

(4) A carefully proofed security copy and at least one
working copy are required before original records may be
destroyed in accordance with ORS 192.170.

(5) Security copy microfilm shall not be used for any
purpose other than production of duplicate copies of the film
for use as working copies.

Stat. Auth.: ORS Ch. 357

Hist: OSA?2,f. &ef. 11-21-75; OSA 5, . 12-30-77, ef. 1-1-78

Machine Language Records

166-20-050 Records written in machine language must be
prepared and stored under very carefuly controlled conditions:

(1) Such recerds may be temporarily stored in a data
processing memory or other computer on or off line device as
stated in ORS 43.370 and 43.470.

(2) No special preparation or processing is required for
storage of machine language records in controlled environment
conditions for the following periods:

(a) Punched cards — 10 years;

(b) Punched tape — 3 years;

(c) Disc pack or magnetic tape — 1 year.

(3) When it is known that machine language records must
be retained for periods longer than those specified in section
(2) of this rule, thev must be transcribed to reels of archival-
quality magnetic tape prepared, handled, and stored in
accordance with the procedures and standards contained in the
Handbook of Recommended Environmental ,Conditions and
Handling Procedures for Magnetic Tape, copies of which are
available from the Archives Division.

(4) Records for which permanent retention is required
must be printed out in the English language on permanent
record quality paper or microfilm. Periodic printout of
permanent cumulative records on at least an annual schedule is
required.

Stat. Auth.: ORS Ch. 357

Hist: OSA?2,f. &ef. 11-21-75; OSA S, f. 12-30-77, ef. 1-1-78
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DIVISION 30

RECORDS MANAGEMENT PROCEDURES

General

166-30-005 These regulations prescribe procedures for
obtaining lawful authority to destroy or otherwise dispose of
public records and specify procedures for such authorized
disposition. They apply to all records filed in any office of the
state or its political subdivisions, or in the custody of any
public official, except those records which are identified by
statute as permanent, or to be preserved, and records which a
statute specifically states may, or must, be destroyed after a
specified time or event.

Stat. Auth.: ORS Ch. 192 & 357

Hist: OSA?2,f. & ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Ratification of Previous Authorizations

166-30-010 Under the provisions of ORS 192.105(3) as
amended by Chapter 146, Oregon Laws 1977, Regular Session,
the State Archivist hereby ratifies all outstanding continuous
authorizations to destroy records granted by any state agency,
the State Archivist, or any board of county commissioners to
state agencies, schools, school districts, soil and water
conservation districts, or county officials and offices. Insofar
as they are not modified or repealed by rules adopted by the
State Archivist, at this time, they will remain in effect for the
agencies to which they were granted until amended or repealed
by later action of the State Archivist.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSA2,f. &ef. 11-21-75; OSA S, f. 12-30-77, ef. 1-1-78

State Agency Procedures
166-30-015 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Appointment of Records Officer

166-30-016 To establish a records management program to
insure orderly retention and destruction of all public records,
whether current or non-current, and to insure the preservation
of public records of value for administrative, legal and
research purposes, each agency should appoint, or designate, a
Records Officer to organize and supervise records scheduling,
retirement, central storage, and destruction. Additional
Records Officers may be appointed for major subdivisions of
each agency. The State Archivist will provide training and
guidance for Records Officers so appointed and route all
contact with the agency through them.

Stat. Auth.: ORS Ch. 357
Hist: OSA 5, f. 12-30-77, ef. 1-1-78

Approval
166-30-020 [OSA?2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]
Inventory and Appraisal

166-30-021 To insure accurate identification and evaluation
of their records, each agency will:

(1) Prepare an inventory of all record series of each of
their organizational units, including the records of any other
agency in their possession. Each record series will be identified
and defined on a separate Records Inventory (or Appraisal)
form provided by the Archives Division. A description of the
physical form, data content, purpose, use, and relationship of
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the records in each series to other series (if any) will be entered
on this form to clearly identify and differentiate the record
series from other series, and any known duplication of the data
content in other record series will be stated. Samples may be
attached to illustrate the nature of the record series.

(2) Make an initial determination of the value of each of
their record series, considering only the length of time the
records are needed by the agency for its own legal, adminstra-
tive, or research purposes. Where records are accumulated
within an agency in duplicate or multiple series for administra-
tive purposes, the agency shall designate one of the series the
Record Copy to be retained the longest.

Stat. Auth.: ORS Ch. 357
Hist: OSA S, f. 12-30-77, ef. 1-1-78

Prior Audit of Fiscal Records
166-30-025 [OSA 2, f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Scheduling Retention and Destruction

166-30-026 Authorization for retention or destruction of
public records must be obtained as follows:

(1) No authorization is required to destroy records which
are excluded from the definition of public records. (OAR
166-05-010(13).)

(2) No further authorization or approval is required for
retention or destruction of any records which are identified by
statute as permanent, or to be preserved, and records which a
statute specifically states may, or must, be destroyed after a
specified time or event.

(3) If any of the record series identified during the
inventory are listed in an applicable General Schedule (OAR
166-30-036) the agency may destroy any records from such
series which have been retained longer than the minimum
period specified in the published rule if they are of no further
value to the agency. A copy of the appraisal form for the
record series must be filed with the State Archivist before
records retired from the series will be accepted by the State
Archives and Records Center and should be so filed to insure
proper evaluation of other record series.

(4) Record series for which retention periods have not
been established by statute or rule must be listed by title with
agency proposed retention periods on a Records Retention and
Destruction Schedule form provided by the Archives Division.
Both copies of this schedule must be signed by the head of the
agency or the records custodian designated by statute unless
authority has been delegated to a designated Records Officer
to make final determination of the duration of the agency’s
own need for the records. The schedule, in duplicate, with one
copy of the appraisal form for each record series listed
attached to each copy of the schedule, shall then be forwarded
to the Archives Division, 1005 Broadway NE, Salem, Oregon
97310 for approval by the State Archivist.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Method of Destruction
166-30-030 [OSA?2,f. &ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Approval of Schedules

166-30-031 Upon receipt by the Archives Division, a
control number will be assigned to each Records Retention and
Destruction Schedule. The appraisal form for each records
series will be reviewed to insure that the records are properly
identified and adequately described, and an evaluation of the

(December, 1980)
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value of the records will be made from the content of the forms
and such further investigations as may be necessary. The State
Archivist will determine the duration of the value of the
records for any administrative, legal, or research purpose of
any agency of the state and its political subdivisions or its
citizens, considering the existence of duplicate series in other
agencies, and establish appropriate minimum retention periods
for each record series. In no case will this period be less than
that recommended by the submitting agency unless their
approval is obtained by coordination. Any amendments,
including longer retention periods, and coordinated shorter
periods will be entered directly on the schedule, with the
Archivist's initials. Approval of the schedule, as amended, will
be indicated by the signature of the State Archivist in the space
provided on the form. One copy of the approved schedule,
with its associated appraisal forms, will be returned to the
agency; the other, and one copy of the appraisal forms, will be
retained by the Archives Division.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Archives or Records Center
166-30-035 [OSA2,t. &ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

General Schedules

166-30-036 Records Retention and Destruction Schedules
published in subsequent divisions of this Chapter (or in rules
promulgated by other state agencies with the concurrence of
the state Archivist) prescribe minimum retention periods for
many record series which are common to all agencies, or to all
agencies or offices performing the specified functions.

(1) These schedules supersede authorizations granted prior
to their effective date to individual agencies or institutions for
disposition of the same records.

(2) Agencies may (but are not required to) list record series
from these schedules with their other record series (for which
retention periods have not been established) in Records
Retention and Destruction Schedules submitted to the State
Archivist for approval. This procedure effectively consolidates
all authorizations in a single document and will insure that
application of the General Schedules is proper, for the
Archives Division will review all record series listed in the
Schedule submitted.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Non-Record Documentation and Correspondence
166-30-040 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Prior Audit of Fiscal Records Required

166-30-041 No records of fiscal transactions shall be
destroyed, even though the required minimum retention period
has passed, until after the required audit for the period covered
by the records has been completed and the auditor has released
the records for destruction. If federal funds are involved,
records retention requirements of the United States Govern-
ment must be observed if they require longer retention than the
state. Computer tape and disc records of fiscal transactions
must be retained until after audit even though paper or
microfilm printouts of the records exist, unless the responsible
auditor approves earlier disposal of them, except for specific
generations or intermediate processing tape or disc records
which are scheduled for earlier disposal in the General
Schedule for Computer Records.

(December, 1980)

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSAS, f. 12-30-77, f. 1-1-78

Suspension of Scheduled Records Destruction

166-30-045 Upon receipt of a request from the Attorney
General, a District Attorney, or the governing body of an
agency, the State Archivist will immediately suspend sched-
uled destruction of records from any specified record series
until further notice. Suspensions may also be ordered, or
authorizations be cancelled, for other reasons such as acciden-
tal loss of a duplicative record series or governmental reorgani-
zations which change the value of particular record series.
Notice of any such suspension or cancellation will be furnished
the agency Records Officer and the office concerned.

Stat. Auth.: ORS Ch. 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

Records Retirement and Purging

166-30-050 Regular retirement and purging of records from
current files is essential to maintain efficiency.

(1) File clerks should promptly remove and dispose of
superseded, rescinded, or expired records from record series
for which a retention period of ‘‘Current’’ has been authorized.

(2) Records officers should establish and require a purging
of files at least annually, at the end of a calendar year or a
fiscal year, to remove and dispose of all excluded and exempt
records.

(3) Retirement of records from active files should be
regularly scheduled to coincide with the end of the calendar, or
fiscal year. This file cut-off is necessary to establish the
beginning of time-duration retention periods, and to permit
logical-sequence transfer of records to Archives or Records
Center storage areas. All retention periods start the first day
after the end of the calendar period in which the records were
filed or in which the specified event occurred.

(4) Some specified event retention periods (such as “‘after
case is closed’” —- 3 years) require that some records be
transferred to another record series for retention upon
completion of the event or during scheduled file screening and
purging periods. Transfer to the ‘‘Correspondence, Policy and
Historical’’ or ‘‘Reports and Studies, Historical’’ series is also
recommended for records from any permanent record series
which generate only a few folders of records to be retired each
year. Description of the records to be transferred, stipulation
of the record series to which they will be transferred, and
specification of the event or time which will trigger the transfer
must be included as part of the record series description on the
appraisal form.

(5) Permanent retention does not imply that records must
be retained in the active file or that the record series will
always be created and maintained. Those which have been
superseded, rescinded, or which have become inactive should
be retired to storage during the regular file purging and
retirement. If maintenance of the record series is discontinued,
a revised appraisal form will be prepared and submitted to
record the cut-off date, and a cross reference to any substitut-
ed series.

Stat. Auth.: ORS Ch. 357
Hist: OSA S5, f. 12-30-77, ef. 1-1-78

Disposal of Records

166-30-060 A Records Retention and Destruction Schedule
approved by the State Archivist, or an applicable General
Schedule published in these rules, is an authorization for an
agency to destroy records which are older than the specified
period of retention, subject to the prior audit requirements of
OAR 166-30-041 and any suspension ordered under the
provisions of OAR 166-30-045. Disposal of such records, and

2-Div. 30
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records eligible for destruction under the provisions of any
statute shall be by:

(1) Shredding, pulping, or incineration. Records which are
confidential by law, records which contain derogatory
information about citizens or their organizations, and negotia-
ble instruments (even when cancelled or satisfied in writing)
must be destroyed by shredding, pulping, or incineration. The
destruction should be supervised and witnessed by a responsi-
ble employe of the agency.

(2) Recycling. Records of a non-sensitive nature may be
sold or traded for recycling of the fibre or chemical they
contain, provided that the sale or trade agreement includes
provisions to insure that the records are promptly converted
into a form which precludes use of the information they
contain. Confidential records which are not highly sensitive in
nature may also be sold or traded for recycling of their fibre or
chemical content, if the agreement includes provisions
requiring secure transit to and handling by the contractor;
prompt processing of the records by the contractor to fully
obliterate the data they contain (by shredding, pulping, or
incineration), posting of a bond or undertaking by the contrac-
tor to indemnify the agency against any claims or actions
resulting from his failure to protect the confidentiality of the
records, and a provision precluding sale, transfer, or delivery
of the records to a third party prior to data obliteration.

(3) Deposit in a Library or Museum. The originals of
records which have been microfilmed in compliance with ORS
192.040 to 192.070 and OAR 166-30-070, and other records
which have continuing local historical value although destruc-
tion is authorized, may be deposited in a Library, Museum, or
Historical Society if disclosure of the record is not prohibited
by ORS 192.500 and the depository agrees to comply with ORS
162.305, 192.420, and 192.430. Agreements for such deposits
must stipulate that the depository cannot sell or otherwise
dispose of the records except by lawful and complete destruc-
tion or by returning them to the depositing agency.

Stat. Auth.: ORS Ch. 192 & 357

Hist: OSA S, f. 12-30-77, ef. 1-1-78

Destruction by State Archives or Records Center

166-30-065 Records in the State Archives or Records
Center may be destroyed by the Archives staff under the
following conditions:

(1) Duplicate copies, publications, and other excluded,
exempt, or non-record materials will be removed from files
(purged, weeded) during processing of Archives accessions
and shall be destroyed.

(2) Records microfilmed by the Archives staff for other
agencies in accordance with ORS 192.072 may be destroyed,
with the concurrence of the agency to which the records
belong, after the job is satisfactorily completed.

(3) Records in the Records Center which are scheduled for
destruction will be destroyed only after receipt of confirmation
of authorization and approval of the depositing agency or any
successor. When records are accepted **for Destruction Only"’
the Transmittal List must contain this confirmation and
approval.

(4) Records in the Archives which are scheduled for
destruction will not be destroyed without explicit approval of
the State Archivist. e

(5) If the State Archivist finds that records in his custody
do not warrant further preservation, he will obtain approval of
the depositing agency, successor, or the Attorney General.

(6) The Archives and Records Center staff will destroy all
records in compliance with OAR 166-30-060, and a record of
each destruction (other than weeding) will be furnished to the
depositing agency or its successor.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78
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Microfilming

166-30-070 Microfilming is economically feasible and
recommended to insure against the loss or accidental destruc-
tion of records by providing an extra, secure, copy, to provide
extra distribution of use copies of voluminous records, to
reduce retrieval time for heavily used records (if used in
conjunction with automatic or computer-index records location
systems), as a means for creating a record of documents which
are forwarded to another office or are returned to their source,
or as a substitute for a computer paper printout. Microfilming
solely to reduce the bulk of records for storage is not economi-
cally feasible unless the duration of the required retention
period is so great that the cost of storage in an Archives or
Records Center will exceed the cost of creating and storing the
microfilm.

(1) A security copy of every reel or fiche (sheet) of
microfilm of record series which have a required minimum
retention period of more than 10 years must be made and
stored in accordance with the American National Standards for
Microfilm for Archival Records. The security copy must be
reserved and used solely as a master for making working copy
duplicate film when required.

(2) Working copies of microfilm, and microfilm of
temporary records to be held less than 10 years, may be made
in accordance with agency standards and requirements for the
retention of the records, including the option of using any film,
processing system, or storage containers the agency may
select.

Stat. Auth.: ORS Ch. 192 & 357

Hist: OSA S, f. 12-30-77, ef. 1-1-78

Magnetic Tape Data Records

166-30-090 When it is known that a reel of magnetic tape
containing machine-language records will be stored in excess
of one year, it will be prepared, handled, and stored in
accordance with the procedures and standards contained in the
Handbook of Recommended Environmental Conditions and
Handling Procedures for Magnetic Tape, copies of which are
available from the Archives Division.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSA S, f. 12-30-77, ef. 1-1-78

General State Schedules For
Retention and Destruction
of Records

Use and Effect
166-30-100 [OSA?2,f. &ef. 11-21-75;
Repealed by OSA §,

f. 12-30-77, ef. 1-1-78]

Schedule of State Administrative Documents
166-30-105 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Schedule of State Fiscal Records
166-30-110 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Schedule — Appointing Authority, Personnel Records
166-30-120 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

(December, 1980)
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Retention Schedule for Clerk
of the Court Records

Retention Schedule Clerk of the Court Records General
166-30-200 [OSA2,f. &ef. 11-21-75;
Repealed by OSA §,
f. 12-30-77, ef. 1-1-78]

Jury and Witness Records
166-30-205 [OSA 2, f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

District and Justice of Peace Court Financial Records
166-30-210 [OSA 2, f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

(December, 1980)

Retention Schedule for District
Court Judicial Records

District Court Records
166-30-240 [OSA 2, f. & ef. 11-21-75;
Repealed by OSA S,
f. 12-30-77, ef. 1-1-78

Retention Schedule for Justice
Court Judicial Records

Justice Court Records
166-30-250 [OSA 2, f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef . 1-1-78]

Retention Schedule for Records
of the District Attorney

Records of the District Attorney
166-30-275 [OSA 2, f. & ef. 11-21-75; Repealed by OSA
5

f.12-30-77, ef. 1-1-78]
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DIVISION 40
GENERAL SCHEDULES
General
166-40-005 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]
General

166-40-006 The records retention and destruction sched-
ules contained in this division prescribe minimum retention
periods for many ‘housekeeping’’ records common to all
agencies, and for certain ‘‘program’ records common to all
agencies or offices performing the specified functions. In each
of the schedules, some records series are listed with alternate
(variant) titles in parenthesis, and a brief description of the
contents of some series is given, to aid in identification.

(1) Permanent records identified in these schedules shall
be retained in the office concerned as long as they are actively
used by those offices. When inactive they should be trans-
ferred to an archives or records center. See OAR 166-20-020.

(2) These schedules authorize destruction of records for
which permanent retention is not prescribed upon expiration of
the stated period or fulfillment of the stated condition. Records
identified in the schedules may be retained longer than the
minimum period indicated but may not be destroyed prior to
expiration of the required retention period.

(3) A special schedule approved under the provisions of
OAR 166-30-026(4) and 166-30-031 for an individual agency
after the effective date of a general schedule supersedes the
general schedule insofar as it applies to the same record series.

(4) Microfilm may be substituted for amy paper or
magnetic tape records, if it is made in compliance with OAR
166-30-070. The same retention period applies to microfilm
copies.

Stat. Auth.: ORS Ch. 192 & 357

Hist: OSA S5, f. 12-30-77, ef. 1-1-78

Definitions

166-40-010 In addition to the definitions contained in OAR
166-05-010, the following definitions apply to this division:

(1) ““Current”” when specified as the minimum retention
period means that superseded, rescinded, expired, or no longer
useful records may be removed from the files and may be
destroyed.

(2) ““Housekeeping Records’’ means records which relate
to budget, fiscal, personnel, supply, and similar administrative
or facilitative operations normally common to all agencies, as
distinguished from program or substantive records that relate
to an organization’s primary functions.

(3) “‘Program Records’’ means records created and
maintained by an agency in the conduct of the substantive
functions for which it is responsible. The term is used in
contrast with housekeeping or facilitative records.

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Authorizations to Destroy
166-40-015 [OSA2,f. & ef. 11-21-75;
Repealed by OSA §,
f. 12-30-77, ef. 1-1-78]

1-Div. 40

Record Omitted From These Regulations

166-40-020 [OSA 2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]
County Retention Schedules
166-40-025 [OSA 2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]
Destruction
166-40-030 [OSA2,f. & ef. 11-21-75;

Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Administrative, Legal and Research Files
166-40-050 [OSA?2,f. &ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Non-Record Documentation and Correspondence

166-40-055 Many office files contain written materials
which are not records within the meaning of ORS 192.005.
Disposal of these materials does not require an authorization in
accordance with ORS Chapter 192, but transfer or donation of
printed items or objects to a library, historical society, or
museum is recommended. Excess copies should be destroyed
when no longer needed. Care must be exercised in disposal of
some of these materials to avoid inadvertent disclosure of
information which is confidential under the provisions of ORS
192.500.

(1) Books, periodicals, and other publications used for
library purposes.

(2) Stocks of outdated publications and forms.

(3) Publications and advertising materials of companies
and other agencies.

(4) Museum materials such as mockups and models used
for exhibition or display purposes, other than court exhibits.

(5) Courtesy and information copies of correspondence,
studies, reports, etc. which are no longer current and have not
been the basis of any action by the receiving office.

(6) Membership files in professional, occupational, service
or community associations, organizations or clubs, are
personal records of the member of the staff concerned. If
members become officers or committee chairman, their files
relating to that service may be records of the organization
concerned. Retenticn is the responsibility of the individual or
organization.

(7) Informational documentation, unpublished, such as
mailing lists, directories, comparative documentation from
other jurisdictions, and propaganda upon which no action was
taken.

(8) Convenience copies, which are extra copies of a
document that are distributed to and retained by individual
employes or offices solely for convenience of reference.

(9) Printing masters, stencils, punched paper tapes, tab
cards, computer tapes, stenographic notes, and dictating
machine records which are used solely as a means of transfer-
ring data from one media to another, and are fully transcribed
in the process.

Stat. Auth.: ORS Ch. 357
Hist: OSA?2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

(December, 1980)
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Records Retention
and Destruction Schedule

Administrative Documents

16640-060 This schedule includes Directives and formal
documentation filed in the general administrative office of any
agency or required filing office (Secretary of State, County
Clerk, City Auditor or Recorder, etc.) and general administra-
tive (housekeeping) records which relate to facilitative
operations common to all offices (as distinguished from
program or substantive records that relate to primary functions
of an office).

Minimum
Retention
Record Series Period
(1) ADMINISTRATIVE ORDERS
of state agencies:
(a) Agency file of orders
adopting, amending or repealing
rules with supporting documents
(notices, copy of rule or
amendment adopted, minutes
and record of hearing, if
YT | 111 1=¢ ) P T Permanent
(b) Copy filed with the Secre-
tary of State. After repeal. .........cvvveviiiiiineceiiininnennns 7 years
(c) Orders in contested CASES ......c.evvirerivenuinarnnns 10 years
(d) Sound and mechanical
recordings of hearings:
(A) Fully transcribed. ... o v soswsisinisismsvicoassis 90 days
(B) Summarized in findings. ........ccociiiiiiiiiiianinnn. 5 years

(SEE ALSO: Orders, Ordinances & Resolutions)

(2) AGREEMENTS OR CONTRACTS:
(a) For cooperation with

other government agencies.

Original COPY....uiviiiiiiiiiiiiiireiie e iereaasanas Permanent
(b) For research or technical

advisory services provided

by private persons, businesses

or other agencies. After

MATUTTEY covis smmmmas o svsees i ommes Sovssss SomRERs FRY VIR SIPRVEENTE 7 years
(c) For maintenance of equip-

ment. After period of service

and maintenance completed

SatISTACIOTIIY: s sovpses o ovms s ovivess savnis savanas o TR v davd 2 years
(d) Fiscal office copy. After

F30t:110 ) 1 Y 7 years
(e) All other copies. After

MAITIEY 5 sssmses svsnsamemmmmans vics v avemessgs sy eRspRiNT e saews 2 years
(3) BOND AUTHORIZATION FILE ............ Permanent

Includes authorization, sup-
porting financial data, con-
tracts or sale agreements, and
specimen or sample copy of
bond for each issue of bonds
sold as evidence of agency
indebtedness.

(4) BONDS, FIDELITY,
PERFORMANCE, OR POSITION,
posted by elected officials,

Record Series

individual employes, or groups

OfemplOYes seves sosmeniss rasmmes FaSiyisstnie

(5) CHARTER, AND

AMENDMENTS THERETO.................

(6) CONSTRUCTION CON-
TRACTS (With Specifications
and Change Orders):

(@) Record COPY .ovvveveveinieniiriaianennn.

(b) Other duplicate copies.

After acceptance of construction.............

(7) CORRESPONDENCE,

POLICY AND HISTORICAL................

Includes copies of letters
sent and received, notes,
memoranda, and formal docu-
ments which state or form the
basis for policy, set precedent,
or record important events in
the operational and organizational
history of the agency and its
subordinate offices. This series,
organized by subject, must
usually be deliberately created.
Agency procedures should be
established to insure filing of
copies or pertinent records in the
series, and to provide for trans-
fer of records from subordinate
offices and other record ser-
ies to the agency Policy and
Historical file during regularly
scheduled file purging and
retirement. This record series
can be used very efficiently to
consolidate small annual accum-
ulations from other permanent
record series for retirement to
archives storage.

(8) CORRESPONDENCE,

FISCAL.. ...cioncuvimmevmonvons vomouns niossamiiciivns

Contains copies of letters
sent and received pertaining to
accounts payable or receivable,
or to private or public fiscal
obligations. After payment or
when determined unrecoverable.

(9) CORRESPONDENCE,

ROUTINE:......co. cvnms i snmsinsun msmns OS5 paaR5 w3

Includes copies of letters
sent and received, notes,
acknowledgments, transmittals,
and memoranda which pertain
only to completed routine mat-
ters handled in accordance with
existing policy and procedures.
May be weeded from case files
or from correspondence files
which also contain policy and
historical or fiscal material.

(December, 1980) 2 -Div. 40

Minimum
Retention
Period

................ 25 years

Permanent



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166—40—050} Minimum
Retention
Record Series Period

(10) CRISIS OR SPECIAL
EVENT RECORDS ..o isssmnsnavesnsssnsivivsssirmonss Permanent

Includes diaries, logs, re-
ports, photographs and notes
which document what happened,
when, and where, the results
of any preliminary planning,
and the extent of damages from
storms, riots, fires, droughts,
floods, and other events af-
fecting citizens and facilities
within the jurisdiction of the
agency.

(11) DEEDS TO LANDS OWNED................ Permanent
Includes supporting ap-

praisals, abstracts of title, and

documentation on history of ac-

quisition of any lands owned by

the agency.

(12) DEEDS TO LAND SOLD.
With supporting documenta-
tion. After recording and receipt
7658 111121 Ko T2000 13 (o171 (N S R SO C R 2 years

(13) DIRECTIVES ISSUED.. cssuaisasvisavisiass Permanent
Includes procedure manuals
and work rules for employes.

(14) EMPLOYE DESK NOTES.......cocciiiieriniiinnns 1 year
Includes calendars, logs, and

diaries recording information

used in reports, EXCEPT those

recording a crisis or special

event.

(15) INSURANCE POLICIES,

EXPIRED
(a) Fire, theft, or extended cov-

erage. No claims outstanding............ecevvieneciinnsnenanns 2 years
(b) Liability, motor vehicle ac-

cident, and group insurance for

employes. No claims outstanding .........covevvvieicniinnins 10 years

(16) LEASES:
For office space, machinery,
equipment, use of lands, and
other real estate. After termination ...........cceeeeevannenns 7 years

(17) MINUTES OF BOARDS,
COMMISSIONS, AND COUNCILS:
Includes minutes of all meet-

ings of the governing body of
any agency and of any boards,
commissions, or similar organ-
izations created by statute,
order, or ordinance. The
record should contain a list

of those present, a record of

3 -Div. 40

Minimum
Retention
Period

(OAR 166-40-060)
Record Series

subjects discussed, statements

of intent, a record of action

taken, and any evidence on

which the action was based:
(a) Record copy (kept by Clerk,

Recorder, or SeCretary) .....cccovairc o saismasisisasssadseve Permanent
(b) Members copies, after

completion Of SETVICE... .c..cuvenvemsvussidimmiitsmersorssin s 2 years
(c) Agendas only (if included

(0011 1 UL E=rc)) e

(18) OATHS OF OFFICE
(Elective, Appointive, and
Statutory Officials):

(a) State Offices. Record copy. ......ccvvvieinrannns Permanent

(b) Initial officials of
political subdiviSions............c..coiiiiiiiniiciinnraesons Permanent

(c) Successors to initial offi-
cials. After termination. . ..c.o.vieiuiricrceieerinricasrnsanneens 7 years

(d) Employes. After termination............ccceuvvennn.

(19) ORDERS, ORDINANCES,
AND RESOLUTIONS:
Of goveming bodies of cities,
counties, and special districts.
Record copy:
(a) Directive or Legislative
TR IUTES o s e e s g i don s s Permanent
(b) Routine orders approving
fiscal transactions, except fiscal
(5]l B i 1) 0} O O S T AN 2 years

(20) PHOTOGRAPHIC FILES ......cccivcininiinn. Permanent
Consisting of pictures se-

lected to document activities,

illustrate publications, and

visually record events. Includes

negatives and full identification

(dates, names, places, and

occasions) of each picture.

(21) PLANS AND PLATS:
For buildings, facilities,
and areas administered by the
agency. Includes best available
copies of surveying, architec-
tural, engineering and land-
scaping drawings of present
facilities (including plans prior
to major modifications) and
abandoned underground facilities.
The record copy of plans of
new construction or remodel-
ing should be ‘*as-built’" on
permanent record quality paper
or mylar, or be on archival
quality 105mm film.
(@) Recotd COPY v vmwen s Vibisamamiisatinass vosiss Permanent
(b) Preliminary and duplicate
use copies. After acceptance
OF CONSTIUCHON. vssssnsswins sesmmavssiadt Sriesaan b ssass v vuwons 7 years

(December, 1980)
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(OAR 166-40—060} Minimum Minimum
Retention Retention
Record Series Period Record Series Period
(22) PUBLICATIONS AND (b) Organizational detail and
DIRECTORIES ISSUED. Record COpy .......cceuv.zs Permanent COITEEPONAETITR et wmedwismesnomsaien namdbsGoegussemmrs e yssmus s 2 years
This copy may be either the (c) Programs, agenda, and
final manuscript or a printed YOSCETS, ,...0.is smsimiscs o Samawivis S G018 SR RIA #5008 R B 0 SRR R 0 1 year
copy. Note: State agencies are Stat. Auth.: ORS Ch. 192 & 357
required to furnish copies of Hist: OSAS,f. 12-30-77, ef. 1-1-78
their publications to the State Fiscal
Libyary foe .d;]strlbun]qn ot 166-40-070 This schedule is applicable to housekeeping
exchange with other libraries records of all offices. It includes some program records in
(ORS 182.070). Political subdivi- specified offices because they serve as the Record Copy of a
sions should provide copies of series and provide the basis for the shorter retention periods
their publications to their local established for the Housekeeping copies in other offices. It is
libraries. This is particularly not all inclusive. Care must be exercised to insure proper
recommended for limited-edition identification of record series to which it is applied. The
special studies, proposals, and location of the Record Copy must be clearly established before
surveys to make them more | any office assumes that their copy is a duplicate or subordi-
readily accessible to the public. nate. No records of fiscal transactions may be destroyed prior
These distribution copies are to completion of required statutory audits (including federal) of
not the record copy which must the period covered, and computer magnetic tape records (other
be retained by the agency or in than scheduled intermediate versions) of fiscal transactions
its archives. must be retained until after audit, regardless of paper or
(23) REPORTS AND microfilm duplication or retention period established.
STUDIES, HISTORICAL.... .c....occooecs-ibsaskiviies Permanent PART I — Accounting Records
Includes narrative and statis-
tical reports, studies, surveys, Minimum
plans, and proposals which have Retention
long-term administrative or Record Series Period
research value, including periodic (1) AUDIT AND FINAN-
YEpOITS AU MemiolIs Ttam CIAL REPORTS, STATUTORY:
agency offlces o employe;, Reports of audits or Finan-
and special reports or studies cial Statements prepared by, or
reqelch frqm consultants. in accordance with rules of,
This gevies phadesyoar-end the State Auditor, and filed in
L g con?pnled to document compliance with statutes:
t,l')e AgCNCY 'S Programs, Scr- (a) State agency and county
il r_oblem s, and cumulative cOpY PHONTO T935 ... comvui vivinsssne s smimmtnrmssansanes Permanent
fransactions, (b) State auditor copy 1935
_______________________________ 1 vear O dALe ...oooiiiiiiniiiiisiiiisisi s seatsaiassansss PETManent
ﬁi)lﬁiEefgI;’;.st; ﬁ%?gg:& y _(c) City and Special District
uled as separate record series CODIES PHOT 1O 1961.....cvvvrsinsiimrmnnnensvooiivanssssisiens Permanent
cords. made b (d) State agency copy after 1935 .....ccoviviiriiirennnns 10 years
o il ettt o - (e) County copy after 1935
individual employes reporting dCity and S D - Distriot
work progress, status, or minor anu LIty antispeelal LASITIC
iy copies after 1961 .............. SR TP PP PP PP, 3 years
(f) County copy of Taxing
(25) SOUND AND MECHAN- DISIHICHREPOTES wuvivvsensssmenmssssaunnssssnhiiiatamasin e 3 years
ICAL RECORDINGS: (g) Duplicate copies filed by
Of hearings and meetings ACHONIOITICETS .-c.cvnensemmremmsassnssnnnernmmmibepmiziinisitasvie 3 years
of governing bodies. (2) AUDIT REPORTS, INTERNAL:
(a) Fully tra_nscnped ......................................... 90 days Management, operations, and
. (b) Summarized in formal fiscal audits prepared by an
findings and Orders ............cccoiiiiiiiinn s 5 years agency’s own staff for monitor-
(c) Summarized in MINULES .....coceiirrranrnriernmasesianns 1 year ing, control, and improvement
(26) WORKSHOP, SEMI- purposes; with suppo_rting work papers: \
NAR, CONFERENCE AND (a) If discrepancies TePOTLEd. . visuims vsmmemsnkSiipinitsawak 6 years
CELEBRATION RECORDS: _ (b) No discrepancies, or ac- ‘
This series consists of tion completed ... .ccuviiiieiniiiniiimmerarne it asisvangesiine 3 years
files resulting from agency- (3) AUTHORIZATION OF
sponsored training and public SIGNATURES:
r_elations me_etings, or celebra- Certification that name em-
tion of sgecxa] occailor:lsi;ll;f:h ® ployes are authorized to sign
PISneeE Gags o & SObetliias checks, contracts, purchase
(a) Substantive promotional orders, travel documents, dis-
2‘(‘)‘3‘ u;ft(t);:g;t;;g cslocum;?ézsa- bursement vouchers or other fis-
and final TepOrtS............... S EROE—— Permanent cal documents. Superseded ............oumimmiiiniiiia. 7 years
(December, 1980) 4 -Div. 40
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CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-070 Part I)

Minimum
Retention
Record Series Period
(4) AUTHORIZATION TO
DISBURSE OR TRANSFER
FUNDS:
(a) Fiscal Office cCOpY s scrsisinivinssninaeceiinesasisin 7 years
(B) AdminiStration COPY ..s«sussesssswssvmmpsyessmsmorre 2 years
(5) AUTHORIZATION TO
CANCEL OUTSTANDING
WARRANTS:
(a) Fiscal Office COPY ......cviiiiiiiiiiiiiiiiiiiiiiieanns 6 years
(b) AdMInNiStration COPY ..uvouererrrsecsesmenneesssasnnnas 2 years
(6) BALANCE (RECONCILI-
ATIONYRECORDS .5 v ss.0. s imnenimessisnssasarines Permanent

Consolidated record of sta-
tus of all funds (Financial State-
ment), the year-end report only,
if cumulative on a monthly or
quarterly basis.

(7) BALANCE (BUDGET)

REPORTS ... iceinn e mmeemn e e ed bt s da i 3 years
Daily, monthly, or quarter-

ly reports on status of funds,

bank accounts, investments, rec-

onciliations, and forecasts of

receipts and disbursements.

(8) BANK DEPOSITORY
APPLICATIONS:
Applications received from
banks to serve as a depository
for public funds, with statements
of conditions.
After rejection or cancellation .............ocivuennnn. 2 years

(9) BANK DEPOSIT BOOKS
(RECORD):

Record of deposits and with-
drawals in savings or term ac-
counts. After closing of account,

book; OrTECOTd i imuss imimis i conis e v PR e 2 years
(10) BANK DEPOSIT SLIPS ....ocviiririinanacinnnns 2 years
(11) BANK STATEMENTS ....oicviiiiiiriniiiannnannns 2 years

Periodic statements of trans-
actions in checking accounts.

(12) BANK STATEMENTS
OF INTEREST PAID ON
DEPOSIT'S .....ov st gsesfanme smssn i iams s sikyssn 7 years

(13) BONDS AND COUPONS,
Paid.or Redeemed ........ou.. soomis omssamemnnss Sies s formns 05 2 years

(14) BOND RECEIPTS FOR

BONDS OR COUPONS:
Transmittal receipts to and

from purchasers or bonded agency.
After redempPtion .........oceuveiisbinisrssssasassssssssnssns 5 years

(OAR 166-40-070 Part I)
Minimum
Retention

Record Series Period

(15) BOND RECEIPTS FOR
PAYMENT:
Copy of receipt taken for
payments on interest coupons or
principle on bonds cancelled.........c..coooiiiiiiiiinnninn. 7 years

(16) BUDGETS ADOPTED:
() Record COPY = swmsame: sousss s o spupiaves Permanent
(b) Agency or office duplicates..........cocooiuieiainn. 2 years

(17) BUDGET WORK FILES .....cccovviviiiniiannnn. Current
Retain all documentation

through next budget preparation

and bring forward to new work

file statistical and research data

still required. Retire to Policy

and Historical File any docu-

mentation of research value

after it is of no further value in

preparation of budgets.

(18) CHECK REGISTERS

(WARRANT REGISTER) ....ovviiieiiiiiiineriniianaaanns 12 years
Includes stub books if separ-

ate Register is not created.

(19) CHECK STUB BOOKS
(WARRANT STUBS) i sovosis cdiiiensbinesestivireiviuig 2 years
Not required as a Register.

(20) CHECK (WARRANT) LISTS:
(a) Of those outstanding or

U101 =1 (=TS 8 (= O e Current
(b) Prepared for other purposes.........co.oiiiiann. 2 years

(21) CHECK (WARRANTS)

OR COUNTY ORDERS IS-

SUED AS WARRANTS:
) Paid erredeemed ;.. cvovis cvswmsnimmsesmmvensmarnessen 7 years
(b) Returned as unclaimed or

1078 (e (51 1 o =1« ORISR 12 years
(¢) Duplicates of those issued........ccoeevuiniiiiniiannns 2 years

(22) CLLAIM FILES:

Bills, Invoices, statements,
and vouchers which serve as
exhibits in support of all disburse-
ments. May include copies of
Purchase Orders, payment auth-
orization, report of receipt of
goods or services, and checks or
warrants.

(a) Paid. Agency Record COPY ......ccccvieiinnnnnnns 7-1/2 years

NOTE: Flag and transfer
to Policy and Historical File
claims for land acquisition,
major building construction, and
individual employe salaries if
not recorded in a separate payroll
or earnings record.

(December, 1980)
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(OAR 166-40-070 Part I) Minimum
Retention

Record Series Period
(b) Paid. Duplicate in State

Executive Department ........cccoeeevvirrirreirarsnnrsrnnsacens 3 years
(c) Paid. Duplicates in other

OFfICES euviniiieiiiriir et eere e e s eneaeansntaene 2 years
(d) Rejected or unpaid. Agen-

¥ Record COPY wwommrsmmramsmr aabiii svaisssis sevaads = 12 years
(e) Rejected or unpaid. Dup-

licates in other offices ........ccoiviiiivviiiiiiiirininininns 7-1/2 years
(23) JOURNAL, FISCAL

ACCOUNT:

Contains chronological en-

tries for all receipts and dis-

bursements. May be titled Cash

or Day Book.
(a) With detailed entries

which include payee or payor and

PUTPOSE s commams 3 smssssms spans s mi il v s v iR oo ies s Permanent
(b) Citing only Receipt or

Voucher NUMDET ......ccivviiiiieiiiriiiinirariieiaesneassnnanans 7 years

(24) JOURNAL OF RECEIPTS ......cccvvvvvicnannnnns 7 years
A county record, for payments
to school and other taxing districts.

(25) LEDGER, APPROPRIA-

TION AND MISCELLANEOUS

ACCOUNT S ... rtren e en e enaens Permanent
(26) LEDGER, BUDGET .....ccociiviiiiiiiiiinireniinens 7 years

Includes encumbrances and
duplicates General Ledger.

Q7D LEDGER, GENERAL .......ccovciiiiiiiiaiinns Permanent
(May also be titled Budget
or Disbursement Ledger.)

(28) LEDGER, ACCOUNTS
RECEIVABLE, OR PAYABLE
After payment or cancella-
tion Of ObLGAtION ......icvitiiriie v iiiiieieanrraeieesreensens 5 years

(29) LEDGER, COUNTY
TREASURER, ACCOUNTS
PAYABLE:
To school and other taxing
AISITICES ... v rt s timmnin mromom s e ams s b v e b Bk ppon e 7 years

(30) LEDGER, TRUST FUNDS:
After payments completed
and balance reduced t0 ZE€ro ..........ceevirvuiiiriirniiiiinn. 7 years

(31) LEDGER (OR REGIS-
TER), BONDS:
Upon redemption of all bonds
AT COUPOMS wer sompses smvpies swmmm somrar i r R N ST 7 years

(32) LEDGER, ROAD COSTS
(COUNTY):

(a) Prior to 1920

(b) Since 1920 ....c.iviiiiiiiiieiiciiiaiiririeeierreneanensaes

(December, 1980) 6 -Div. 40

(OAR 166-40-070 Part I)

Record Series

(33) PARKING CITATIONS
(TICKETS):

(a) Satisfied.......cccveermriiiiiiiiiiiiii

(b) Unsatisfied. After dis-

missal by the Court: . .cvvuvvssmsmrsdiabnnsiid S
(c) Stubs, of tickets issued...........cccovnens

(34) POSTAGE METER AND

REGISTERED MAIL RECORDS...............

(35) RECEIPT TAPES
(CASH REGISTER) for control

Of DAlANCES 1.vvveiiiriiiieaieeei it resrancaaas

(36) RECEIPTS ISSUED
(copies or stubs) for monies
received:

(a) State Treasurer’s Office

RECEIPLS cevvus vawrmns cvvmnse sommons erssppssatasssasnys

(b) Agency Business Office,
Fiscal Office or Treasurer

(Other than State) COPIEs .......co.ovvvvrrieniiennns

(c) Payment receiving of-
fice (if the receipts are not

Program Records for the office) ..................

(37) RECEIPTS FOR MON-
IES PAID TO TAXING DISTRICTS

(38) RECEIPTS FOR RE-
DEEMED WARRANTS, checks or
county orders returned by

TICASHTET: o cuniis cossssns summans swpsaws gvv v aVEEom

(39) RECEIPTS FOR SE-
CURITIES DEPOSITED BY
BANKS:

With supporting correspon-

dence after return of securities..........ocvvvuens

(40) RECEIPTS FOR TURN-
OVER OF FUNDS AND TAXES:

To Treasurer or Fiscal Office,
with supporting reports.

(a) State agenCies ......cocevvrniiareranraianns

(b) City, County, or District
agencies:
(A) Treasurer or Fiscal Office

COPIES 1evnenennierenetnaencnanatsensnenasaesaenesaans
(B) Departmental COpPies .......ccoevuinians

(41) RECEIPTS (LISTS) FOR
WARRANTS (CHECKS):
Forwarded to agency for dis-

tribution 1O PAYeesS.......cooviiiieereeiiniiiiiinienas

(42) REPORTS, ACCOUNTS

RECEIVABLE STATUS ......ooiiieiiiinecenes

(43) REPORTS, COSTS OR
STATUS of Public Works

and Equipment Rentals..........cccoomerininn..

Minimum
Retention
Period



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-070 Part I)

(OAR 166-40-070 Part II)

Minimum Minimum
Record Series Reteqtion Retention
Period Record Series Period
(44) REPORTS, COURT (52) PAY RECORD, INDI-
FINES OR FEES COLLECTED ...c.uevoessssessnsannsesssee 7 years VIDUAL Ell\dELOYES ..................................... Permanent
A cumulative earnings rec-
(45) REPORTS, MILEAGE ord for each employe which
OR USE OF PUBLICALLY- includes name of employe, so-
cial security number, positions
. OWNED VEHICLES .....ouvousoilidisisssaiimseiimaieing 2 years held, dates (or hours) for
ich paid, s-salary, and
40 REPORTS, TRUST N, SRELESRL
............................................. urren held and paid May be in the form
of an Individual Employe Earn-
(47) TOLL TICKETS FOR ings Record, a Payroll Ledger, a
BRIDGE AND FERRY TOLLS ...ouvveiiiiiiercincasnnnns 2 years Payroll Journal, a Register, a
This series include Toll slips cumulative year-end report, or (if
and daily tapes. a separate cumulative pay rec-
ord is not maintained for each
(48) VOUCHERS, JOURNAL ......cooeiveirmeiarianae 7years ~ employe) Monthly or cumula-
Documents which instruct, tive Year-Enc} Payrolls for all
authorize, or direct bookkeep- employes which contain the re-
€rs or accountants to transfer quired data for _each employe.
funds between accounts. This record series must be
identified before applying this
schedule to the following Pay-
PART II — Payroll Records roll Journal, Ledger, Records,
Reégister, oF REpOrt SerTes. v i muissmssssisssnssssasinsnssyaisisssss *
Minimum (53) PAYROLL JOURNAL scsssvssinssmassisssnessnes 5 years*
Retention
Record Series Period (54 PAYROLL LEDGER .:cusessssinssavasssnsssmisnis 5 years*
(49) PAY CHANGE NOTICES.......ccovvevernernrannen 2 years .
This series includes assign- (55) PAYROLL RECORD ;cuussssassvasnvusevvasainsss 5 years*
ments, claims, and notices and
reports received by the payroll (56) PAYROLL REGISTER.....ossesssssvsssnonsenncss S years*
preparation or certifying office
of ad_van_ces, emergency payments, (57) PAYROLL REPORTS:
termination payments, advances Budget, computation, perio-
from Revolving Funds, deductions dic, and deduction listings for
fox: leave, and other salary state, federal, and-emplpy- .
adjustments. authorized deductions, including
withholding taxes, retirement,
(50) PAYCHECK ADDRESS social security, insurgmce,
OR DEPOSIT AUTHORIZATION: charitable, etc. Also includes re-
Instructions or authoriza- ports of liens, salary advances,
tions from an employe to mail and undelivered Forms W-2.
check to a specified address or (a) If data can be reconstruct-
deposit it in a specified bank ed from a Journal, Ledger,
account. Record, Register, or Year-end
After revoked, superseded, REPOTL . ... onnvonmsinisscnsiasinsssssinsenaissmauedrsivrmbomsmase 2 years*
or employe terminated...................ccce..... ST e 2 years (b) If data cannot be so recon- S .
SEEHCEEH . ... v snasmmmnsummn samenisnse AT GRS T S EPSREEIRISS years
(51) PAY INITIATION DOC- ) *NOTE: The retention per-
UMENTS.....ooeornnnnn. ayears lodforthe Payroll Journal,
Includes personnel action Ledger, Record, Reglstelr‘\}g&'r
or notice of appointment of a Report series is PERMA he P
new employe, annual pay card for any period for which the Pay
and changes, academic time Record, Individual Employe
certificate, credit hours taught series does not exist. One or
memos, and similar authoriza- more of these series may be
tions for the Fiscal Office to required to supply the necessary
set up a payroll account for a data.
new, returning, or casual tem-
porary employe. (58) PAYROLL WITHHOL-
DING AUTHORIZATIONS:
After lapse or superseded ... covasssvevinssssnrsrranosse S years
p
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(0AR 166-40-070 Part II)

(OAR 166-40-070)

Retention Miakum
ete 3
Record Series Period Record Series R;?:;::; i

(59) PAYROLL WITHHOLD- (b) Class rate and experience
ING OR ASSESSMENT rating notices and correspondence ..........civvciiiniianiins 4 years
BILLINGS:

Received from insurance and
other types of agencies, with
receipts fOr pAYmMENt ........ccoeiviiiiieiiiienireeeeneneans 2 years

PART III — Supply Records

(60) PAYROLL WORKSHEETS
AND SOURCE DOCUMENTS:

Prepared for computer in- Minimum
put from other documents with- Retention
in the office which are covered Record Series Period
by this schedule.

(a) Editing and correction
CODIES samemss smswmes sommmanss smvies HenmmsAimesEs oo Upon correction (66) BILD TABULATION RE-

(b) Budget preparation CORDS,.all bidsreceived, e srorsnnpimmncmmprnrsss 15 years
COPIES «veieeeveiieraieiiieaeeenn, Through next budget preparation

(c) Computer service bureau (67) BIDS ACCEPTED:

COPIES vevueriniinenirireiireieiaeennas, Upon completion of the run Includes copy of call for bids
on purchases or contracts,

(61) TIME RECORDS FOR with specifications.

EMPLOYES ... .ottt it s e 2 years (a) Fiscal or purchasing copy «.........ooiiiiviniinnn 15 years

This series includes Time (b) Duplicate in other files.............ccovviiiicnannnns. 2 years
Cards, Daily Attendance Re-
ports, Time Sheets (Gang and CTELY oo gssses semssssaamas e 2 years
Job), Absence or Leave Re- 68) BIDS RETH ¥
ports (Sick and Vacation),

Overtime Authorization or (69) INVOICES, BILLS, 6
Certification’ Physician’s Certi- AND STATEMENTS ............................................ years
ficate for Sick Leave, Atten- Copy of billings issued to
dance Exception Reports, and other agencies, employes, or
similar records reporting others for aul&horlzed services or
compensable time worked. It supplies furnished.
does NOT include contractors
employe or work time reports (70) ISSUE TICKETS OR
submitted in support of claims. RECEIPTS..... c.vonis isnsssusmnisess ssioiva s s sididesssids 2 years
Extended retention may be re- For gasoline, oil, rock,
quired if the work time reported gravel, or other consumable
is chargeable to a Federal Grant supplies issued for authorized use.
or Funded Project.
(71) PURCHASE ORDERS

(62) UNEMPLOYMENT COM- (if copy filed in Claim Files):

PENSATION CLAIM REPORTS ......ccccvvriiniriinrunnnss 2 years (a) Fiscal Office COPY sso: ssmerannsmmssenmnsessnensssnsy 2 years

Reports, with associated cor- (b) Ordering office copies,
respondence, received from the AftEr TECEIPL ..nvneereriiiiiii i nanes 3 months
Employment Division of a claim
submitted by a former employe. (72) REQUISITIONS FOR

SUPPLIES AND SERVICES:

(63) U.S. SAVINGS BOND (a) Fiscal Office, purchasing,

STUBS and other records of OF SUPPDLY COPY eevvvvnnneresvrnnnnnesereamnsssassassaniiaasaaanas 1 year
issuance and transmittal..... ..o iivirnsivizissssarisessvviss 2 years (b) Ordering office copies,
ALTETTECRIPL . .oneeimrone vm i imssans sos s siamanma s wamnmws fams 3 months

(64) VACATION RECORDS, Stat. Auth.: ORS Ch. 192 & 357
Staff Schedules, and Leave Hist: OSA S5, f. 12-30-77, ef. 1-1-78
ReqUESLS ...eiiiiiiiiie i err i sen e s e aes 2 years

Personnel Records

(65) WORKER’S COMPEN- 166-40-080 This schedule is applicable to housekeeping
SATION REPORTS: records relating to employes and personnel administration in

(a) Employer’s report of in- state and local agencies. It is not applicable to personnel
jury or disease, statements of program records maintained in the State Executive Department
payments made, and other doc- Personnel Division, Employment Relations Board, or Public
uments resulting from claims. Employes Retirement Board, or in local agencies responsible
After employe returns to work, for providing centralized personnel services by administering a
TESIZNS, OT FEUIES ...uvninininieisiiieesensrsseassensrarsssnsnes 4 years Civil Service (Merit) system.
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-080)

Record Series

(1) INDIVIDUAL EMPLOYE
(PERSONNEL) FOLDERS:

Case files containing re-
cords related to an individual
employe. This series includes
the following records for each
employe, whether filed in the
case files or separately: initial
employment application, record
of appointment (letter, order,
notice, etc.), record of training
completed, employe contracts,
oaths of office or allegiance,
approved applications for sab-
batical or educational leave,
surety bond records, record of
health or disability limitations
on job assignments, record of
on-the-job injuries or job-related
disease, summary record of ser-
vice (or copies of all trans-
action documents recording
change of name, promotion,
demotion, reclassification,
transfer, termination, reinstate-
ment, or retirement), and copies
of the last two Position Descrip-
tions of duties performed by
the employe. This file may also
be used to file employ-related
records which are scheduled for
temporary retention. It is kept
current by removing such tem-
porary records upon expiration
of the retention periods specified
for them.

(a) Temporary Employes
(not more than 90 days) and
Student Workers, if not injured
on the job. After termination .........c.cvueveiuerrveninrennans 2 years

(b) All other EMPIOYES ........covvcvnvveiranerernannnn Permanent

Minimum
Retention
Period

(2) APPLICANT EXAMINA-
TION (TEST)RECORDS..... ... wasssessuasssssi Vieversvsa 30 days

(3) APPLICATIONS AND
SELECTION FILES:
Including interview rec-
ords, evaluations, letters of
recommendation, References
from previous employers, and
background check reports.
(a) For Applicants Hired
(may be filed in Individual
Employe’s folder):
(A) ADPPUCEEION . v st sonvinnidipnnnsnssstansnns ..... Permanent
(B) Other Selection records .......c..ivviveeeeereaneennnn. 3 years

(4) CERTIFICATION OF

ELIGIBLES ......cocousmsasumsnss i m i st g svey 3 years
Lists, arranged in qualify-

ing score order, of applicants

eligible for appointment to a posi-

tion, with supporting request.

9 - Div. 40

(OAR 166-40-080) Minimum

Retention

Record Series Period
(5) COLLECTIVE BARGAIN-

ING FILES:
(2) CONTATES: tisnmn domusn i el e Permanent
(b) Minutes, sound record-

ings, and reports of collective

bargaining negotiations or meet-

ings, with associated corres-

pondence and exhibits. After

termination of negotiations or

contracts, whicheverislater...........ceevviieiiiiinnncrenaennns 1 year

(6) GRIEVANCE CASE FILES:
(a) Resulting in major modifi-

cations of employer’s poliCy ........coeceeivneneniancnnnnn. Permanent
(b) Resulting in single correc-

tive action OF NO ACHIOM ....vuevevrinerrirseienreiineareenannanss 3 years

(7) LETTERS OF RECOM-
MENDATION .. svmemases st SAs s imi s e s 3 years

(8) LETTERS OR REPRIMAND. .....ccu0eresesncnsenss 3 years

(9) LETTERS OF RESIGNATION ........cccovinue.. 3 years*
*or upon return to agency employment.

(10) MERIT RATINGS (Per-
formance APPraiSals) ... . ccussssintide ssarassssassbssnssvsnnnsss 3 years

(11) NOTICE OF DISCIPLIN-
ARY ACTION xusnsmmsswamnvmimsinmsnsbiidas sat sl vasbvasie 3 years

(12) NOTICE OF LAYOFTEF ... 0.qesmsrmsvissvanssamsposs 3 years

(13) PERSONNEL INVEN-

TORIES (Reports):
(a) Monthly report of current

established positions, except

T TEPOTE o othvmsmamssts s b S s s s e s e e Current
(B) JULY TEPOTE .. o o siminnnnin simsRasmmm aannn Respaeais Permanent

(14) PERSONNEL TRANSACTION

DOCUMENTS (Personnel Actions):
(a) Recording change of

name, promotion, demotion,

reclassification, transfer, termin-

ation, reinstatement, or retire-

ment. (May be filed in Individual

Employe’s Folders) ...... Faionnsen nmamis wm o AT AR Permanent
(b) Reporting salary changes

ONIY s o svisommnsmssmss S A SRS S S AN 58 3 years

(15) POSITION DESCRIPTIONS:
Specifying duties to be per-
formed by an employe.
(a) Two most recent for each
employe at time of termina-
tion. (May be filed in Individual
Employe FOIder) ......ccievmessusnescsamnmisisansisossonnsss Permanent
(b) Other copies for positions
established......ousssesmsesnsmasnspsra R T R R e Current
(c) For positions or reclass-
ification not approved, with
supporting documents ...l hel 1 year
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

Mini
(OAR 166-40-080) ettt
Record Series Period

(16) RESEARCH FILES:
Comparative salary surveys,
collective bargaining, fringe
benefits, manning standards,
minimum qualifications, recruit-
ment, training, etc.
(@) Unpublished data..........c.ccviviieriiiroeseciasncsneas 6 years
(b) Data published in detail,
with correspondence. After

PUBLICATION. . .- o consisasmmswnsn e St O STl Y 3 years
(17) STATISTICAL REPORTS......cc0cvemevernannnns Current
(18) TRAINING RECORDS:

(a) Contracts or agreements
for employe training courses
or programs, with specifica-
tions and correspondence or

WOIKSHEELS - oo simm St n s s A e 6 years
(b) Course outlines and materials..........cccuviienenn. Current
(c) Enrollment and attendance

j{<lcl0] (3 L AR SR 2 years

(d) Applications or requests
from employes for training,
educational leave, schedule
adjustments, or time off for
training Or €dUCALION .. ....u.iueieiiniiiiiiiineinreeaneeecrnanass 3 years

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSAS, f. 12-30-77, ef. 1-1-78

County Business Records
16640-100 [OSA2,f. & ef. 11-21-75;
Repealed by OSA 5,
f. 12-30-77, ef. 1-1-78]

Court Records

166-40-200 This schedule is applicable to program records
of the Circuit and District Courts, and to program records of
the Justice of the Peace, and to County and Federal Districi
Court records in matters over which jurisdiction has been
transferred by statute to other courts since formation of the
State, in the custody of the Court, Court Administrator,
County Clerk: or other officer designated by charter or law,
Retention periods are established by statute for some of the
record series listed (which are included in this schedule only
for convenience of reference in efficiently managing the
records). In any conflict between this schedule and statute-
mandated retention or destruction, the statute shall govern.

PART I — Jury and Witness Records

Minimum
. Retention
Record Series Period
(1) GRAND JURY REPORTS.
RecOrd COPY ...crwr wunmemnmmmmnsnmemims b ib b e iban sAR T A LA RIS Permanent
Includes only reports on
condition and management of
Public Institutions and courts.
(2) JURORS CERTIFICATES .....ccococciimmeinianannns 3 years

Form completed by juror
to determine exemption or to
provide data on travel for mileage
estimate.

(OAR 166-40-200 Part I) Minimum
s Retention
Record Series Period
(3) JUROR’S REQUEST TO
BE EXCUSED with copy of
replies from JUABE .cuviven conruve e dhiicercantse ciisvis avevs 3 years
(4) JURY LISTS, PRELIMINARY..........cccevuvuun.. 3 years

Includes court orders, min-
utes of drawings, and similar
documents relating to selection
of jury panels.

(5) JURY REGISTER (Jury

Payroll or Jury BooK) .....iisssucissssissonessmasovssnavenisseaes 6 years
A record which contains

names of Regular panel, grand

jurors, and reserve jurors; with

dates of attendance, discharge

or excuse; mileage, and fees earned.

(6) JURY SIGN-IN SHEETS

(ROLL CALLY, DAILY. ......conipsaassmeces asnaessims 3 years
(7) JURY AND WITNESS
CLAIMS (Cost BIllS) ...osmssanssmvnsmrssmsmsasmiisssis s 3 years

Includes affidavits or certi-
ficates of distance traveled and
time served.

(8) RECORD OF TRIALS

(Record of Jurors and Witness-

es, Record of Witnesses and

Jurors, Departmental Jury Book).....c.c.cvevieiuiininnns Permanent
Record of participants in

trials. Lists case number, dates,

names of plaintiff, defendant,

attorneys, jurors accepted and

excused, names of witnesses,

type of case, and verdict.

(9) WITNESS BOOK

(Witness Fee Book, Register of

Witnesses, or Witness Claims

REEISTEL). s cun swssninas sowmsans monuss uebmssamssisesnssimisesss 6 years
Recording, under the title of

each suit: names, attendance,

and mileage of witnesses, with

fees earned.

PART II — Court Financial Records
Minimum
Retention
Record Series Period

(10) AUTHORIZATION
NOTICES AND WARRANT
REQUEST FORMS:

Court copy of vouchers
submitted to the Fiscal Office

authorizing disbursement of
funds or requesting reimburse-
ment of expenditures ... ;. - issesnssmmresmsacrnpanevsnsnveny 2 years
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OREGON ADMINISTRATIVE RULES

CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-200 Part II)

Record Series

(11) BAIL AND APPEAL
BOND RECORDS:
Includes undertaking, copy
of receipt given, verification
of relationship and net worth,
copy of check taken, copy of
order exonerating or forfeiting
bail or security, and copy of
receipt taken for return of bail
or securities.
(See also. Receipts for Fines, etc.)
(@) Criminal cases.........cccceeeeeeieeernnnenes
(b) Civil and Domestic cases.
After notice to appellant of

final action on appeal ...........ccc.cevvvnirneiienins

(12) CASH BOOK (JOURNAL).............

(13) DAILY RECORD OF
COURT INCOME AND CUSTODIAL

REPORTTS i smnmeisn somsnnasGeeuinwamunces SRR

(14) MONTHLY REPORTS

OF FINES AND FEES..........coot0000e0iussiien

(15) RECEIPTS FOR FINES,

Fees, Bail, Executions, and

Judgments. Copy of receipts issued:
(a) Duplicated in Clerk’s,

Finance, or Treasurer’s Office..........ccccvunuens
() Recond CODY ..cviirevsmsmsansnissepsonessassas
(c) Copies in Bail and Appeal

Bond ReCOrdS. ..uum iviiss sssmmnesesaresissssifibneass

(16) RECORD OF FINES
AND FEES COLLECTED AND
DEPOSITED ....ccuussoicisansvansnsnsrasnssgasasansss

(17) REGISTER OF FEES
RECEIVED (Numerical District
Court Register):
IF this record does NOT
serve as the Register of actions
required by ORS 7.020 ...........cocevnviivennnnnnnnn

PART III — Judicial Records

Record Series

(18) CALENDAR (Bar
Docket, Trial Docket, Trial
Schedule):

Schedules prepared to no-
tify trial and hearings partici-
pants of dates and times set for

APPCATANCES siivisss sinvais iosrsmmminmnvibss s B visis

or (OAR 166-40-200 Part III)
Minimum
Retention

Period Record Series

(19) CITATIONS for Viola-
tions: For fish, game, marine,
traffic, littering and other
violations for which citation is
authorized. IF each citation and
action thereon is entered in the
Docket required by ORS 46.740,
51.120 or 55.140 (if not so en-
tered, and action is entered
on the citation in lieu of
docketing, see DOCKET).

(b) Judgment entered. After

(20) DOCKET, District and
A book, or equivalent rec-

ord required by ORS 46.740,
51.120, and 55.140.

(21) EXECUTION DOCKET

(ORS 71050) sunessansonpesimmmmsssivosisiiiers

(22) FILES OF THE COURT
(Case Files, Trial Court File):

Case files containing all
papers or process filed in any
action, suit or proceeding.
Includes separately filed and
maintained case files (probate,
adoption, filiation, juvenile,
etc.) required by statute to be
kept separate.

(a) Circuit Court Files ..........cccccuuuens

(b) Probate Case Files,
Circuit, County, District, and

Justice's Courts ...mvmmmsssmasvenssrsisness

(c) District Court Files and
Exhibits other than Probate:
(A) Criminal Cases, Judgment

entered, after expiration of sentence ........

(B) Criminal Cases, Dismissed
or no judgment of conviction

(C) Civil Cases, Dismissed

orno Trial held ...... vocvoonssmvovevonsmosmiigs

(D) Civil Cases, Judgment

satisfied or not renewed............cecvvvvnennns

Minimum (E) Civil Cases, Judgment
Retention

Period (d) Justice of the Peace Case Files:

(A) Prior to 1880 in counties

(B) Prior to 1910 in counties

east of the Cascades .......c.cceevvvinenrnronens

(C) Criminal, and Civil
cases where no judgment is
outstanding, later than 1880 west
of the Cascades and 1910 east

11 - Div. 40

(a) Bail paid and no trial ...................

sentence complete ... uw s visemnvmnasys

JUSHCE SICOUL oo vuvssepisnmens cunnopisymiosys

entered, after date of last action ..............

renewed, after date of renewal................

Of the Cascades:. .o sssommnusummsmsssiosssiilieva

Minimum
Retention
Period

................ 10 years

............ Permanent

............ Permanent
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-280 Part I) gli:lintl.um (OAR 166-40-280 Part I) Minimum
Record Series Ie,e'.' " R d Seri Retention
eriod ecord Series Period
- AP(I?S CONTINUOUS MAG — PELIRY e 3o 2 (41 i Current
............................................................ months
A continuously active mag- (20) NARCOTICS INFOR-
netic tape which logs all incom- MATION SHEET ¥ siniy
iqg calls, police and emergency e reporf contalnmg ................................. y
(laspalt)ches and alldrac_hlcl) act;\luty. information on narcotics acti-
ay be connected witha 9 vity including types of drugs in-
system. volved. Could become part of
A DALY an investigative case file (series 1).
D ACTIVITY LOGi.:uswnwssasisinsi 1 year
Completed by each peace
S o pach SHitE. Tatarn. (21) PARKING CITATIONS . cissssrvenmsimissssssopsonss 1 year
tion includes time spent, loca-
tion, type of activity, disposition, (22) TRAFFIC TICKETS
1l ey AND OTHER CITATIONS .......c.osistcssiibsisitpisssnensss 1 year
Standard Uniform Traffic
Citations law enforcement agen-
g 1)t DAILY QFI:iIEER l\lI]OTES .......................... 1 year cy copy. Also includes agency copy
officeroo?]s:\}?:r:lttsacl;ehis :h??tc of citations issued for fish, game,
marine, littering, and oth
w;;itcsh do not warrant formal re- violati%n;. SERESRIERer
P %
(23) PAWN BROKERS REPORT........c.ccovvnvinens Current
(12-) DAILY RADIO | [ @ , G R S SO S 1 year Fﬂe maintained on all items
ceiv?dagz tlr(;grgxt;ul"?tgt:(l) gfg_f't‘}:l;e' pawned and used to trace stolen
rchandise.
various communications sys- o s
tems in the law enforcement
office. This log satisfies FCC ST A('%gl) P]}EERMISSION TO SEARCH
log requirements. MENT................ RLTTTTTTPTTTTTRPIE PP 5 years
Form requesting permission
to search a specific premise
TIOS%EI&)SIIJ\}IE%I’}‘ EXAMINA- 5 or area (including vehicle).
QUEST........ccuitnionasmusnssvsnrenssssessssasasassros years
o o - (25) PERMIT APPLICATIONS ..... 1 year after expiration
Permits for special activities
form for use by law enforce- ; e ;
ment officers to request a driver’s u;cludmg flir;wotrks, paraes, dis-
license examination be con- PIRYS poImuLs, Ble.
ducted for an individual whose
driving skills are questionable. (26) STOLEN VEHICLE
DESCRIPTION FILE i:...ovccnnonsnpessnsssevnmissssssscorasins Current
(14) FIELD INTERROGA-
TION REPORTS .......c0covvveirernne. 90 days after close of case (27) SUMMARY OF STOLEN
Used primarily for motor ve- PROPERTY ... . ssmipvisssmsssansminms st pkimssiaresssusisisss e Current
hicle accidents and completed Includes data on theft and
at the site of the accident. description of the property.
(15) FINGERPRINT CARDS ........cocoovernenrrenn. 5 years (28) THEFT GUARD FILE ...ooveunesuensresasssessons: 25 years
Copies sent to state police File is used to register num-
and FBI. bers stamped or etched into items
such as TV’s, cameras, guns,
(16) EXPLOSIVE PERMITS 90 days ete. U§ed to trace stolen mer-
Completed for State Fire ‘ RS,
Marshal. Permanent copy with
el (29) TRAFFIC ACCIDENT
REPORTS:
Used to report motor ve-
FILE”) GUN REGISTRATION hicle accidents. Complete infor-
: l d Dalf ..................................... Permanent mation on all cars and drivers
recorgc»yhiz; isemzl;ittl:l zx;ms invol\éed in the accidentt, loca-
. tion, damage, causes, etc.
the local law enforcement office = (@) Rot%tine not involving fatality ......c.cceeveveeenenns S years
on handguns only. (b) Where fatality is involved.............ooumniiinn Permanent
(18) JUVENILE OFFENSE
OR. RUNAWAY REPORT ... susnisssrusissssmasonseriiss 2 years
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-280 Part I)

Minimum
Retention

Record Series Period

(30) VACATION HOME
CHECK RECORD............ 90 days after return of homeowner

(31) WAIVER OF RIGHTS. ..civccssnisvicussosswivarssne S years
Includes waiver of rights

in interrogation, etc., lists rights

and includes signature of suspect

or witness.

(32) WANTED PERSONS
WARRANT FILE AND LOG iicsasissesissnisssinssossansiasn Current

PART Il — Administrative Records

Minimum
Retention

Record Series Period

(33) ANNUAL LAW EN-

FORCEMENT ACTIVITY REPORTS................. Permanent
Primary historical record

showing crime and arrest statis-

tics for the year. May be a

compilation of monthly reports.

Submitted to the governing

body.

(34) APPLICATION AND
GRANT INFORMATION:
(a) Background informa-
tion, budget monthly reports,
claims and other work papers................. 5 years after comple-
................................................................. tion of project
(b) Final Report — Grant
APPUCAHON cvissssmsrumssnsns ins svebbesberdaioss svvas s s Permanent

(35) BULLETINS AND
MONTHLY REPORTS FROM
FEDERAL AND STATE LAW
ENFORCEMENT AGENCIES ......cccocviiveminnmiennninee Current

(36) CHARGES TO CITIES

FOR POLICE SERVICE.... couscasasssssvsnsssssrssssssosesane 2 years
Itemized account submitted

to fiscal office for services ren-

dered by the sheriffs’ offices

to cities within their jurisdic-

tion for contracted police services.

(37) COMPUTER INQUIRY LOG .....cccvvcvevnennrnns 1 year
Log maintained each time

the computer is used to retrieve

criminal or other information.

Includes date of any printout,

date returned, and date print-

out is shredded. Also includes

record of visual usage.

15 - Div. 40

(OAR 166-40-280 Part II)

Minimum

Record Series R;,'::;:;;n
(38) GASOLINE USAGE

RECORDS .ot ssaivmsuihmmsiopsmmopolbosssSnms s nia e aiisnes 3 years
Records gasoline usage by

vehicle.

(39) GENERAL ORDERS ......c.ccciiiiiineincnnnanaens Current
Written orders from the

chief police administrator

regarding general policy of the

particular law enforcement office.

(40) LAW ENFORCEMENT

COMPUTER PRINTOUT .....ccoiiiiiiniiiiiiinniinenneenans S years
Summarizes all activities of

the law enforcement office on a

monthly basis and is used to de-

tect trends and periods and

areas of high criminal activity.

(41) LAW ENFORCEMENT
COMPUTER IMPUT DOCUMENTS. ..........cocvveenn. 6 months

(42) LIABILITY RELEASES. . si.ciscaanasassasinis, 7 years
Records release of an

individual releasing the law

enforcement agency from all

liability in the event of injury

arising from riding in one of the

agency’s vehicles.

(43) PERSONNEL ORDERS
AND DIRECTIVES, SPECIAL

Written directives, specific
in nature, that either assign per-
sonnel to a certain assignment
or direct personnel in a certain
action.

(44) MONTHLY LAW EN-

FORCEMENT REPORTS:
Monthly compilation of sta-

tistics on crime activity.
(a) If summarized annually or

included in the annual report........ccoevvieviinrnvarrniianenns 2 years
(b) If cumulative, year end

FEDOTL oo vinvnssimnmmenasaovin s vas sl RnSa TRl S AN s Permanent
(¢) If not cumulative, all re-

(45) PROPERTY RECEIPTS iiisicessirssirinssssvorors Current
Receipts identifying proper-

ty needed for evidence and

found property. Property room

control receipts.

(46) RULES AND PROCE-

DURES MANUAL......coccreriressormsgesanomssassssesssrannns Current
Operational guideline for out-

lining and guiding the activity

and procedures to be followed

by all personnel in the law

enforcement agency.

(December, 1980)



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-280 Part II) Minimumh  (04R 166-40-280 Part IV) Miniraum
Retention Retention
Record Series Period Record Series Period
(47) SCRAPBOOKS .........uisdssivasesssssimiisisass Permanent information including complaint,
Contains newspaper clip- investigative materials, and
pings of events concerning law disposition.
enforcement activities. In- (a) Unfounded or malicious
cludes photographs, articles, (o1 o121 ¢ = OSSP DEms P ko= e R TN 3 years
statements of police officers and (b) Allegation not sustained ............ccecuenenvnnnnnn... 5 years
narrative of events. (c) Allegation sustained ...........ccceumeeieciaannnnn. Permanent
(48) TELETYPE MESSAGE (55) INTERNAL AFFAIRS
BILE vt s e s s st st Current CASE FILEINDEX ....cctiiiiieiiiiinaaenns Destroy with case file
(49) TELETYPE LOG »ssaimssosmvarspsrasscsssserammsssis 1 year (56) RANGE QUALIFICA-
TIONRECORD) o sz ditustionsspiinmitinnsntiiss it s Permanent
(50) VEHICLE MAINTE-
NANCE RECORDS .....ccccctuieuirareresnrrusrnsnnssssnssnssns Current (57) REJECTED EMPLOY-
Records include all repairs, MENT APPLICATIONS. : s sonsnsginesvassomsimassnnons s 3 years
gasoline consumption, and parts
PRl Ehicsad aps s eIt e (58) TRAINING FILE .......cocoiimiirinneennine. Permanent
enforcement vehicle. Includes all records per-
. taining to training and special
NOTE: Other Administra- course work. May be incorpor-
tive Records are covered by ated with the personnel file after
OAR 166-40-060. officer has left the service of the
office.
PART III — Civil Process
NOTE: Other personnel rec-
ords will be covered by OAR
166-40-080.
Minimum
Record Series Rf,t::;(t:‘;m PART V — Confinement Records
(51) CIVIL PROCESS REC-
ORDOESERVICE. ...t iseavuirsrpiotiisiamsismsiisiies 7 years .
Record which records ser- ll\{h:‘mt'"m
vice of various types of court . etention
and other legal papers. Heen Seties Period
. This schedule is applicable only to County or municipal
(52) COURT WARRANTS........ccvvvnneeennn. Until served or confinement facilities. It is not intended for use by any state
....................................................... returned to the Court confinement facility. All retention periods are dated from the
completion of the inmates’ sentence.
NOTE: Fiscal records per-
taining to civil process fees and (59) BOOKING RECORD .....ccccimiimmiiunnanane Permanent
bookkeeping records will be cov- This record may be in book,
ered by OAR 166-40-070. log, or paper form. It is the
record of confinement and of
s : time served and must indicate in
PART IV — Personnel Administration B o persanal daia-date
of confinement and date of
release. This record also may
(53) OFFICER WEAPON serve as the index to confine-
REGISTRATION CARD........couismmesivessssmsbnsiasaiini Current ment case files.
Record of primary and sec-
ondary weapons carried by law (60) COURT COMMITMENT
enforcement officers. BIRIIEE o s b aiisa sl 5 years
(54) INTERNAL AFFAIRS 61y COURT RELEASE ORDER ....oooeoeooomeeo,
CA SIE FILES. (61) COURT RELEASE ORDER...... 5 years
nvestigative file of com-
plaints against individual law (62) DAILY JAILER ACTI-
enforcement officers. May be VITY LOQ ......................... seresessisesesiiiseseensssasionans 1 year
created by complaints from . Narrative report of the acti-
individuals or internal admin- vities of the jailer on duty.
istration. Includes all relevant
(December, 1980) 16 - Div. 40



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-280 Part V) Minimum  (OAR 166-40-280 Part V) N
Retention Mm"".um
Record Series Period Record Series R:,t::;(t:jm
(63) DISPOSITION OF EARN- (70) INMATE REQUISITION
INGS. oo s, SYEArS  BEORM ...c.cooeveveviuesiseiesessseeesessesansiassesssssessasaens 90 days
Records the disposition of Form used to requisition
earnings under the Work Release items from the canteen.
Program.
(71) INMATE VISITOR IN-
(64) INMATE ACCOUNTA- FORMATION LOG ...ouuiiiiiieiiiiieeiiiieeiisisenseenseennns 2 years
BILITY LI ... cocsninvopanmns promyes 6o Ve v soBLs v e v tise 1 year
This record may be combined
. P bt (72) JAIL ROSTER ...c.oiiiiiiiiiiaraniinieenniinnns 2 years
with the jail roster. This is a Indicates on a daily basis
daily Bl log compiled on location and activity of all
%ﬁ:ﬁ;&%ﬁ tegg)oral:y_ inmates. Used also as a daily
g action giving work sheet for inmate account-
present status of pending ability and releases
prisoners, prisoners on hold ’
status, prisoners recogged or
ol foml b e (73) MONTHLY JAIL SUMMARY ........coconv... 2 years
A monthly summary of Jail
population broken down by
%?_?) INM_ATIE dCl?)SE FHfE ............................... 5 years category of person, category
. lle may include but not lim- of offense, agencies served,
ited to prisoner identification, meals served, court appearances,
receipts, work release infor- bail, and other miscellaneous
mation and agreement form, S
fingerprint form, complaints, - )
incident reports, date of entry,
date of release, release receipt in- (74) VISITOI_( REQUEST SLIPS ssusmaanvaniis S years
dicating return of all property, Created by visitors as a request
verification of canteen balance, to see an nmate.
requests for temporary leave,
court orders, behavior informa- (75) WORK RELEASE FORM .....ccccooiiniiiiiinn S years
tion, visitor information, and ) May be filed in inmate case
other relevant information per- file. Indicates place of employ-
taining to the arrest and/or ment.
incarceration of the individual. Stat. Auth.: ORS Ch. 192 & 357
Hist: OSA 1-1980, f. & ef. 9-2-80
(66) INMATE CASE FILE
INDEX .z cscimes smmiunas sossnms s comssaeaissisass Permanent
May be part of the booki
record'fly B R Records of the Recorder
166-40-300 This schedule is applicable to records in the
custody of the County Clerk or other official performing the
(67) INMATE DAILY CAN- function of recorder of conveyances.
TEEN FUND ACCOUNT .......cocecereereansnenemssnaasrannsns 1 year
Accounting of funds received Mini
and spent in the canteen. Re::;:;:::
Record Series Period
(68) INMATE MEDICAL
RECORDS AND LOG....:...' ................................... 7 years (1) CHATTEL MORTGAGE
May include all prescriptions RECORD and indexes, includes
authorized and signed for by liens upon chattels. After
inmate, log book to include all mortgages or liens recorded
visits to Doctor or Hospital, in volume have matured......... . essisiaciiie. 7 years
medical complaints of inmates,
and other medical information. . Fi
Serves as outpatient medical EXCERTIN: Fursh yolome
record while under confinement. S
In the event of hospital confine- yenrs; 1900, 1920; 1940, and 1960
: : with matching indexes.. ... ... s mvesssvsssissysnssmasssins Permanent
ment, records will be main-
tained by the hospital concerned. (2) CHATTEL MORTGAGES
(69) INMATE RELEASE FILED, after maturity.........cceocviiinmmnnmrinrnrensnncnnoenss 7 years
RECEIPT s sanan snimass snasnas sisiss sniiasias srnsambns snsssmsmmmii 5 years (3) COMMUNITY PROP
Indicat turn of all - =
s - dinie: ks ke, il ERTY RECORD......cvveeoeseeeeeeeseroseresenssesesenns Permanent

ty and verification of canteen
balance by the inmate.

17 - Div. 40 (December, 1980)



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-500)

Minimum
Retention

Record Series Period

(19) TIMBER APPLICATION —

DESIGNATED FOREST LAND....... 1 year after termination

....................................................... of special assessment
Application for special as-

sessment of designated forest

land in Western Oregon in ac-

cordance with ORS 321.358 and

321.372.

(20) TIMBER APPRAISAL

SUMMARY. WESTERN ORE-

GON TIMBERLAND ..o iness0s svwissoassiiivneaiisiees foveasus 2 years
Issued by the Department

of Revenue under ORS 325.352(4).

Posted to assessment roll.

(21) TIMBER HARVEST

Department of Forestry per-
mit for harvest of timber under
ORS 527.670. Duplicates to As-
sessor and Department of Revenue.

(22) UNZONED FARM LAND
APPLICATION.....ccoiiiiiieeeienrcreiinnannnennns 1 year after land
....................................................... change in designation

Owner application for tax
deferral under ORS 308.370 on
farm land. Filed in first year
in which the assessment is de-
sired.

(23) UNZONED FARM

LANDS POTENTIAL ADDI-

TIONATL, TAX BORM ..oo0: svsnsnnspsssosssnsisss 1 year after change

........................................................... in land designation
Completed as a work sheet

for potential additional taxes

on specially assessed unzoned

farm lands under ORS 308.380

to 308.395.

NOTE: Other administrative
records are covered by OAR
166-40-060 and other fiscal rec-
ords by OAR 166-40-070.

Stat. Auth.: ORS Ch. 192 & 357
Hist: OSA 2-1980, f. & ef. 9-2-80

Tax Collection Records

166-40-600 This schedule is applicable to the records of the
county sheriff or other officer charged with tax collection
responsibilities of the county.

(OAR 166-40-600)

Minimum
Retention

Record Series Period

recording taxes collectible,

current and delinquent with

Assessor’s certificate and

Clerk’s warrant. This includes

print-outs from computer stor-

age. Tax deferred roll for home-

steads: Yield tax roll for timber,

reforestation assessment and

tax roll for additional tax on

timber:
(a) For all years through 1905.............cccevvnnn. Permanent
(b) Years 1906 and later (ex-

ceptyearsendinginO0and 5) ........oooiiiiiiiiiiiiiiiiinn, 50 years
(c) Years ending in 0 and 5

FT i 15 ol 0, 0 U S G I pOTES Sy Re B Permanent

2) INDEXES TO BOUND
TAX ROLLS (Item 1) :u: cossrvassassmennneiimsnseasniss i Permanent

(3) ANNUAL TAX STATE-
MENT compiled from the tax
rolls, certified by the County
Cletk i nimmnen wmsnummar ey Tl R e s Tesa san Permanent

(4) TAX ROLL CONTROL
LEDGER, or summary of taxes
collected for each taxing diStrict......ocoeueveerrenrnanennnn, 25 years

(5) TAX RECEIPTS for
personal, real and utility taxes
PRI wruvrss soumsmre s s s 7 years. (ORS 311.361(4))

(6) DAILY POSTING SHEETS
A0 AR BT sl i wusomnsiusssarsimsars worsteston e s S 2 years

(7) TAX CASH COLLEC-
TION REGISTERS, with tax
recapitulations of receipts show-
ing distribution of taxes paid to
taxing agencies. (ORS 311.365,
Repealed 1965) ..ocueniiiiiiniieiiiiiiiiiiasiaiaisasinneiaanns 7 years

(8) REQUESTS FOR TAX
STATEMENTS from mortgagees
and notices of completion of
payment and release of mort-
BABC e wrinmmiel mmmneir Vhenliils SRS FESRRI SRR 2 years after comple-
............................................................... tion of payment

(9) DOCUMENTS TO SUP-
PORT TAX SEPARATIONS

and vouchers, correcting access-
ment and tax rolls:

(a) After tax on personal
property affected has been can-

?{ﬁ:ﬁntl'um celled or collected .....coevrerrurrmieeaeeieeeiiieeeaeeeirnesnnenns 1 year
: etention (b) After real property
Rebard Secks Period for years affected has been
(1) ASSESSMENT AND foreclosed and deeded to the
TAX ROLL, or tax roll as re- COUNLY ..c.r.vc vmrivos smmmimnmeins s m s U AR T O ST TRl 1 year
ceived from Assessor, whether
a card system as a ledger of ac- (10) TAX COLLECTOR'S
counts receivable for taxed COPY OF WARRANTS FOR
properties or a bound roll COLLECTION of delinquent
taxes on personal property ...........o.... When paid or cancelled
(December, 1980) 20 -Div. 40



OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-600) Minimum
Retention

Record Series Period

(11) TAX WARRANT LISTS ....ccoiiiiiimniinninnnans 7 years

(12) REAL PROPERTY
FORECLOSURE ON LIEN
LISTS and supporting doc-
uments. After redemption or
foreclosure, when property is
deeded to the County. (Record
copies of documents are in Cir-
cuit Court Judgment files) ........ccuevieiinrienienirsrneenannas 1 year

(13) SHERIFF’S CERTI-
FICATE OF REDEMPTION
(Record copy is in Circuit Court
JUASMERETIC) coonvinmnmssmmrmsiani i st i atcisi 5 years

(14) INSTRUCTIONS FROM
STATE OR FEDERAL OF-
FICIALS. Superseded ......coivveeemsramesonconsarmmsnnamonanans 2 years

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA §, f. 12-30-77, ef. 1-1-78

Education Records
166-40-700 This schedule is applicable to the program
records of public schools, school districts, education service
districts, and community colleges. Programs involving federal
funds may be subject to additional requirements. Retention
periods are applied from the end of the school year (September
through August) in which the record is created, unless
otherwise stated.
Minimum
Retention

Record Series Period

(1) ACCIDENT REPORTS:
Reports filed as a result

of accidents that involved

incidents on school property,

in school owned or operated

vehicles, or involving staff or

students during school related

activities.
(a) Those involving VISItOIS .......cceevrverirevnreereannne 7 years
(b) Those involving students

or employes:
(A) SeTIOUS s cosrisigs snid s sttt s SR T Aot e s ns Permanent
(B) MINOT vissasmnisvinssrmioss svnsssonsnsisisn suaisasse s e 7 years

(2) APPORTIONMENT RECORDS .............. Permanent
Records documenting the

funds apportioned to the district

by the Department of Education

and of funds apportioned by

the district to the individual

schools. May be either a school

district record or an education ser-

vice district records.

(3) ATTENDANCE RECORDS.......ccoocuvnveriinnnnnn. 2 years
District or school record
showing absences, times tardy,
and periods of attandance for
each student. Information dupli-
cated in the ‘‘Oregon School Register”’.
(4) ATTENDANCE REGISTER.........cccccvnvanaenn... 1 year
Teachers’ record of student
attendance throughout the school

(OAR 166-40-700)

Record Series

year. Information duplicated
in the ‘‘Oregon School
Register’”.

(5) BASIC SCHOOL FUND

2327600 24 B R

Record of monies received
by the district apportioned by
the Department of Education from
the Basic School Fund.

(6) BOUNDARY BOARD

DISTRICT DESCRIPTION ...................

Description of the geograph-
ical area administered by the
district. May include maps.

(7) CENSUS RECORD ........cccuevniee

Annual census conducted
by the district board to deter-
mine the number of pupils be-
tween the ages of 4 and 20,
number of students enrolled,
and the number of students in
attendance. Early census included
additional information.

(8) CHECK IN & CHECK

OUT LISTS caspmnissiomnus s semmmaam

Lists of students and/or em-
ployes that leave school, class,
or designated area and return.

(9) COPYRIGHTS & PATENTS. .......

Record of copyrights and
patents issued jointly to em-
ployes and the institution as a
result of work performed during
the normal course of employment.

(10) COUNSELING RECORDS —
COMMUNITY COLLEGES:

(Similar records generated
on the primary and secondary
educational level are part of the
Student Records File).

(a) Counselor’s Notes (Mem-

OFY AIdS) ..cuvernrnivsissionsnnnnencsmmaninsrenes

Notes created and kept
by the counselor for quick
reference to conversations with
and personal achievements of
the individual student. These
notes are only shared with a
substitute or another colleague
on a referral basis. These are
usually the only records kept
by a counselor on a student in
programs stressing individual
development.

(b) Student File.......ocovenieirininniiniiins

Records kept on a student
involved in a clinical program.
Basically behavioral in nature,
these could include psychologi-
cal tests, personality evaluations,
individual intelligence tests,
interest tests, and records of con-
versation and incidents.

21 -Div. 40
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Period

............ Permanent
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-700)

Record Series

(11) COURSE APPROVAL.
FILE — COMMUNITY COL-

LEGES ..coonssissomsossmsosnmsenarsuniamsrs

Approvals issued by the
Department of Education for
courses taught at the institution.
Contains supporting documen-
tation, impact statements, and
approval card showing course
title, course number, descrip-
tion, approval date, and signa-
ture of approval.

(12) DATA SOURCE FILE......

File of statistical data pertain-
ing to students and programs.
May include summaries, re-
ports, lists, surveys, and other
information compiled and stored
on paper, microfilm, or com-
puter magnetic tape or disc.

(13) DISTRICT CLERK'S
RECORD BOOK (ANNUAL

REBORT). ... cocnecsaicpmsmumme s

Record of statistical infor-
mation on students, teachers,
and schools within the district.
Includes census, enrollment,
fiscal, and administrative data.
May be filed separately or
included in the ‘‘Superintendent’s
Record of Annual Reports™’.

(14) DRIVER’S TRAINING

FILE .cossvsmvnsstsnsesamianses s eusivs

Record of each student that
has participated in a driver’s
training program. Gives student
name, date of participation,
date of completion, whether
passed or failed, and brief details
of program.

(15) EIGHTH GRADE EXAM
RECORID.......cmmcsmes anssvsnsnmsrsessis

Record of students who
have taken the Eighth Grade
Examination showing student’s
name, date of exam, result of

exam, and grade earned per subject.

(16) ELECTION RECORDS:
(a) Ballots (ORS 249.380 &

20tk v oiwemomrsanrssemmpmorsrsoeis
(b) Notices (ORS 247.580) ........
(c) Petitions (ORS 247.580).......

(d) Record or statement of

4 (=1 10) i gL S

(e) Tally Sheets (ORS 249.090

& 249.380) 1 osvsmmssmsmussnive i

(December, 1980)

.................... Permanent

Minimum (OAR 166-40-700)
Retention ]
5 Record Series
Period (17) EQUIPMENT RECORDS

Records of individual pieces
of equipment showing vehicle

......................... 3 years inspections, certifications, main-

tenance, and other similar in-
formation relating to equipment
usage and upkeep.

*Retain until disposition of
equipment.

(18) EVALUATION OF PRO-

GRESS — COMMUNITY COLLEGES

Record of student’s progress
10 years toward a degree or certificate
showing subjects taken and sub-
jects needed before degree or
certificate is confirmed.

(19) EXAMINATION AND

CLASS SCHEDULES ... cvsu05srusssassaipsins

Lists of scheduled times
and places for examinations and
classes.

(20) FOOD SERVICE RECORDS:

The following include records
generated through participation
in the federally funded School
Lunch Program, Milk Program,
and Breakfast Program.

(a) Application for Free Lunch

Annual application by stu-
dent’s parents or guardians for
child’s participation in the school
lunch program at a reduced cost
or free of charge.

(b) Operational Records..............ccuee.

Records of the administra-
tive and financial operations of
the food service programs accu-
mulated on a daily, weekly, or
monthly basis. Includes records

.................... Permanent or types of food services,

menus planned, meals served,
receipts, expenditures, cash
due, and donated foods. Finan-
cial information duplicated in
the district’s general accounting
system.

(c) Record of Meal Tickets

ISSUCA ...t

Accumulated record of all
20 days meal tickets issued during the
year, to whom issued, and the
terms of issuance.

22 - Div. 40
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40-700) Minimum
Retention
Record Series Period
(21) GED RECORDS:
(2) TeStresUlS oot i ey Permanent
(b) Supporting documenta-

tion including answer sheets,
score sheets, and copy of tests.
*After completion of all sec-
tions or lapse of established
completion period ... ... ssuvemvecrnmsssamaasavsssamssie 5 years*

(22) GIFTS AND DONATIONS ....cccvvievanannns Permanent
Record of gifts and donations
to the school or community college.

(23) GRADE BOOK ........ccnsnivesvanssnassompamnsesssrse 1 year
Teacher’s record of stu-

dent progress. May include

student’s name, subject matter,

indication of progress (grade,

nature of assignment, completion

of assignment, or remarks), and

attendance.

(24) GRADE CARD........cicsscairvracsarsrnsscirssnnsns 1 year
Input document compiled

by the teacher and showing

student’s name, course title

or subject, final grade, and

teacher’s name. Used in gener-

ation of report cards and/or

grade lists,

@25 GRADE LLIST........cononnsespiasmmmsssssrsmases Current*
List showing courses or sub-

jects taken by each student and

final grade.
*Keep until grades are

transferred to the ‘‘Permanent

Student Record Card’’ or *“Stu-

dent Transcript’’.

(26) GRADUATION COMPE-
TENCY LISTS:
Lists of high school students
who have met some or all of
the minimum competencies neces-
sary for graduation.
(a) Annual Lists:
(A) If information is dup-
licated on the ‘‘Permanent Stu-
dent Record Card™ ........o.vviiviiininiiieniieensesesnscnsanes 1 year
(B) If information is not
duplicated on the ‘‘Permanent
Student Record Card’’
(b) Periodic ListS..cvsisassimiisssnsssanssasnasnnnasnashes
*Keep until new list is generated.

(27) GRANT FILES:
Files on monetary grants
received from state and federal

(OAR 166-40-700)

Record Series

(b) Reports on the adminis-
trative and fiscal operations of
federal or state funded pro-
grams compiled on a monthly,
quarterly, or semi-annually basis
and sent to the granting body
or its administrating body as spec-
ified in the grant contract or

agreemMent. ... ..ovaessvinssionvvurvessmsnmssnsvrine
(c) All other supporting data ...........

*May be subject to addi-
tional Federal or State require-
ments.

(28) HIGH SCHOOL GRADU-

ATE LISTS s sosnsmn sosnngnssanmpessssanyiinis

Lists of students graduated.

(29) INVENTORIES ........ccovvvinnene

Of property, equipment, sup-
plies, and other items owned
or administered by the school or
district.

*Keep until reconciled with
subsequent inventory.

(30) OREGON SCHOOL
REGISTER AND RECORD

BOOK :cos o ssnasssmummavammen vivss vipssseadianty

Register of daily atten-
dance and membership data
compiled on a classroom basis.
May also include tardiness
entries. Completed register is
submitted to the district clerk or
superintendent at the end of
each school year. Previously
known as ‘‘County School
Superintendent’s Register and
Record Book™.

(31) PARENT CONFERENCE

RECORDS .;.comusssnmscsunausvossmesmessinsis

Record of periodic parent-
teacher conferences showing
child’s progress and parent’s re-
actions and comments. A copy
may be filed in the Student File.

(32) PLACEMENT FILES —

COMMUNITY COLLEGES................

A voluntary file created by
the student and maintained by
the Placement Office. Includes
information a student deems
useful to potential employers,

sources.
(a) Original applications, such as letters of recommenda-
contracts, agreements, annual tion, evaluations, resumes, and
and final performance reports ............coceeeeunnnennnn. Permanent personal information.
23 - Div. 40

Minimum
Retention
Period

.............. Permanent

................. Current*

.............. Permanent
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OREGON ADMINISTRATIVE RULES
CHAPTER 166, DIVISION 40 — STATE ARCHIVIST

(OAR 166-40~1005) Minimum
i
Record Series o

(27) SANITATION SERVICE

AND LICENSE RECORD,

filed forms or forms for closed

establiIShmMENIS o wnirnseaimsi s R R 7 years

Vital Statistics Records

(28) BIRTH CERTIFICATES,

abstracts or copies:
(a) Through 1915, including

record books chronologically

listing births ..oomssmenssnssmminmmnmsss sugs msaaasmasssnaissis Permanent
(D) ALtEr 1915 «cccinvmmpmmmensnnme Sl snitisa i 2 years
(29) DEATH CERTIFI-

CATES, including fetal or

stillbirths, abstracts Or COPIES .......ccevevreirrineenraenns Permanent
(30) INDEXES TO BIRTH

RECORDS, cards or books:
(2) Throuph TO1S...ccouem i issssnsenmnsinennamiiais Permanent
(b) After 1915 ...cciiisis ssenismrmssivamonsisivsmisaaimen Destroy
(31) BIRTH AND DEATH

CERTIFICATES LISTS pre-

pared for public inSpection...........cociviveiiinenrrrinrnranians 1 year
(32) BURIAL PERMIT STUBS ....c.ccoviievreernnaanns 1 year
(33) BURIAL TRANSIT

PERMUITS: .cnimussnmnaronss s e s ra e s e rasaves cries 1 year
(B4)REPORTSOFDEATH .......ccccevineveeevenennnnns 1 year

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA 5, f. 12-30-77, ef. 1-1-78

Mental Health Clinic Records

166-40-1015 This schedule is applicable to records in
community or county mental health clinics and private clinics
which serve as a county clinic under a contract with a county,
if the contract so provides.

(OAR 166-40-1015) Minimum
Retention
Record Series Period

reports of outside physicians,
including EEG charts.
() Releases and commu-
nications from hospitals and
clinics.
(g) Termination data sheet,
of which copy is sent to the
Oregon State Mental Health Divi-
sion.
EXCEPTIONS:
(A) Cases of serious dis-
turbance with possible further
complications or of value for
staff training purposes, retained
longer than 7 years .....c..ccecvviviieninianss On recommendation of
................................................................ staff members
(B) PERMANENT TREAT-
MENT RECORDS, with match-
ing indexes and clinic jour-
nals, selected for research pur-
poses in accordance with agree-
ments with the Oregon Mental
Health Division and the Clinics
concerned, as records of a
““‘Record”’ clinic to be used for state
TESEATCI smmses e On planned basis or Permanent

(2) PENDING FAMILY
SERVICE OR TREATMENT
FILES, OR DOCUMENTS,
which did not result in case
records being opened. Would
include hospital discharge
summaries, reports from other
clinics and doctors, police
incident reports, and any therapy
waiting list or pre-admission
control record of NEW CASES .......vvvrereiiiiniiniiiriiiransann. 2 years

(3) INTAKE TAPES OF
INTERVIEWS USED FOR
DIAGNOSTIC STUDY, and
movies taken for similar pur-
poses. Unless retained for fur-

Minimum ther diagnostic or staff training
; Retention purposes, or substituted for de-
Record Series Period tailed written diagnostic record
in the family service or treatment
(1) FAMILY SERVICE record (Item 8).....cmisminsnosssmsss At discretion of responsible
OR TREATMENT RECORb. .................................................................. staff member
SHCEIASE SETVIEE . cnnsvimmmemmstonlisnssiymnRettsTilaiass 7 years f
May include: Y (4) ADMISSION JOURNAL
(a) Admission data form of or REGISTER OF APPLI-
which duplicate copy is sent to CATIONS, inactive. Provides
the Oregon State Mental Health name, sex, age, address, and
Division. case number, and other data
(b) Psychiatrist’s diagnostic needed to control intake and
record. treatment or to handle transfer
(c) Psychologist’s testing and of cases to hospital, other
treatment record. clinies; eke: ovusemmnsmenss T 7 years
(d) Social worker’s treatment EXCEPTION: Admission rec-
record. qrds retained under excep-
(e) Medical examinations or HOR IeM.(1D(B) abOVe. ....cvmriivinminsssissasissssisses Permanent
(December, 1980) 28 - Div. 40
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Minimum
Retention
Period

(OAR 166-40-1015)

Record Series

(5) MENTAL HEARING
LISTING and index maintained
for the use of the committing court ............c.ceuueen. Permanent

(6) APPOINTMENT SCHED-
ULES, including group therapy,
and weekly schedule for case
workers, psychiatrists or oth-
CLCMPIOYES -cviiniivrmmnaiiniinmmsbonnins s AT R S R TR 1 year

(7) INDEXES of various types
to family service records Destroy with matching
............................................................. treatment record
(a) Index to individuals treated.
(b) Index to families (duplicated
in County Health Office).
(c) Index to medication.
EXCEPTION: Cards for treat-
ment records transferred to
Oregon State Mental Health Divi-
sion under exception (1)(B) above.

(8) TABULATION OF COM-

MUNITY MENTAL HEALTH

CLINIC ACTIVITIES or services:
(a) Daily records, when com-

piled into monthly report ...........ccovvvviininininiininenen. 1 month
(b) Monthly records ..........ccvvviviieiiviininininrnennnes 20 years

Stat. Auth.: ORS Ch. 357
Hist: OSA2,f. &ef. 11-21-75; OSA S, f. 12-30-77, ef. 1-1-78

Hospital Records
166-40-1025 This schedule is applicable to records in the
offices of city, county, or district hospitals.

Minimum
Retention

Record Series Period

Medical Records

(1) ADMISSION AND
OTHER REGISTERS AND
INDEXES as specified by the
Oregon State Health Division
Rules OAR 333-23-190(7). Ad-
missions register may vary in
format, as application forms,
summary cards or bound
volumes. If duplicated between
formats, priority of selection
of record copy follows above order................c...... Permanent

(2) BIRTH AND DEATH
CERTIFICATES, copy of
documents forwarded to the State
Health DiViSion. .....c.couivnnnnvenrissusiviiiiessiviisivsivm s ides 7 years

(3) CENSUS OR STATISTI-

CAL REPORTS:
(a) Daily, when cumulated in

monthly report or ledger ..........cc.ocvvveviiviieneirenennnnnn 2 months
(b) Monthly, if cumulated in

annUal Teport or Iedger ........ s savinsnissvansnnrpssssivesoss 1 year
(c) Annual reports or ledger

29 - Div. 40

(OAR 166-40-1025)

Record Series

Minimum
Retention
Period

accumulated from daily or
ORIy TEPOELS: (e st npasamsmmvmimssossey s SSavess Permanent

(4) EMERGENCY ROOM,
OUTPATIENT OR DUPLI-
CATE ADMISSIONS REGISTER
aS deSCIIDEA N (1)... covvresnvomaomeseinsaorinis smdissisessssosstsse 7 years

(5) INJURY REPORTS of
accident within hospitals ......cussiassasesainibne s e 7 years

(6) INSURANCE COMPANY

NOTICES of acceptance of

patients’ claims:
() ALTEEPAVIIICNT o.ccsois v wrivnnniimsotes siin evidamansod sk s 56p 2 years
(b) If rejected .uveisns ssmvanss i iacevitesyin 7 years

(7) INTERNAL REVENUE
SERVICE PERMIT TO USE
ALCOHOL. free of tax (Form
1447), supporting Applications
(Form 2600), and Powers of At-
torney and/or under signature
authorization (Form 1534) ..... e SRR A T Permanent

(8) LABORATORY COPY OF
RECORDS (original should be filed
11 CASE FAlES) covvmumsmnimensmmsvnn commo oy raSTn b S SRmR Y RA LS CReD 1 year

(9) LICENSES FOR HOS-
PITALS AND PERMITS, after
1) §U30 ] S s 5~ =3, =~ oo <t s 2 years

(10) MEDICAL CASE FILES
on discharged patients. As des-
cribed by Oregon State Health
Division Rules, OAR 333-23-190(1)
TREOUBH (6] . covvsvnmmmsmsmmmmninnssiiss USRS Sy A S 5 FEGAB SO SRR 25 years

(11) MEDICAL CLINIC REC-
ORDS on discharged patients.
As described by Oregon State
Health Division Rules, OAR
333-23-190015) .00 ssinissmminsnsnnssnsisstepasmiibtiilaas 7 years

(12) MOTOR ACCIDENT

QUESTIONNAIRES and sup-

porting papers for insurance pur-

poses:
(a) If determined unrecoverable ..........cceevcivnninnn. 5 years
(b) If determined recoverable..........ccovuveinennnnnnnn. 7 years
(¢) If judgment obtained but

NOLSATUSTIE ....o.omvinn ommnmiisirinsssimmmis S v s SO eAAN S aa e 10 years

(13) NARCOTIC SHEETS
or records of distribution of
PrESCTPHON AYUES (nupiectsvisumswspanmpsssnmistursinsssseviansasa 3 years

(14) NURSING RECORDS
from floors or wards, such as
bed books, and records of daily
events and responsibilities,
used basically to guide work:

(December, 1980)






