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Records Management 

The starting point for an effective records management program is the identification of an organization’s records and 
the establishment of a retention schedule. A records survey or inventory is the first step. Inventories are the basis for 
records retention and disposition schedules. Retention schedules reflect the length of time that records have 
operation, legal, fiscal or historical value. The Office of Records Management has forms for use in completing 
surveys or inventories and can offer advice or assistance in the process. 

The Department of State by legislation is empowered to administer records management and accomplishes this by way 
of Florida Administrative Code Chapter 1B-24 (Appendix A) 

The State of Florida issues specific retention schedules for state and local government use. The University of North 
Florida is subject to five specific records schedules – GS - 1 S State Government, GS -5 University and Community 
Colleges, GS - 4 Public Health Care Facilities and Medical Providers, GS - 2 Law Enforcement and Correctional 
Facilities and GS 15 Public Libraries. Even with five general schedules available the University has records that are not 
directly covered and so must use the information gathered from a records inventory to help set specific retention 
schedules where necessary. New retention schedules are approved by the Department of State. 

Note: As retention schedules required for the University are updated routinely they are not contained 
within this guide. Any schedule requested can be e-mailed promptly. 

When conducting an inventory, you should identify records as series – a group or unit of related documents that are 
normally filed or kept together because they relate to a particular subject or function. Examples include 
correspondence, contracts, policies, acquisitions (requisitions & purchase orders) project files, student records, cash 
receipts and time & leave records. 

Essential components of a records management system are identified as: 

 Record Series  Title. Normally,  files are organized into record series. A record series is defined as a 



 

 
   

 
 

      
    

    
 

   
   

 
   

     
 

   
 

 

 

 
 

 

          
 

 

  

 

 
 

 
 

   

Records Disposition 

What is records disposition? It can be several things. It can be the shredding of records approved for destruction. It 
can be the transfer to microfilm or optical disks. It also can be the transfer of custodial responsibility to a State 
agency, e.g., State Archives in Tallahassee. 

Most often when records disposition is mentioned it is in terms of  “how do I get rid of old records?” The first step is 
to identify the records you wish to dispose of, what time period and how large the quantity is. (It is essential that the title 
of the record series on the disposition match the record series title in the retention schedules.) This information must be 
placed on a Records Deposition Request, signed by the area custodian and forwarded to the Office of Records 
Management for approval. (“Custodian” means the position holder charged with the responsibility of maintaining the 
office having public records, or their designee.) 

The approval is currently a two working day process. Once approved a copy of the disposition is returned with 
instructions for disposal, certificate of disposition and labels for boxes. Those records authorized for shredded 
destruction will be picked up by Recycle as indicated in the instructions. Once shredding is completed Recycle will 
forward the signed certificate of disposition to Records Management. 

For identification, inventory and disposition of records the following information will be included on container 
labels: 

 Item number  –  available from Records Management   Schedule number  –  available from Records  
Management Officer   Record series title –  additional description of  material  may be necessary  

Calculating Eligibility Dates 

If the ending date for a specific record series is 7/31/97, when can these records be destroyed? 

Date to Start Add # of years Date eligible for Counting destruction 

3 years 7/31/1997 +3 = 7/31/2000 3 

fiscal years 7/1/98 +3 = 7/1/2001 

3 calendar years 1/1/1998 +3 = 1/1/2001 

Records Volume Conversion to Cubic Foot Measurements 

Cassette  Tapes  (200)  1.0 cu. ft. Letter-size  file box (12x12x10) 1.0 cu. ft  
Legal-size  file  box  (15x12x10)  1.5  cu.  ft.  Letter-size  file  box  (12x24x10)  2.0 cu. 
ft. Letter-size, file drawer 29” 2.0 cu. ft. Legal-size, file drawer  29”  
2.5 cu. ft. Letter-size, file  shelf  36”  3.0 cu. ft. Legal-size, file shelf  36”  
3.5 cu. ft. Magnetic Tapes (12) 1.0 cu. ft. 3 x 5 card, ten 12” rows 1.0 cu. ft. 3 
x 5 card, five 25” rows 1.0 cu. ft 4 x 6 card, six 12” rows 1.0 cu. ft. 5 x 8 card,  
four 12” rows 1.0 cu.  ft.  
3.5  Disks  (500)  1.0 cu.  ft.  



 
 

 

 
 

   
  

  
  

  

 

 
 

   
  

 
 

 

  
  

     
  

  

    
    
   
   

   
      

 

 

 

 
  

 

  
 

    

   
 

 

 

 
 
 

 

  

 
   

     
 

   
     

 

 
 

 

 

 
  

 
    

    

  

 

 

Files Management 

Why Files Management? 
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