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Why Records Management? 

PRACTICING PROPER RECORDS 
MANAGEMENT ENSURES THAT 

YOU CAN:

➔ Identify the records needed to document 
your work

➔ Keep duplication of records to a minimum
➔ Keep records accessible
➔ Dispose or preserve records properly



Records Management Fundamentals

Records management is the 
systematic control of recorded 

information, regardless of format, 
from original creation to ultimate 
disposition. Every office creates 

records, which may be paper, 
microfilm, electronic, or some 

other format.

A publicly-funded agency is required 
to have a records management 
program and should work with 
KDLA to implement that program. 



Principles of Records Management

● Records must remain accessible AND usable for the entirety 
of appropriate retention period.

● Destruction of records must be authorized by approved 
retention period.

● Records retention is agency-wide. Every employee who 
creates, receives, or maintains records is responsible for 
records management and retention.



Records Management Program

● active records management
● electronic records management
● inactive records management

● records inventory
● records retention schedule 

KNOW WHAT YOU 
HAVE

KNOW WHERE IT IS. BE 
ABLE TO ACCESS IT

● records disposition
● records destruction
● archival records management

GET RID OF WHAT YOU DON’T 
NEED WHEN YOU DON’T NEED IT

● vital records protection
● disaster recovery planning

PROTECT WHAT 
YOU DO NEED



What are Public Records?  

KRS 171.410

“all books, papers, maps, photographs, cards, tapes, disks, diskettes,
recordings and other documentary materials, regardless of physical
form or characteristics, which are prepared, owned, used, in the
possession of or retained by a public agency.”

Recorded information is a record. 

Public records show evidence of government activities.



Format Neutrality

A record is considered the same record 
regardless of how it is kept (format). 
Content determines record series and 
retention, NOT format.

As long as non-permanent records are 
accessible and accurate, it is at the 
agency’s discretion whether they are 
kept in paper or electronic formats. 

Maintain records 
in the format most 

appropriate for 
your agency’s 

needs. If records 
are accessed less, 

it’s okay to 
maintain them in 

paper format or to 
store offsite.



Common Records Formats

Eye Readable Machine Readable

❏ Paper

❏ Physical Photos

❏ Microfilm

❏ Email

❏ Digital Images

❏ Audio/Video

❏ PDF

Records with a non-permanent retention may be retained electronically or in paper,
regardless of how they originated.

Permanent records that were originally created in paper must be maintained in an 
eye-readable format per KRS 171.450. If the permanent records are born digital, they 
may be maintained digitally.



Original Record Format

Machine Readable Eye Readable

Permanent Retention Permanent RetentionNon-Permanent
Retention

Must Retain Record 
Permanently. Choose 

best format for agency 
needs. Create microfilm 

for security.

You have a choice! Retain in 
the best format for your 

needs. **Must remain useable 
and accessible throughout 

retention period

Must retain record 
permanently in original 

format. Create 
microfilm and/or digital 

image for security.



Format Considerations

Physical Items

Can be “stored and 
ignored” under optimized 
conditions with the 
expectation that you can 
go back and access them 
again at any time. 

Digital Items

Cannot “store and ignore.”

Dependent on 
hardware/software, which 
becomes obsolete over 
time.

Files stored on obsolete 
hardware or in obsolete 
formats are essentially 
“trapped”.



No local government permanent records may be
destroyed without prior approval by the State
Archivist / KDLA Commissioner.



Are Electronic Records Public Records? YES!
KRS 171.410(1):
"Public record or record" means all books, papers, maps,
photographs, cards, tapes, disks, diskettes, recordings, and
other documentary materials, regardless of physical form or
characteristics, which are prepared, owned, used, in the
possession of, or retained by a public agency.



EMAIL 
MESSAGES

Are public records! 
(KRS 171.410(1))

Can be subject to open records 
requests (KRS 61.870-61.884)

Are discoverable in a lawsuit



Common Types of Email Records

❏ Official Correspondence
L4954 - Retain Permanently. Documents agency policy 
and procedures, history, functions, etc.

❏ Routine Correspondence
L4955 - Retain 2 years. Non-policy in nature, business 
related, but not critical to the agency’s operations

❏ Information and Reference Material 
L4956 - Destroy when no longer needed

❏ Non-Business Related Messages 
L5866 - Destroy Immediately



?

Emails: Who is Responsible for Retention?













Benefits of Destruction

REDUCES
CLUTTER

FREES UP
SPACE

REDUCES 
RISK

BRINGS 
FOCUS



DISPOSITION
&

DESTRUCTION

• When electronic records meet 
retention, destroy them!

• Suspend destruction in the case 
of litigation, pending litigation, or 
an ongoing open records request.

• Do not keep records forever just 
because they are electronic! 

If you have a record, your agency is 
obligated to produce it, even if it has 
met its retention.



What is a Retention Schedule

A records retention schedule is a list of each record type, termed a 
“RECORD SERIES”.

A record series is either a document or set of documents maintained
together because they relate to a particular subject or function, result
from the same activity, take the same form, or because of some other
relationship arising out of their creation, receipt or use.

Schedules Include: 
❏ Title of Record
❏ Record Series Number (local agency series L####)
❏ Description of record series and contents
❏ Disposition instructions which explain how long to maintain the 

record and what to do once retention period has ended.



What does a Retention Schedule do?

★ Schedules are used to categorize records

★ Schedules describe records

★ Schedules provide instruction on records maintenance



Types of Retention Schedules

General 
Covers records common to all or most 

agencies

Local Government General Records
❏ Personnel
❏ Legislative
❏ Administrative
❏ Financial
❏ Payroll
❏ Planning and Zoning
❏ Law Enforcement
❏ Fire Dept
❏ EMS
❏ 911
❏ Utilities

Agency Specific 
Covers records specific to an agency

❏ Municipal
❏ County Judge Executive
❏ County Clerk
❏ Sheriff
❏ County Attorney
❏ Jailer
❏ Coroner
❏ Area Development District
❏ Health Department
 Public School
❏ Library

ALL LOCAL AGENCY SCHEDULES CAN BE FOUND ON KDLA 
WEBSITE:

https://kdla.ky.gov/records/recretentionschedules/Pages/default.asp
x

https://kdla.ky.gov/records/recretentionschedules/Pages/default.aspx
https://kdla.ky.gov/records/recretentionschedules/Pages/default.aspx










I Can’t Find My Series!

If you cannot find the series you are looking for or cannot seem to find a good fit, you can 
contact your Regional Administrator for assistance. Be prepared, since each agency keeps 
their records according to their own needs, your RA will most likely ask you several questions 
to find the best fit for your records. Those questions may include: 

★ What is this record used for? 
★ Did it originate in your agency? 
★ Do other agencies use/keep it? Are they required to keep it? 
★ Is it subject to Audit? 
★ How have you managed the record in the past? 
★ How long do you think it should be kept? 
★ Is this the only copy? Do you have the “record copy”?



Records cannot legally be destroyed without the 
authorization of a schedule. The default 
retention period for records not listed on a 
schedule is permanent, because there is no 
authorization to destroy them.



Legal Destruction

Destructions are determined by the Records Retention Schedule

The Agency must designate one copy as the “record copy” to meet 
retention requirements. Other copies can be considered duplicate

Use KDLA Destruction Certificates (links at end)

Destruction Certificates are Permanent Records for your agency 
(L4967). A copy should be forwarded to KDLA.

Destructions should always be part of the “normal course of 
business”



Suspension of Destruction

DESTRUCTION OF RECORDS MUST BE 
SUSPENDED IN CASE OF LITIGATION, 

PENDING LITIGATION, OR AN ONGOING 
OPEN RECORDS DISPUTE.



Destruction Guidelines

❏ Confidential documents should be shredded or recycled in a locked bin. 
When in doubt, treat as confidential.

❏ Other Records can be disposed of in a Landfill. 

❏ Recycling Vendors should be Bonded and Licensed.

Guidelines are available on KDLA website: 
https://kdla.ky.gov/records/Documents/Destruction%20Guidelines.PDF

CONSIDER ACCESS RESTRICTIONS

https://kdla.ky.gov/records/Documents/Destruction%20Guidelines.PDF




























Volume Calculations

Box/Container Size Cubic Feet Conversion

Standard archival box Approximately 1.0

1 banker’s box Approximately 1.5 

1 large banker’s box Approximately 2.5

10 ream paper box Approximately 2.5

1 inch stack of paper Approximately .083

1 sheet of paper 1/3000 of a cubic foot

1 pound (lb.) Approximately .016

1 gallon Approximately .135

For any other size box multiply the length, width, and height in 
inches, divide result by 1728

Below is handy table for quickly converting your physical documents into cubic feet.



Volume Calculations

Volume listed on DC GB Conversion
1 KB .000001 
1 MB .001
1 CD .6836
1 DVD 4.7
1 Blu-Ray 25

Below is a quick reference table for converting digital records to gigabytes.













GET RID OF WHAT YOU DON’T NEED 
WHEN YOU DON’T NEED IT



REMINDER: PERMANENT RECORDS CANNOT BE 
DESTROYED WITHOUT PRIOR WRITTEN 

APPROVAL FROM KDLA.



Helpful Resources

KDLA has many resources to help manage records in all formats. Don’t hesitate to contact 
KDLA with any questions or concerns about records management issues. We want to help!

KDLA website: 
https://kdla.ky.gov/Pages/index.aspx

Information and Services for Government Records Management: 
https://kdla.ky.gov/records/Pages/default.aspx

Retention Schedules:
https://kdla.ky.gov/records/RetentionSchedules/Pages/Local-Government-Records-Schedules.aspx

Local Records:
https://kdla.ky.gov/records/recmgmtservices/Pages/Local-Government-Records-Services.aspx

https://kdla.ky.gov/Pages/index.aspx
https://kdla.ky.gov/records/Pages/default.aspx
https://kdla.ky.gov/records/RetentionSchedules/Pages/Local-Government-Records-Schedules.aspx


Local Records Branch Services

 Assist with Records Retention Schedules and destruction of obsolete records; 

 Provide records management education training; 

 Provide guidance for the creation of local government records management programs; 

 Provide records management consultative services, including new technologies; 

 Provide 24-hour service for records disaster recovery assistance



Local Records Branch
West Region
Becca Halbmaier
Rebecca.Halbmaier@ky.gov
270.991.5195

North Central Region
Brian Wixom
Brian.Wixom@ky.gov
502.750.1913

South Central Region
Lance Hale
Lance.Hale@ky.gov
502.401.7914

North East Region
Jennifer Franze
Jennifer.Franze@ky.gov
502.871.2861

East Region
David Atha
David.Atha@ky.gov
502.234.4292

Local Records Branch Manager
Drew Preston
AndrewD.Preston@ky.gov
502.330.4986

mailto:rebecca.halbmaier@ky.gov
mailto:brian.wixom@ky.gov
mailto:AndrewD.Preston@ky.gov
mailto:David.Atha@ky.gov


Contact Info:

Sarah Garrett
Electronic Records Analyst
SarahE.Garrett@ky.gov
502-564-1759

Derek Clark
Electronic Records Branch 
Manager
Derek.Clark@ky.gov
502.564.1707

mailto:SarahE.Garrett@ky.gov
mailto:Derek.Clark@ky.gov
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