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A retention requirement is the length of time a record must be retained by an agency before it
may be destroyed or transferred to the State Archives or an agency archives (also see
"Disposition Requirements"). The retention requirements below represent events or triggers
that cause records to move from an active to inactive state. An "event" is tied to a specific
time requirement: i.e. Retain Until "Calendar Year Ends" PLUS 3 Years.

| Retention

Description

Usage

Audit Complete

Calendar Year Ends

Completed/Closed

Expired

Fiscal Year Ends

Life of Asset Ends

Obsolete

Superseded

Retain until an audit or verification is
complete.

Retain until the end of the calendar
year.

Retain until the activity or process

supported by the record is completed.

Retain until the conditions or
requirements supported by the record
are satisfied and no further action is
needed.

Retain until the end of the fiscal year.

Retain for the life of the person,
structure, object, organization, etc.
that is the subject of the record.

Retain until the record is no longer
needed and is valueless.

Retain until the record is superseded,
updated, or revised.
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Assigned to records that are actively used
or needed until the information contained
therein has been audited or verified.

Assigned to records that are actively used
or needed until the end of the calendar year.

Assigned to records that are actively used
or needed until the activity is formally
completed, closed, or finalized (includes
appeals).

Assigned to records that are actively used
or needed until the conditions or
requirements are satisfied and complete.

Assigned to records that are actively used
or needed until the end of the fiscal year.

Assigned to records that are actively used
or needed for the life of person, structure,
object, organization, etc.

Assigned to records that have limited
administrative value and may be purged
when they no longer have any
administrative value. The immediate record
custodian may destroy the record when he
or she determines that record is obsolete.

Assigned to records that will be
superseded, updated, or revised.
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