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Why?

Why do | need to organize my electronic records?
It is the law

Section3@20 defines a public record and st atfes
photographs, cards, tapes, recordings, or other documentary mesgardiéss of

physical formor characteristics prepared, owned, used, in the possession of, or retained by
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Cost and Efficiency

Longterm maintenance costs

Historical Relevance
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Legality

SC Public Records Act

Section 3@-20(c) definition of a Public Recasdi nc |l udes al | books, paper s,
recordings, or othelocumentary materiatgardless of physical form or charactenstgared, owned,
usedjn thepossessioaf, orretainedy apublic bodg 6

Section 3d-90 Archives shall assist in creating, filing and preserving records; inventories and schedules.

Freedom of Information Act

Section 3@-100 30-4-165 supports government accountability and the rights of citizens to inspect public
records

Uniform Electronic Transactions Act

Section 26-100 26:6-210 elevates electronic records and signatures to the same level as their paper
counterparts.
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Digitization
(Look before you leap!)

The process of transferring paper
records to electronic records

Look at your retention schedules
BEFORE you digitize!

What is the retention period?

How much room do the physical
records occupy?




SC DEPARTMENT OF ARCHIVES & HISTORY
AUTHORIZATION FOR DISPOSAL OF

ORIGINAL PAPER RECORDS STORED AS
DIGITAL IMAGES

1. RECORD GROUP NUMBER:

RETURN TO:
SC Department of Archives & History
Records Services Branch
8301 Parklane Road
Columbia, SC 29223-4905
Telephone: 803-896-6123 FAX: 803-896-6138

INSTRUCTIONS

1. Complete one form for each record series.

2. Complete all of Part I.

3. Under Part Il, check box A or box B, as appropriate, and sign.

4. Send the form to the address at left.

5. Do not destroy the paper records until we return the form to you with
Part Il completed.

6. Upon receipt of the form, destroy the records, complete Part IV, and
retain the form permanently to document the disposal.

PART | - IDENTIFICATION OF RECORD

2. Name of State Agency or Local Government

3. Name of the Division, Section, or Office

4. Record Series Title

5. Schedule Number

6. Inclusive dates of paper records to be destroyed

7. Cubic feet of records to be destroyed (estimate)

8. Retention period (If less than 10 years, check box A under Part Il below.
If 10 years or more, check box B.)

9. Is this a vital record? (Essential to the continuity of services during a
disaster or to the restoration of daily business when it has been
interrupted)

[0 YES O No

10. Are security copies of the digital records and indexes being placed in
off-site storage?

O YES O nNo

11. If yes, where are the security copies being stored?

12. Name of Person Completing Part |

13 Telephone number

ARM-13 Authorization for Disposal of Original
Paper Records Stored As Digital Images



PART Il - CERTIFICATION

RECORDS WITH A RETENTION PERIOD OF LESS THAN 10 YEARS

A. [ 1 certify that | am authorized to act for my government body in the retention and disposition of records identified in Part | of this form and that the
digital image records have been visually inspected and are legible and correct.

RECORDS WITH A RETENTION PERIOD OF 10 YEARS OR MORE

B. [ I certify that | am authorized to act for my government body in the retention and disposition of records identified in Part | of this form and that my
Agency or local government will comply with items 1-7 on page 2 of Public records information leaflet no. 13, Public records stored as digital
Images: policy statement (revised 24 June 2005).

14. Namet/title of authorized state agency or local government 15. Signature: 16 Date
representative:

PART Ill - STATE ARCHIVES APPROVAL

17. Disposal of the original (paper) records identified in Part | is 18. Reason for non-approval
[1 APPROVED [1 NOT APPROVED
19. Signature of State Archives representative 20. Date

PART IV - DISPOSAL VERIFICATION

I have properly disposed of the paper records identified in Part |

21. Signature of person disposing of records 22. Disposal date.
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Leaflet #13 Public Records Stored As Digital
Images

Ensure the production of appropriate indexes or other finding aids that will
provide access to the information contained in the records

Maintain security copies of the digital records and indexes in a sstgre off
location

Migrate and convert both the working and security copies of the digital
records and indexes either every 10 years or sooner if access to them is no
longer possible because the digital imaging records system has been
upgraded or changed




Leaflet #13 (continued)

Sample both the working and security copies of the digital records and indexes at
least once a year to make sure the data is still readable and recopy immediately if
loss of information is detected

Certify that the digital image records have been visually inspected and are legible
and correct

Certify that they have established written procedures and maintain written
documentation of compliance with above

Obtain an authorization for disposal of original reco@dvanfrem the South
Carolina Department of Archives and History




Format Obsolescence

What Is it? Prevention
When a file format is no longer Know yourformats
supported

Text files, graphics files, data files,
spreadsheet files, video and audio
files, markup languages

i 2
Whendoes it happen Limit your formats

Constant
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oBorn biglt al

Records that are created, used,
stored, and destroyed in electronic
format only

For instance, databases, spreadsheets,
email, etc.

Require same organizational criteria
as digitized documents
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File Naming

Naming Conventions

Consistency is key

Tie the files/folders to their paper
counterparts and to other files on the
server

Use file names to determine
official/record copy

Think longevity
Create an index



