Code Event Name

43

Description

Some retention periods consist of two or more components; i.e. CL+6 means

il s they should be kept until closed plus 6 years.
AR %ir?aw Subject to anannual review to determine if record has continued value.
AU |JAfter Audit Retain until audit has been performed.
Closed:; ; e o , : .
: Bistrict Managerdetermines i
CL Completed Retain until closed or project completion date
cu lcurrent Year A period of time starting after the end of the current calendar year -
December 31.
Expiration / end : - : :
EX Retain until file has expired or is ho longer useful or relevant.
of usefulness
M [Month Additional retention period of 1 calendar month
PE |Permanent Record retained indefinitely—Permanently
RE |Revised TFhecorrected orupdated-version-efarecord:
SA |Sale or Disposal|Retain until item is sold, disposed, demolished or removed from service.
Final Settlement or Resolution. Fhe-actof settlingeorthe-state of being-
ST |Settlement .
sU |superseded Record is mamtalned until made obsolete by the creation or receipt of a
newer version.
TE [Termination Retain until termination or sepearation from the District, retirement-ordeath-




Code

Characteristic
Name

Description

Vital

A record identified as essential for the continuation or survival of the
organization if a disaster strikes. Such records are necessary to re-
create the organization’s legal and financial status and to determine
the rights and obligations of employees, customers, stockholders, and
citizens.

Historical

The value attributed to a record which preserves documentation on
significant historical events including the organization’s operations,
origin, policies, authorities, functions, and organizations, as well as
significant administrative decisions.

Confidential

A record requiring protection against unauthorized disclosure,

modification, or destruction. A document with restricted access.




