
returns it to the agency RMLO to be signed. The RMLO submits the signed copy to OPRA for 
approval· by the Public Records Administrator and the State Archivist. Once the schedule is 
approved, OPRA staff assigns a schedule number and returns it to the agency RMLO. The 
schedule is now in effect. 

How often should I update my agency's records retention schedule(s)? 
Agencies should review their schedules annually. The most common reasons an agency 
needs to update a schedule are due to: 

• Changes in statutory or regulatory requirements 
• Changes in the function of records 
• Transfer of functions from one agency or department to another 

Can an agency h:eep its records past the established retention period? 
Yes, the retention period is the minimum required to meet administrative, legal or fiscal 
needs. However, unless there has been a change in the administrative, legal, or fiscal 
requirements for the records, an agency should avoid retaining records past the established 
minimum retention period due to increased administrative costs to the agency and litigation 
risks. 

I have my retention schedule; do I still need to request permission to 
dispose of my agency's records? 
Yes. Pursuant to CGS Sec. 11-8b, "all public records...created by public offices, are the 
property of the agency concerned and shall not be removed, destroyed, mutilated, 
transferred or otherwise damaged or disposed of, in whole or in part, except as provided by 
law or under the rules and regulations adopted by the State Library Board pursuant to the 
provisions of chapter 54." 

How does the agency get approval to dispose of its record? 
Agency staff should review the appropriate records retention schedule (general or agency­
specific) with the RMLO to ensure that all retention requirements have been met, and that 
there are no pending claims, cases, or actions involving the records. If there are none, the 
RMLO should complete the Records Disposal Request (Form RC-108), available at 
http://www.cslib.org/publicrecords/opraforms.htm. and submit it to OPRA. The Public 
Records Administrator and the State Archivist review all disposal requests. If they approve 
the request, the form will be returned to the agency. Once the agency RMLO receives the 
signed Records Disposal Request (Form RC-108) back from OPRA, the agency may dispose 
of the records. 

How do I transfer records to the State Records Center? 
Records may be transferred to the Records Center if they meet the following conditions: 

• The records are on an approved records retention schedule 
• The records do not have a "permanent" retention 
• The records have met the minimum retention period in the office 
• There is space available at the Records Center 

Refer to General Letter 2008-2: Transfer of Records to the State Records Center and 
Approved Boxes for Records Storage, for complete information. It is available at 
http://www.cslib.org/publicrecords/opraforms.htm#guideli nes. 
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How do I access records stored at the State Records Center? 
The State Records Center is a secured building. Only library staff and authorized agency 
personnel are allowed access to the facility. Agencies storing records at the State Records 
Center may request records by completing the Records Center Reference Request (Form 
RC-200) and e-mailing, faxing, or calling-in their request. Staff will process requests as 
soon as possible, usually within 24 hours. 

Can I store state records at a commercial storage vendor? 
Pursuant to CGS Sec. 11-8, all security storage facilities for records must be approved by 
the State Librarian (through the Office of the Public Records Administrator). Records 
transferred to a commercial storage vendor must be on an approved records retention 
schedule. It is the agency's responsibility to audit the records on a regular basis to ensure 
that records are not retained longer than necessary and that the billing matches the number 
of boxes or storage medium. 

What is the best way to physically destroy records? 
There are no state laws designating how agencies should destroy public records approved 
for disposal. The Office of the Public Records Administrator recommends shredding to 
ensure confidentiality and guaranteed destruction of records. Please refer to the state 
contract for a current vendor list. Also note that it is important to receive a "certificate of 
destruction" if utilizing a commercial vendor to document that the records were destroyed. 

How do I know if a record is historical? 
There are several factors that contribute to the historical value of records. Age is only one 
of these factors. Please contact the State Archivist for assistance with appraising records 
for potential historical value. 

How do I transfer records to the State Archives? 
Records must be identified as haVing historical value by the State Archivist before they can 
be transferred to the State Archives. General Letter lA: Transfer of Records to the State 
Archives details the procedures for transferring historical records to the State Archives. 
Please contact the State Archivist to arrange for permanent transfer of historical records to 
the State Archives. 

How many copies of a state publication should I transfer to the Connecticut 
State Library as part of the Connecticut State Depository Program? 
The State Library requires 17 copies of each publication. Two are sent to the Library of 
Congress, two are maintained at the Connecticut State Library (one copy for use and one 
security copy), and the remaining thirteen are distributed to depository libraries throughout 
the state. 
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How do I contact the Connecticut State Library? 

Office of the Public Records Government Information and 
Administrator Reference Services 
231 Capitol Avenue 231 Capitol Avenue 
Hartford, CT 06106 Hartford, CT 06106 
(860) 757-6540 [phone] (860) 757-6570 [phone] 
(860) 757-6542 [fax] (860) 757-6569 [fax] 
www.cslib.org/publicrecords http://www.cslib.org/gis.htm 

Connecticut State Archives State Records Center 
231 Capitol Avenue 198 West Street 
Hartford, CT 06106 Rocky Hill, CT 06067 
(860) 757-6511 [phone] (860) 721-2041 [phone] 
(860) 757-6542 [fax] (860) 721-2055 [fax] 
http://www.cslib.org/a rchivesl Email: recordsctr@cslib.org 

Quick Links 

The Office of the Public Records Administrator: 
http://www.csl ib.org/pu blicrecordsl 

The State Archives: 
http://www.csli b.org/archivesl 

Government Information and Reference Services: 
http://www.cslib.org/gis.htm 

For Forms and Certificates of Compliance: 
http://www.cslib.org/publicrecords/opraforms.htm 

For Information on the State Records Center: 
http://www.cslib.org/publicrecords/records.htm 

For Publications and Annual Reports: 
http://www.cslib.org/publicrecords/opraforms.htm#pu blications 

For Standards, Guidelines, General Letters, and Legislation: 
http://www.cslib.org/publicrecords/opraforms.htm#guidel ines 

For Training Opportunities: 
http://www.cslib.org/publicrecords/opraevents.htm 
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