September 18, 1989

TO: 

All Supervisory Staff

FROM:

Ronald Logsdon, Executive Director

RE:

Records Storage

Effective immediately, please observes the following requirements for storing all AACS records.

1) Be selective and be sure that only essential records are retained. Please do not put in storage any material which would be just as well thrown away.

Items which would typically be retained and stored:

· Supporting documentation for expenditures

· Client eligibility documentation

· Grantor-required retained documents

If you need to store items for “historical” purposes, selectively retain the important references and discard the useless items. Mark your box “Historical File” with NO Destroy Date.

2) Use a “Bankers Box”. Do not use empty boxes, grocery boxes or such.

3) Place items in the box neatly. Do not throw items in the box loosely. Fill the box; do not store the box partially filled.

4) Mark the label end of the box with a fully descriptive listing of its contents. (See attached samples.) DO NOT INDICATE A BOX NUMBER; THIS IS ASSIGNED BY THE EXECUTIVE DIRECTOR ONLY (SEE #6 BELOW). Please print legibly and neatly.

5) Complete an Inventory Record (copy attached).

6) Stack the boxes to be stored at the back door (central office) with label end in easy view for the executive director’s review. THE EXECUTIVE DIRECTOR WILL ASSIGN THE BOX NUMBER AND AFFIX IT TO BOTH THE STORAGE BOX AND THE INVENTORY RECORD.

7) Give the completed Inventory Record to the executive director who will then verify the required descriptive labeling, affix the box number, and arrange for the boxes to be placed in storage.

8) The Inventory Record will be maintained at the executive director’s office. If the retrieval of any files is required, please review the Inventory Record and file a request for the box (es) with the executive director.

If the retrieval of any files is required, please review the Inventory Record and file request for the box (es) with the executive director.

Please review the “Record-Retention Scheduling” and “Records Control and Storage Handbook” reference in the AACS, Inc. OPERATIONS MANUAL for more complete information on appropriate records control.

Essentially, there are three stages in the life-cycle of all records:

1)
The period of active use. These records are maintained close at hand, usually in your files, for immediate access.

2) The period of storage. This is the period, which the foregoing procedures address.  These records are retained only as long as needed for occasional reference and audit or legal reasons.

3) Destruction. After records have ceased to serve any useful purpose, they should be destroyed. The costs of storage are too great to retain useless records.

The AACS, Inc. will provide appropriate storage for essential records. All records will be purged upon the arrival of the designated “Destroy Date”. The Inventory Record will be marked accordingly.

Each AACS Project Director is to provide the Agency management and staff a listing of type records to be retained and the specified retention period for each type of retained record(s).

Suggestions for improving the Agency’s record retention program are appreciated. If you have any suggestions or questions, please contact the executive director.

Attachments

FILE THIS DIRECTIVE IN TH EOPERATIONS MANUAL BEFORE THE RCORD-RETENTION REFERANCES AT THE END OF THE “FISCAL REFERENCES” SECTION.

