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N:;tr';:':ar Records Series Title RetantiorEeriod , £ E ¢§ =ADDENDUMFACE
In Office I o § ﬁ. g 8 pemarks
Storage Retention w| €| ® >
i Reports, memoranda, correspondence, directives,
General administrative office files ACT 2FY ACT+2FY M |S N V | meeting notes. ACT=end of FY in which record was
created or received.
2, History of changes in rules, policies, procedures.
Policies, procedures, regulations ACT PERM PERM M |R |N v »:eg : ee‘;xd of FY in which record was created or
3 | Legalrecords ACT Y| AT M s N i matter o resolved.
o Properly Control ACT 3FY ACTraEY S [ipgelisa Iy 1| v [Ferorsrty.coricalion fecors (ACTEutl Bnd of By, n
5 Board member appointment letters, travel expense
Human Resources-Board member records PERM PERM PERM M |R N I | forms, records of training received. Must be kept
permanently
SEE NEXT PAGE
Permitted Retentlon Period Abbreviations Security Status Codes State Records Canter Agency Abbraviations
ACT — Active Period (when used define term in remarks column} P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contaln Confidential Information Y-Yes
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30} A — Transfer to State Archives [dentification Code
MO - Months WK — Week DY - Day(s) R — Relain in Agency Archives V=Vital
PERM - Permanent S — Review by State Archives L meortant
U= Useful
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8 Personnel records - Performance Planning, job
description, and other employee-specific info.
ACT=untll end of CY In which employee was employed
Human Resources-Personnel Records-Board staff | ACT ACT ACT M |S N U | atthe Board. At the expiration of ACT status, the
record will be sent to DPS&C HQ Human Resources
office for retention in accordanca with their retention
schedule.
7 . Board schedules, written minutes of
Board Meetings/Hearings PERM PERM PERM P |A [N Vil lhs elings/earings, transfer to Archives after 20 CY
8 Offender records created in advance of pardon or
parole proceedings. ACT=unlil end of the offender's
proceedings before the Board. At the expiration of
Offender Records AL ACT ACT M |8 [N 1 | AcTstatus, the record will be sent to DPS&C
Probation & Parole for retention in accordance with
their retention schedule.
SEE NEXT PAGE
Parmittacd Retention Parlod Abbreviations Security Status Codes State Records Center Agency Abbrevlations
ACT - Active Period (when used define term In remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M~ May Contain Confidential Information | Y ~ Y©8 DPS&C=Department of Public Safety & Corections
CY ~ Calendar Year (Jan 1 — Dec 31} C - Confidential Information N-No HQ=Headquarters
AY — Academic Year (Aug 1 - July 31} Archlval Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30} A —Transfer to State Archives Identification Code
MO — Months WK - Week DY - Day(s) R - Retain in Agency Archives V=Vital
PERM — Permanent S — Review by State Archives I =Important
O — Other (Spedify in Remarks) U= Useful
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Applications for clemency to be reviewed by Board to
9 determine if case will be heard. ACT= until the end of

Clemency Applications ACT 2FY ACT+2FY M |S N U | the FY in which application was reviewed and voted
upon. Only those that the Board has voted NOT to
have a hearing fall into this category.

10 Audio recordings of pardon and parole board

Board Meeting Audio Recordings ACT 2FY ACT+2FY P R N U | meetingsthearings. ACT=end of FY in which audio

record was created.

11 Records created in advance of pardon proceedings;

Clemency Records - UNFAVORABLE (Non-Lifer) | ACT 4FY ACT+4 F\l M |G N | gf;’;:es:;dfg.?; ;fl‘l‘:h': :?1‘?:"':'3 ﬁﬁmglhendalion
clemency proceeding was held.

SEE NEXT PAGE
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbrevlations
ACT — Active Period (when used define term in remarks column) P - Public Record xse
FY- Fiscal Year (July 1- June 30} M — May Contaln Confidential Information | ¥ ~ Ye8 DPS&C=Dapartment of Public Safety & Gorrections
CY — Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No Non-Life= An offender who has not been sentenced to
AY — Academic Year (Aug 1 — July 31) Archlval Processing Codes Vital Record a lifetime term of imprisonment.
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A —Transfer to State Archives Identification Code
MO - Months WK - Week DY - Day(s) R - Retain in Agency Archives V=Vital
PERM ~ Permanent S — Review by State Archives i

O - Other (Specify in Remarks) U= Useful
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2
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Number Records Serles Title 2 ik : zis| & |
In OFf In Total 3 -§ § y Remarks
nUilice | storage | Retention | B | < | ®» | S
Records created in advance of pardon proceedings;
S these cases did not result in favorable recommendation
12 Clemency Records - UNFAVORABLE (Lifer) ACT 15FY ACT+15FY M g N | fof elemm ency. ACT=untll the end of FY in which
clemency proceeding was held.
13 ‘Records created in advance of pardon proceedings for
offenders on Death Row, which did not result in
glersnses' Cy Records - UNFAVORABLE (CAPITAL | oy 0 PERM M |A [N |V | favorable recommendation for clemency. ACT=until
A ) death of offender. Transfer to Archives at the end of
the FY they become inactive.
14 Records created in advance of pardon proceedings;
these cases resulted In favorable recommendation for
Clemency Records - FAVORABLE ACT 0 PERM M |A |N V | clemency. ACT =until action is taken by the Govemor.
Transfer to Archives at the end of the FY they become
inactive,
END OF SCHEDULE
Permitted Retention Period Abbreviations Security Status Codes Stata Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
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