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AGENDA 
STATE RECORDS COMMITTEE 

April 20, 2023 
10:00 AM 

 Location: Online/Teleconference 
(https://www.state.nj.us/treasury/revenue/rms/srcpackets.shtml) 

Announcement of Open Public Meeting 

I. Review of March 16, 2023 Minutes

II. Administrative Actions:

A. Announcement of Approval of Destruction Authorization:
Artemis Request:   # 590337- 591586

B. Registered Imaging Systems / Amendments / Annual Reviews:
Report to the State Records Committee

III. New Business:

A. Records Retention Schedule:

1. County General Schedule and Municipal General Schedule (C820000 and 
M100000) – Presented by Karen Perry

2. NJ Transit (S800000 (S802000-001 Obsolete and S09230-000 Obsolete)) –
Presented by Karen Perry

IV. Other Business:

A. Damaged Records Report:

1. Department of Human Services – Division of Developmental Disabilities –
presented by Virma Guzman-Reyes/Liz Hartmann

2. South Orange Township - presented by Virma Guzman-Reyes

http://www.treas.state.nj.us/


            STATE OF NEW JERSEY 
STATE RECORDS COMMITTEE 

  PO BOX 661, TRENTON, NJ, 08625-0661 609.292.8711 
 
www.nj.gov/treasury/ 
 

MINUTES 
STATE RECORDS COMMITTEE 

March 16, 2023 
 
 
Amanda Truppa, Secretary, called the 453rd meeting of the State Records Committee to order at 10:01 
a.m. on the above date. She stated that notice of the meeting had been posted in the Secretary of 
State’s Office and published in the State’s daily newspapers in conformance with the requirements of 
the Open Public Meetings Act. This meeting was conducted virtually.  
 
Ms. Truppa stated there was a quorum present.   
 
ATTENDANCE: 

SRC: State Treasurer, Amanda Truppa,designee 
  Department of Community Affairs, Division of Local Government Services, Bonnie 

Brooks, designee 
State Archives, Don Cornelius  

  State Auditor, Ken Kramli, designee 
  Attorney General, Susan Scott, designee 

 
  Staff:   Marcella Campbell, Records Analyst 3, Records Management Services 

Virma Guzman-Reyes, Records Analyst 3, Records Management Services 
Karen A. Perry, Records Analyst 1, Records Management Services  
Terricka Page, Records Analyst 3, Records Management Services 

  Robert Herrick, Records Analyst 2, Records Management Services  
  John Berry, Records Analyst 1, Records Management Services  
  Liz Hartmann, Administrative Analyst 3, Records Management Services 
    
 
  Other: Michelle Everly, Gloucester County - CARMA 

Sylvia Allen, DCA Housing and Finance  
Argean Cook, NJ Transit 

  Daniel Corpeno, NJ Transit 
Joan DePaolo, NJ Transit 

  Toi Fisher, NJ Transit 
  Adolfo Guerrero, NJ Transit 
  Kasandra Reid, NJ Transit 
  Mary Miller, DCA Housing and Finance 
  Christopher Medina, NJ Transit 
  Michelle McKnight, DCA Housing and Finance 
  Dan Freed, Sussex County - CARMA 
    
 

 

http://www.nj.gov/treasury/


 
 

MINUTES: 

APPROVAL OF PREVIOUS SRC MEETING MINUTES: 
Upon motion, seconded, the Committee voted to approve the minutes of the December 15, 2022 
minutes. 
 
I. Administrative Actions: 

A. Announcement of Approval of Destruction Authorizations: 
Artemis Request # 586358 - 587389 

 

B. Report to the State Records Committee  
           Imaging Certification Amendments/Annual Reviews/Administrative Actions 

 
 
II.        New Business: 

 

A. Records Retention Schedule:   
  

1. County Clerk Schedule and Municipal Clerk Schedule (C100000 and 
M200000) – Presented by Karen Perry   
 
Schedules presented by Karen Perry, Records Analyst 1.  Both approved with 
one change to include statute citation to C100000. Done with thanks to all 
clerks at county and municipal levels for participating in the update with the 
schedules. 

        2.   County Counsel Schedule – (C350000) Approved 

B. Report from the State Archives:  

Mr. James Fruscione Director of DORES, provided guidance on Virtual and Electronic 
Meetings.  Information can be found 
https://www.state.nj.us/treasury/revenue/rms/pdf/GuidelinesforSchedulingElectronicMes
sagingRecordsforRetentionandDisposition.pdf and is attached to these minutes.  

 
There being no further business, the Committee adjourned at 11:17 a.m.  

 

 

        ____________________________ 

        Amanda Truppa 
        Secretary 
        State Records Committee 

https://www.state.nj.us/treasury/revenue/rms/pdf/GuidelinesforSchedulingElectronicMessagingRecordsforRetentionandDisposition.pdf
https://www.state.nj.us/treasury/revenue/rms/pdf/GuidelinesforSchedulingElectronicMessagingRecordsforRetentionandDisposition.pdf
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Guidelines on Retention Scheduling Public Records  
Stored on Electronic Messaging Platforms 

 
Introduction 

These guidelines include suggested action steps for creating retention and disposition policies for public 
records created via electronic messaging systems in formats such as text, chat, instant messages and voice 
messages. Electronic messaging allows for real time exchange of digital information and for storage of the 
information for later use. Various providers, such as Google, Zoom and Microsoft include chat and instant 
messaging resources in their collaboration platforms. Chat and instant messaging are available via social 
medial platforms like Facebook. Also, Internet service providers, telecommunications firms and information 
technology businesses offer text messaging for users of mobile devices such as smart phones and tablets, as 
well as facilities to record and store voice messages.1     

Applicability of Public Records Law 

The foundation for this document is the legal imperative expressed in the State’s public records law 
(N.J.S.A. 47:3 et seq.). That is, irrespective of medium, all records that are generated and received during 
governmental operations in New Jersey are public records and subject to the State’s records 
management and archival requirements. Records generated and received via electronic messaging 
platforms are therefore subject to the State’s public records law. 

Audience 
Generally, these guidelines are designed for professionals who work in records and information 
management capacities and who have some familiarity with the State’s records management program 
as described in the State Records Manual. However, generalist managers and administrative support 
staff may also find the guidelines useful. 
 
Notes on Scope and Foundation for this Document 

This document covers retention scheduling for electronic messaging. It does not cover the management 
of electronic mail or social media.  
 
Guidance on managing email may be found in the State Records Manual (pages 39-48).  
 
The State’s Guidelines on Retention Scheduling Public Records Stored on Social Media Platforms address 
social media. The social media guidelines form the foundation for dealing with electronic messaging as 
well. The reader will note that the processes and methods set forth in this document track those 
found in the social media guidelines. 

 
  

                                                           
1 See the National Archives and Records Services’ Guidance on Managing Electronic Messages and Electronic 
Messages White Paper. While now somewhat dated, they still provide useful insights into defining and managing 
electronic records. The State of North Carolina also provides helpful guidance in this area in its publication Best 
Practices for Electronic Communications Usage in North Carolina.   

https://www.nj.gov/treasury/revenue/rms/manual/RMSManual.pdf
https://www.nj.gov/treasury/revenue/rms/manual/RMSManual.pdf
https://www.nj.gov/treasury/revenue/rms/pdf/GuidelinesforSchedulingSocialMediaRecordsforRetentionandDisposition.pdf
https://www.archives.gov/records-mgmt/bulletins/2015/2015-02.html
https://www.archives.gov/files/records-mgmt/resources/emessageswp.pdf
https://www.archives.gov/files/records-mgmt/resources/emessageswp.pdf
https://files.nc.gov/dncr-archives/documents/files/text_messaging_document_revised_final_20170208.pdf
https://files.nc.gov/dncr-archives/documents/files/text_messaging_document_revised_final_20170208.pdf
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Key Contacts 

The contact for the records management topics covered below is the New Jersey Division of Revenue 
and Enterprise Services’ Records Management Services Unit (RMS): 609-777-1020 or 609-292-8711. 
Guidance on preservation of permanent and historical records can be obtained from the State Archives: 
609-633-8304 or 609-292-6260. 
 
Action Steps 

1. Inventory Electronic Messaging Platforms 

Start the retention scheduling process by inventorying and documenting all the electronic 
messaging services and platforms employed by the agency – for example, accounts/sites using 
Facebook, TEAMS, Zoom, Google Workspace, mobile telephone and other voice 
communication services that include voice recording, etc. Describe the content that resides on 
each platform and the organizational functions that each one addresses – for instance, 
dissemination of scheduling information, emergency notices, constituent services, ideation, 
meeting dialogues, etc. 

2. Conduct a Value Assessment(s) 
 

Based on the descriptions and functional purposes of the platforms, assign values to the 
content (records) they contain. Following are value dimensions that could be assigned. The 
value dimensions are tied to a simple range: low (records with little or no lasting retention 
value); medium (records with some short-term – less than 10 years, retention value); and high 
(records with greater than 10 years retention value). 

 
Note that records may bridge or overlap the value dimensions. For example, a particular 
electronic messaging service/platform may contain content that has both informational and 
planning and decision support/knowledge management values. If this occurs and the 
overlapping dimensions have different (higher/lower) values with respect to retention and 
disposition, the recommended policy decision would be to assign the higher value to the 
content. 

 
Value dimensions a and b below are likely to be the two most common dimensions that 
agencies encounter. 

 
a. General Information (retention value – low). Electronic messaging services are 

frequently used for the exchange routine information such as meeting reminders, 
general questions/answers shared among staff on technical matters or simple requests 
for the return of a telephone or online call. Content generated for such purposes likely 
has no lasting value, and can therefore be classified as routine/non-sensitive in nature. 
 
b. Operational Information Exchange (retention value - low to medium). Electronic 
messaging can augment dialogue among agency staff, service providers and constituents. 
For instance, chats may serve to enhance information exchange among participants in 
online meetings and as a customer support channel for an agency contact center. Records 
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produced in this category can include exchanges such as general feedback, 
question/answer streams, ratings, voting, likes/dislikes, etc. These records may also have 
secondary uses such as operational research on the effectiveness and efficiency of 
customer support programs and online service offerings. 
 

c. Transactional and Operations Management (retention value - low to medium). Electronic 
messaging may connect with an agency’s service delivery processes. For example, agencies 
may use texts and chats to deliver tailored electronic content or private links (links to 
content directed to a specific individual) in response to document filing or information 
access requests. 
 

d. Planning and Decision Support/Knowledge Management (retention value - medium to 
high). Electronic messaging may aid executives and specialized staff (technologists, public 
information officers, legal advisors, budget analysts, etc.) who develop plans and rules that 
guide the actions of the entire organization from a long term or strategic perspective. In 
this context, electronic messaging can contain valuable information including intra-agency 
and external discussions and information on a wide range of topics including: economic 
trends; policy research; constituent sentiment; legal issues; evolving products/technologies 
that impact agency operations; prevailing political trends; and changes in societal 
perspectives. Electronic messages may also support collaborative efforts aimed at idea 
development and product or service innovations via feedback from individual citizens, 
organizational actors and various other stakeholders. 
 

e. Legal/Compliance (retention value – high). This is an encompassing category which, 
depending on the agency’s mission, may envelope all the prior categories. It relates to the 
management of records, in all forms, for adherence to statutory and regulatory record-
keeping requirements. Agencies that employ electronic messaging in tightly regulated 
contexts should be aware that legal, contractual and rules-based requirements may attach 
to the records generated/stored by the electronic messaging service/platform. Agencies 
may be compelled to produce records in this category in discovery processes associated 
with litigation, audits and internal investigations. 
 

f. Historical (retention value - high). Historical records hold long-term or permanent 
research value. They serve to preserve our intellectual heritage and to document 
important social, political, economic and cultural developments. Thus, they have enduring 
relevance. Over time, some portion of electronic messaging will document significant 
events, and/or trends in an aspect of human development, and/or record time- and 
context-bound perceptions/attitudes about significant human endeavors.  

 
3. Assign Retention and Disposition Policies to the Records 

Based on the value assessments conducted in Action Step 2, assign retention and disposition 
polices to all electronic messages that the agency generates and stores. This may be done by 
creating new agency-specific records retention schedule items (record series) or using existing 
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records series. 

For information on how to create new agency specific record series, consult the State Records 
Manual, pages 10 – 13. Note that RMS can assist in establishing on-going authorizations for 
disposition, which will enable agencies to dispose of low value content routinely for renewable 
time periods (6 months or year) without having to submit requests for individual disposition 
actions. Contact RMS for assistance in setting up on-going disposition authorizations. 

Following are suggestions for use of existing general record series and disposition policies that 
align with the value dimensions discussed in Action Step 2. 

 
 

Record’s Value 

 

Examples Existing Record Series 

 

Disposition 

General Information 

(Low) 

Electronic Administrative Resource Files – for 
example, meeting reminders, exchange of 
web links (URLs) on technical topics, routine 
announcements about agency events or 
relevant news articles, etc. 

 

 

Retain until no longer 
needed for administrative 
purposes/destroy 

Routine Information 
Exchange (Low-Medium) 

For low value, Electronic Administrative 
Resource Files -- for example, chat logs and 
dialogues associated with routine 
operational meetings  

Retain until no longer 
needed for administrative 
purposes/destroy 

   

 
For medium value:  

 Correspondence, Internal – for example, 
routine exchanges relative to the processing 
and disposition of routine customer service 
issues 

1 year/destroy  

 
OR 

 

 Administrative Subject File 3 years/destroy **(use of 
data migration 
recommended; see next 
action step)  

   
   



Page 5  

Transactional and 
Operations 

Management(Low-
Medium) 

For low value, Electronic Administrative 
Resource Files, for example, confirmations of 
receipt and completion of 
document/application filings or information 
access service requests  

 
Retain until no longer 
needed for administrative 
purposes/destroy 

   

 
For medium value:  

 Correspondence, External -- for example, 
customer feedback relative to public 
programs or service quality  

3 years/destroy **(use of 
data migration 
recommended; see next 
action step) 

 
OR  

 
Administrative Subject File 

3 years/destroy **(use of 
data migration 
recommended; see next 
action step) 

   
 

Planning and Decision 
(High) 

Correspondence, Policy -- for example, 
exchanges among mid to senior level staff 
regarding the development, progress or 
status of a public program or function  

25 years with archival 
review **(use of data 
migration and long-term 
repositories required; see 
next action step) 

   

Legal/Compliance (High) Correspondence, Policy -- for example, 
exchanges regarding decisions to award of 
contracts and directives relative to 
compliance with regulatory and/or 
compliance regimes  

25 years with archival 
review **(use of data 
migration and long-term 
repositories required; see 
next action step) 

Historical (High) Permanent based content and context – for 
example, exchanges between top level 
administrators regarding key issues affecting 
the State, including State-wide emergencies, 
sensitive investigations, executive staff 
appointments, etc.  

Permanent with archival 
review **(use of data 
migration and long-term 
repositories required; 
see next action step) 

 
4. Choose Modes of Storage for Electronic Messages with Consideration of Policies Controlling Use 

of Platforms and Devices 
 

By way of background, it is common for agencies to use third party contractors, including cloud 
and cellular service providers, for electronic message storage. Also, depending on the nature of 
the messaging system and service, individual employees may store messages on their agency-
assigned devices and/or possibly on their own devices.  
 
Contractors may offer varying levels of service, quality and storage capacities that could change 
over time. This can make the underlying storage technologies and service levels for the agency’s 
electronic messaging program uncertain and unstable. Likewise, use of privately owned devices 



Page 6  

is fraught with complications, ranging from exposure to records loss to challenges with 
responding to access requests associated with discovery, audits, investigations and Open Public 
Records (OPRA). 
 
a. Given the backdrop above, when addressing storage solutions for electronic messaging, 

agencies should consider the following policies: 
 

• Prohibit use of private devices for the exchange of public records (any message dealing 
with official agency business). 

• Prohibit or at least strongly discourage use of electronic messaging for public records 
with retention periods greater than three (3) years or generally, any messaging that 
involves investigations, audits, the formulation of public policy and/or administration of 
legal processes such as contracts. 

• For all electronic messaging contractors, including those who provide voice message 
recording services, employ contractual provisions that address public records retention 
and disposition requirements. (See example language for Cloud-based platforms listed 
in the RMS Cloud storage guidelines, State Records Manual, page 115).   

 
b. Choose appropriate storage solutions or mix of solutions. 

 
• Trusted Digital Repository (Preferred). Implement a collection tool that allows the 

agency’s centralized information technology and/or records management program to 
perform scheduled extraction and migration of electronic messages from all sources to 
an agency-owned or controlled trusted digital repository.2 A trusted digital repository 
enables the agency to store digital records, including electronic messages, in formats 
that assure access, use and analysis of the records for the entire length of their 
retention periods.3 Such functionality is critical for long-term and permanent records 
and recommended for records that must be maintained for three (3) years or more.  

 
The trusted digital repository can be an agency owned computer storage facility and/or a 
Cloud-based platform, either of which meets or exceeds the requirements listed in the 
RMS Cloud storage guidelines (State Records Manual, page 115).47 For long-term or 
permanent storage requirements, the repository should use file formats that are 
compatible with long-term/permanent storage. After records are successfully migrated to 
the trusted digital repository, the agency may delete the migrated content from the 
source platform. 

                                                           
2 The Sedona Conference published an accessible discussion of collection software in the context of small case 
discovery efforts. See The Sedona Conference. (2022). Primer on Managing Electronic Discovery in Small Cases, The 
Sedona Conference, Phoenix, AZ. The publication includes references to the Sedona Conference’s more expansive 
guidance on the discovery life-cycle and resources used to support it.  
3 The Research Library Group/Online Computer Library Center (RLG/OCLC) provides a formal, encompassing 
definition of trusted digital repository in its publication entitled Trusted Digital Repositories: Attributes and 
Responsibilities. As noted in the narrative, while trusted digital repositories focus on long-term and permanent 
storage, for purposes of this guideline, short-term records may also be included for ease of administration. 
4 The Cloud storage guidelines are useful because they address many requirements for long-term records storage and 
access. The RLG/OCLC publication cited in the previous footnote also provides valuable information on these and 
other key characteristics, as does the OCLC’s publication entitled Trustworthy Repositories Audit & Certification: 
Criteria and Checklist. 

https://www.nj.gov/treasury/revenue/rms/manual/RMSManual.pdf
https://www.nj.gov/treasury/revenue/rms/manual/RMSManual.pdf
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Also, use collection tools that extract/archive metadata associated with each targeted 
electronic message. As defined by the National Archives and Records Service (NARA), 
metadata are data elements that “provide administrative, descriptive, and technical 
information that describe the structure and content of electronic records.”5  Examples of 
metadata for electronic messages include authors name, cellular phone number, 
organizational affiliation, recipient names/cellular phone numbers, subject line, date 
created/sent, etc. 
 
With regard to file formats used for long term storage, use standards and guidelines 
published by the New Jersey State Archives. As of the publication of these guidelines, the 
Archives had drafted a table of preferred and acceptable formats, but had yet to publish 
it. Check with the Archives on the status of the table (609-633-8304 or 609-292-6260).  
 

• Centralized Agency Collaboration Platform. Agency collaboration platforms such as Office 
365/TEAMS and Google Workspace provide tools that enable agencies to set enterprise, 
organization-wide retention/disposition policies for messaging streams like chats and 
other digital communications. Use these tools whenever possible. Also consider moving 
messaging streams with long-term retention values to a trusted digital repository as 
described above. 

 
• Back-ups and Data Export/Import. If the agency’s electronic messaging platform contains 

records with medium to long-term value, and does not accommodate 
retention/disposition management or collection tools, migrate the content periodically 
to a trusted digital repository via importation of back-ups or through the use of data 
export/ import applications. Be sure to test the back-up/recovery tools and 
export/import applications. 
 

• Service Provider Platforms. If the agency uses a platform that operates separate from its 
centralized collaboration and storage facilities and it is not possible to set up a trusted 
digital repository, consider relying on the messaging service provider exclusively. This 
approach is viable only if the records involved do not have long term retention value. 
Ensure that the provider has back-up/recovery tools in place to guard against data loss, 
or that there are data import/export applications that can be used to make accessible 
copies of the records.  

  

                                                           
5 See NARA Bulletin 2015-04, Metadata Guidance for the Transfer of Permanent Electronic Records. 
NARA’s guidelines on file formats for transfer of permanent records and metadata for transferred files 
may also prove helpful in determining file format and metadata requirements for trusted digital 
repositories. 

 

https://www.archives.gov/records-mgmt/bulletins/2015/2015-04.html


Page 8  

• Individual Devices. In cases where employees are creating and storing message streams 
on individual devices that are not automatically synchronized with an agency-controlled 
repository, institute a policy that highlights the need for employees to attend to 
retention and disposition directly. As part of the policy, require periodic copying of 
messages that have longer term retention value (for purposes of this presentation, two 
years or more) to a designated repository. Ideally, this would be accomplished through 
the use of a collection tool made available to employees (see discussion under (Trusted 
Digital Repository). If it is not possible to employ a collection tool, cutting and pasting 
message streams is a possibly, but be aware that this approach is limited and may not 
allow for the capture of metadata that is critical for access, discovery and research 
purposes.6  

 
5. Implement the Retention and Disposition Program  

After completing the four preceding steps, choose to conduct the retention and disposition 
program via: 
a. The standard disposition authorization process (State Records Manual, pages 10 – 13); 
b. The on-going disposition authorization process (contact RMS for assistance in setting up an 

on-going authorization); or 
c. A combination of the processes for different sites. 

  
  

                                                           
6 Internet searches will surface examples of these policies. Some examples include policies promulgated by New York 
City, The State of Washington and the University of Oregon.  

https://www1.nyc.gov/assets/records/pdf/Records-Management/RMD-P-2022-01%20-%20Instant%20Electronic%20Messages.pdf
https://www1.nyc.gov/assets/records/pdf/Records-Management/RMD-P-2022-01%20-%20Instant%20Electronic%20Messages.pdf
https://www.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-how-long-do-chat-and-instant-messaging-records-need-to-be-kept-(july-2020).pdf
https://recordsmanagement.uoregon.edu/chat-retention
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SUMMARY OF ACTION STEPS 

 



Certification # Agency AmendmentType
09012225-MF Borough of Ramsey Added Records Series
09012225-MF Borough of Ramsey Annual Review
04021902-MF Township of Woodbridge Building Department Annual Review
06110903-MP Township of Woodbridge Added Records Series
06110903-MP Township of Woodbridge Annual Review
13121212-NM Salem County Board of Social Services Annual Review
12021601-MP Borough of Roselle Park Annual Review
11012035-MP City of Rahway Annual Review
12021602-MP Township of Union Annual Review

16031002-NM
Office of Child Support Services, Division of 
Family Development, EMC

Annual Review

08032002-NM County of Gloucester Prosecutor's Office Annual Review
09021906-MP Township of Hamilton (Mercer) Annual Review
06121408-MF County of Gloucester Annual Review
13121210-NM Gloucester County Division of Social Services Annual Review
05072101-MF County of Gloucester Surrogate's Office Annual Review
11051909-MP County of Gloucester Clerk LRMS Annual Review
09021906-MP Township of Hamilton (Mercer) Annual Review
09021906-MP Township of Hamilton (Mercer) Annual Review
22040702-MP Gloucester County Library Systems Annual Review
06121405-MF County of Bergen Office of the Clerk of the Annual Review
07071902-MP Township of Woolwich Construction Code Office Annual Review
18083001-MP Burlington Township Annual Review
10071501-NM Ocean County Utilities Authority Annual Review
14051503-NM Ocean County Board of Social Services Annual Review
20050701-MP Bergen New Bridge Medical Center - Docu-Trac Annual Review
07031501-MP County of Union Annual Review
09082004-MP County of Union Engineering Annual Review
01111401-MF County of Passaic County Clerk Annual Review
06031602-MF County of Passaic County Clerk eFiling Annual Review
14032010-NM Middlesex County Board of Social Services Annual Review
12021604-NM County of Passaic Annual Review
14032012-NM Cape May County Board of Social Services Annual Review

01121301-MP
County of Atlantic Department of 
Administrative Services Division of Information 
Technologies and Records Management

New/Upgrade of Software

06110901-MP City of Newark Alternate Format Approval

03091802-MF
New Jersey Motor Vehicle Commission 
Customer Operations and Support Imaging 

Annual Review

02032101
New Jersey Motor Vehicle Commission 
Customer Operations and Support Imaging 

Annual Review

11051908-NM
New Jersey Motor Vehicle Commission (Matrix-
P8 System)

Annual Review

37



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  County Agencies General Records Retention Schedule AGENCY # C820000 

DIVISION: SCHEDULE # 017 

BUREAU: PAGE # OF 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) 
FORMER AGENCY NUMBER 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

0524-0000 

Legal File 
File contains but is not limited to the 
following: Litigation documents, 
Request For Legal Opinion, Legal 
Opinion Rendered and supporting 
documentation. (NJSA 2A:14-5) 

New Record 
Series 

0524-0001 Legal File - Litigation (Original) New Record 
Series 

0524-0002 Legal File - Litigation (Copy) New Record 
Series 

0524-0003 Legal File- Request for Legal Opinion 
and Opinion Rendered (agency copy)

New Record 
Series 



STATE OF NEW JERSEY

COUNTY AGENCY GENERAL  
RECORDS RETENTION SCHEDULE 

C820000-017

Prepared by: 
DORES Records Management Services 

33 West State St. 5th Floor, PO Box 661 Trenton NJ 08646-0661 
https://www.nj.gov/treasury/revenue/rms/ 

609-292-8711



 

Records Retention and Disposition Schedule 
 

Agency: C820000 
 

Schedule: 017 
 

Page #:1 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

 

Department:  

 

County Agencies General Schedule 

 

Agency Representative:   

Title:  
 

 

Phone #: 
 

 
 

 

SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no continuing value to the State of New Jersey 
and will be disposed of as indicated in accordance with the law and regulations of the State Records Committee. This schedule will become effective on the date approved by the State Records 
Committee. 
Agency Representative Signature: 
 

Date: 
 

Secretary, State Records Committee Signature: 
 

Date: 
 

       
 

 

 Record 
 

Record Title and Description 
 

     Retention Policy 
 

Disposition 
 

Citation 
 

Series # 
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on

fid
en

tia
l 

 

Total 
Retention 
Period 

 

Minimum 
Period in 
Agency 

 

  

 General Administrative Records          

0524-0000 Legal File 
File contains but is not limited to the following: Litigation 
documents, Request For Legal Opinion, Legal Opinion 
Rendered and supporting documentation. (NJSA 2A:14-5) 

         

0524-0001 Legal File - Litigation (Original) 
(NJSA 2A:14-5) 

     20 years 
after final 
action 

 
 

Destroy 
 

 

0524-0002 Legal File - Litigation (Copy)      6 years 
 

 
 

Destroy 
 

 

0524-0003 Legal File - Request for Legal Opinion and Opinion Rendered 
(Agency Copy) 
 

     6 years  
 

Destroy 
 

 

 

 

 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  Municipal Agencies General Records Retention Schedule AGENCY # M100000 

DIVISION: SCHEDULE # 017 

BUREAU: PAGE # OF 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) 
FORMER AGENCY NUMBER 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

0524-0000 

Legal File 
File contains but is not limited to the 
following: Litigation documents, 
Request For Legal Opinion, Legal 
Opinion Rendered and supporting 
documentation. (NJSA 2A:14-5) 

New Record 
Series 

0524-0001 Legal File - Litigation (Original) New Record 
Series 

0524-0002 Legal File - Litigation (Copy) New Record 
Series 

0524-0003 Legal File- Request for Legal Opinion 
and Opinion Rendered (agency copy)

New Record 
Series 



 

       

 STATE OF NEW JERSEY 
 

 

       

       

   

 

   

       

 MUNICIPAL AGENCY GENERAL  
RECORDS RETENTION SCHEDULE 

M100000-017 

 

       

       

 

 Prepared by:  
DORES Records Management Services 

33 West State St. 5th Floor, PO Box 661 Trenton NJ 08646-0661 
https://www.nj.gov/treasury/revenue/rms/ 

609-292-8711 
 

 

 

  



Records Retention and Disposition Schedule Agency: M100000 Schedule: 017 Page #:1 of 1 

* P - Public, C - Confidential

Department: Municipal Agency General Schedule Agency Representative: 

Title: 

Phone #: 

SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no continuing value to the State of New Jersey 
and will be disposed of as indicated in accordance with the law and regulations of the State Records Committee. This schedule will become effective on the date approved by the State Records 
Committee. 
Agency Representative Signature: Date: Secretary, State Records Committee Signature: Date: 

Record 
 

Record Title and Description 
 

Retention Policy Disposition 
 

Citation 
 

Series # 
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Total 
Retention 
Period 

Minimum 
Period in 
Agency 

General Administrative Records 

0524-0000 Legal File 
File contains but is not limited to the following: Litigation 
documents, Request For Legal Opinion, Legal Opinion 
Rendered and supporting documentation. (NJSA 2A:14-5) 

0524-0001 Legal File - Litigation (Original) 
(NJSA 2A:14-5) 

20 years 
after final 
action 

Destroy 

0524-0002 Legal File - Litigation (Copy) 6 years Destroy 

0524-0003 Legal File - Request for Legal Opinion and Opinion Rendered 
(Agency Copy) 

6 years Destroy 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  New Jersey Transit Agency # S802000  

DIVISION: 
 Rail Operations/Meadowland Maintenance Complex (MMC) 

SCHEDULE # 001 

BUREAU: PAGE # 1 OF 2 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU)  New Jersey Transit Rail Operations / Meadowland Maintenance Complex (MMC) - RETIRED 
FORMER AGENCY NUMBER    S802000 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

0001-0000 Air Brake Kit Inventory Log Transferred S800000-002 
2000-0000 

0002-0000 Capitol Projects Transferred S800000-002 
2001-0000 

0003-0000 Car History File Transferred S800000-002 
2002-0000 

0004-0000 Inspection Report Transferred S800000-002 
2003-0000 

0005-0000 Service and Inspection Work Packet Transferred S800000-002 
2004-0000 

0006-0000 Year Maintenance History File Transferred S800000-002 
2005-0000 

0007-0000 Shop Reports Transferred S800000-002 
2006-0000 

0008-0000 Map of Locomotives Transferred S800000-002 
2007-0000 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 
AGENCY # SCHEDULE # PAGE # 

2 OF 2 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF 
APPLICABLE) 

NEW DESIGNATION (IF APPLICABLE) 

Wheel & Axle Assembly Report - 
Quality Assurance  
(AAR Manual of Standards and 
Recommended Practices 2.3.3)  

New Record 
Series 

S800000-002 
2008-0000 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 

DEPARTMENT  New Jersey Transit AGENCY # S809230 

DIVISION: SCHEDULE # 003 

BUREAU: PAGE # 1 OF 1 

AGENCY AMENDMENTS 

FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) 

New Jersey Transit – Administrative Support – Procurement & Support Services / Records & Information 
Management - RETIRED  

FORMER AGENCY NUMBER S809230-003 

RECORDS SERIES AMENDMENTS 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

0001-0000  Records Retention Schedule 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 

0002-0000 Request and Authorization for 
Records Disposal 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 

0003-0000  Microfilm / Image Request File 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 



RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT 
AGENCY # SCHEDULE # PAGE # 

2 OF 2 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

0004-0000  Records Transmittal Forms Transferred  S800000/1000-0001 

0005-0000  Image Processing System Certification 

Record Series 
Removed -  
Already listed in 
the State General 
Records 
Retention 
Schedule 



STATE OF NEW JERSEY

New Jersey Transit 

S800000-002

Prepared by: 
DORES Records Management Services 

33 West State St. 5th Floor, PO Box 661 Trenton NJ 08646-0661 
https://www.nj.gov/treasury/revenue/rms/ 

609-292-8711



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

 

Department:  

 

New Jersey Transit 

 

Agency Representative:  Argean T. Cook 

Title:  
 

Director, Records and Information Management 

Phone #: 
 

(973) 491-7527 
 

 

SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no continuing value to the State of New Jersey and will be 
disposed of as indicated in accordance with the law and regulations of the State Records Committee. This schedule will become effective on the date approved by the State Records Committee. 

Agency Representative Signature: 
 

Date: 
 

Secretary, State Records Committee Signature: 
 

Date: 
 

       
 

 

 

Record 
 

Record Title and Description 
 

     Retention Policy 
 

Disposition 
 

Citation 
 

Series # 
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Total 
Retention 
Period 

 

Minimum 
Period in 
Agency 

 

  

 Capital Planning And Programs 

0001-0000 Project File        
  

 
 

  

0001-0001 Project File – Conceptual And Initial Design 
Final Report and Associated Drawings. 

     50 years 
  

 
 

Archival review 
 

 

0001-0002 Project File – Conceptual And Initial Design (Awarded) 
Includes, but not limited to: initial budget, RFP for consultant, response to 
RFP, expression of interest, negotiation with consultants, billing and 
progress reports, site feasibility studies, concept plans, corridor and 
general planning studies, Draft Environmental Impact Statements and 
Final Environmental Impact Statements (DEIS & FEIS), minutes of 
meetings, project related correspondence, working papers and files.  
(NJSA. 2A:14-1.1) 

     10 years 
after 
completion  
of project 

 
 

Destroy 
 

 

0001-0003 Project File – Conceptual And Initial Design (Not Awarded) 
Site feasibility studies, concept plans, corridor and general planning 
studies, and environmental evaluation (DEIS & FEIS), minutes of 
meetings, project related correspondence, working papers and files. 

     25 years 
  

 
 

Destroy 
 

 

0001-0004 Project File – Design/ Construction – Phase Documents 
Includes, but not limited to: design and detailed project specification, 
special and technical provisions, activities related to a construction project, 
consultant agreements, invoices, progress/status reports, project related 
correspondence, progress review comments, value engineering analyses, 
bid information, specification development and estimates, Draft and Final 
Environmental Impact Statements (DEIS & FEIS), contractor and 

     10 years 
after 
completion  
of project 

1 year after 
completion 
of project 

Destroy 
 

 

 



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
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subcontractor approvals, status/progress reports, proposed changes and 
change orders, move-in training and occupancy activities and schedules. 

0002-0000 Facilities File        
  

 
 

  

0002-0001 Facilities File - Location File 
File contains facility complaints; requests for repairs; renovation and 
improvements  for  New Jersey Transit-owned, leased and operated 
facilities (including stations); informational requests; news clippings; non-
project related correspondence and information specific to each facility. 

      7 years after 
resolution 

 
 

Destroy 
 

 

0002-0002 Facilities File – Building Plans and Surveys 
File includes but is not limited to building plans and surveys of New Jersey 
Transit-owned, leased and operated facilities, stations, yards, 
maintenance facilities, terminals and parking lots. 

     Life of 
structure plus 
10 years 

 
 

Destroy 
 

 

0003-0000 Construction Management File        
  

 
 

  

0003-0001 Construction Management File – Project Site File – Office and Site 
File contains but is not limited to:  construction activities associated with a 
project. Records include: bid process, contractor and sub-contractor 
approvals, change-order documentation, schedule analysis, progress 
reports and estimates, daily diaries, inspection reports, laboratory and 
material testing certifications, permits, requests for information, 
nonconformance notices, change order information, schedules, meeting 
minutes and general project related correspondence. 

     10 years 
after 
completion 

1 year after 
completion 

Destroy 
 

 

0003-0002 Construction Management Files – As-Built Drawings 
Original reproducible as-built and shop drawings that have been revised to 
incorporate “as-built changes as completed” including technical details and 
components of construction projects. 

     Life of 
structure plus 
10 years 

 
 

Archival review 
 

 

0004-0000 Capital Funding File        
  

 
 

  

0004-0001 Capital Funding File 
Includes, but not limited to: needs assessments, reports, accounting 
worksheets, analyses, program reference and correspondence, project 
related grants, agreements, appropriation legislation; amendments, 
applications, awards, budgets, cost estimates, correspondence, work 
papers, reports, capital programs projects (approved, on-going or 
proposed), budget materials, cost objective forms, schedule plans, and 
supporting documentation. 

     7 years after 
completion of 
project or 3 
years after 
termination 
or closing of 
grant; 
whichever is 
longer 

 
 

Destroy 
 

 

0004-0002 Capital Funding - Federal Transit Administration (FTA) File 
File includes but is not limited to: meeting notes, quarterly reports and 
other informational materials involving the FTA. 

     Periodic 
review 

 
 

Destroy 
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0005-0000 Environmental Services        
  

 
 

  

0005-0001 Environmental Services - Discharge Monitoring Report (DMR) File 
Used to monthly monitor New Jersey Transit facilities for groundwater, 
wastewater industrial sludge, etc. May include, but is not limited to:  US 
Environmental Protection Agency (EPA) monitoring transmittal sheet,  NJ 
Department of Environmental Protection (DEP) transmittal sheet, reports 
listing quantity or loading amount, quality or concentration, frequency of 
analysis, sample type, etc. 

     5 years 
  

 
 

Destroy 
 

 

0005-0002 Environmental Services - Discharge Pollutant Permit (Copy) 
Copy of permits for New Jersey Transit properties which discharge 
pollutants into the air and water. Originals are maintained on site at 
individual properties. 

     5 years after 
permit 
expires 

 
 

Destroy 
 

 

0005-0003 Environmental Services - Hazardous Annual Generator Report (Copy) 
Consists of an annual summary of hazardous waste generating activity for 
New Jersey Transit facilities. The original is maintained by the NJ 
Department of Environmental Protection. 

     5 years 
  

 
 

Destroy 
 

 

0005-0004 Environmental Services - Remedial Reports (Copy) 
Reports of contamination at New Jersey Transit properties and proposed 
properties, describing the level of pollution (quantity) at specific locations. 
Five (5) copies of the report are prepared by an outside vendor. A copy is 
submitted to the NJ Department of Environmental Protection. 

     30 years 
  

10 years 
 

Destroy 
 

 

0005-0005 Environmental Services - Underground Storage Tank File 
Includes, but not limited to: registration invoice, annual certification 
questionnaire, registration certificate and supporting documentation. 

     30 years 
  

10 years 
 

Destroy 
 

 

0005-0006 Environmental Services - Violation Notice File 
Includes, but not limited to: summons, requisition for payment, Notice of 
Violation, correspondence and supporting documentation. 

     3 years after 
summons 
has been 
satisfied 

 
 

Destroy 
 

 

0005-0007 Environmental Services - Due Diligence Reports 
A property screening report describing environmental conditions of a 
potential New Jersey Transit property.  

     30 years 
after 
completion of 
report 

10 years 
after 
completion 
of report 

Destroy 
 

 

 

 Records and Information Management 

1000-0000 Records Transmittal Forms      3 years  
disposition 
or 
permanent 
removal of 
records 
  

 
 

Destroy  



 

Records Retention and Disposition Schedule 
 

Agency: S800000 
 

Schedule: 002 
 

Page #:0 of 1 
  

 

   
 

* P - Public, C - Confidential 
 

 

   

 Rail Operations 

2000-0000 Air Brake Kit Inventory Log Sheet 
List unit, type, date removed, date received, date ready, date shipped, 
quantity, item and status. Air brake kits are inspected every two (2) years. 

     2 years after 
final entry 

 Destroy 
 

 

2001-0000 Capital Projects 
File includes: correspondence, drawings and project supporting 
information. 

     10 years 
after 
completion 
of project 

 Destroy 
 

 

2002-0000 Car History File 
Contains history and quality control manual on the train cars before they 
came to New Jersey Transit. 

     3 years after 
disposal of 
car 

 Destroy 
 

 

2003-0000 Inspection Report file 
Includes the following inspection reports:  Cab Signal Inspection Report, 
Locomotive Inspection and Repair Record, Federal Railroad 
Administration (FRA) Inspection tests, Mechanical Department Hours of 
Service Law Report for Employees Moving Equipment or Testing Cab 
Signals, Daily Train/Locomotive Inspection Report.  
(FRA 49CFR 229.21, 229.23, 229.27 and 229.29) 

     2 years 
  

 Destroy 
 

 

2004-0000 Service and Inspection Work Packets 
Includes: inspection forms, electrical inspection, certification for Push and 
Pull 415 Comet Cars only. 

     3 years after 
disposal of 
car 

 Destroy 
 

 

2005-0000 Yearly Maintenance History File 
File includes periodic inspection form, oil analysis report, and monthly and 
periodic locomotive Inspection wheel report.  
(FRA 49 CFR 229.23) 

     2 years 
  

 Destroy 
 

 

2006-0000 Maintenance Shop Reports 
Daily report of occurrences at the Maintenance Shop. 

     1 year 
  

  
 

Destroy 
 

 

2007-0000 Map of Locomotives 
File contains locomotive engineering specifications. 

     Permanent  
  

  
 

Permanent  
 

 

2008-0000 Wheel and Axle Assembly Report (AAR) – Quality Assurance  
File contains but is not limited to serial numbers, manufacturers, 
inspectors, employee numbers and date of inspections for: axles, disc 
brake rotors, journal bearings, wheel sets and wheel press diagrams. 
(AAR Manual of Standards and Recommended Practices 2.3.3) 

     15 years  Destroy  

 



DEPARTMENT OF THE TREASURY 
DIVISION OF REVENUE AND ENTERPRISE SERVICES 

RECORDS MANAGEMENT SERVICES 
Mailing: PO Box 661, Trenton, NJ 08625 

Location: 33 West State Street 5th Floor, Trenton, NJ 08618 
 
 

Damaged Records Report 
 

Agency Name: Division of Developmental Disabilities 
Address: 3499 Route 9 North, Suites 1H & 1J, Freehold, NJ 07728   
Phone:   732-308-7871 
Email: Danyelle.deans@dhs.nj.gov        
Contact Person:  Danyelle Deans 
 
Date the Damage Occurred: 12/15/2022 
 
Date the damage was discovered:  2/17/2023 
Complete the following. (Answer field will expand to accommodate all answers) 

1. Describe circumstances of how the damage occurred.  

Two 65 Gallon shredding bins were picked up to be destroyed without approval from Treasury. 

 
2. Describe circumstances of how the damage was discovered.   
Treasury/DARM approval was inadvertently not requested therefore the paper was destroyed without the 
necessary approval. 

3. What salvage attempts were made? 
Emailed vendor to verify if the documents from the shredding bins were destroyed and email response was that 
the documents were destroyed the same day the vendor received the shredding bins.   
 
4. Were any of the records affected by this event salvageable? 

No.  

5. Why are these records unsalvageable? 

The documents were destroyed by the vendor.  

6. Who determined that the records could not be salvaged? 

Danyelle Deans and Vendor. 

7. Are there other copies of the damaged records in other locations or are there ways to reconstruct the 
damaged records (i.e. payroll records could be recovered from your payroll service provider)?      
 
Staff typically place duplicate documents in the shredding bin. The original copy would be in the client record. 

 
 



8. Are there additional records still maintained in the building?      If yes, how are these records being 
protected? 
There is a paper client file maintained in filing cabinets in the Freehold office. The paper file may contain 
eligibility documents related to the individual’s application for Division services and/or documents from a time 
period prior to the creation of an electronic record. The primary client record is maintained in the iRecord.  
      
 

9. What measures are being taken to prevent future damage to the agency’s records? 

The shredding bins have been removed and are no longer in use.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



DEPARTMENT OF THE TREASURY 
DIVISION OF REVENUE AND ENTERPRISE SERVICES 

RECORDS MANAGEMENT SERVICES 
Mailing: PO Box 661, Trenton, NJ 08625 

Location: 33 West State Street 5th Floor, Trenton, NJ 08618 

Damaged Records Inventory 

Agency Name: Division of Developmental Disabilities 

Agency Retention Schedule: N/A

Retention Schedule Number: G100000 

Record Series Number:  1419-0000 

Record Series Name:     reference file 

Retention Time:   periodic review 

Inclusive Years: unknown – 2022 

Volume (Cubic Feet):   2 65 gallon bins 

Damage Type: Records were shredded by vendor. 

Other copies available?    Original records are in the paper file maintained in the office or in the 
iRecord (primary client record).  



 
DEPARTMENT OF THE TREASURY 

DIVISION OF REVENUE AND ENTERPRISE SERVICES 
RECORDS MANAGEMENT SERVICES 

 

 
Damaged Records 

Disposal Certification 
 
 
 

TO:   State Records Committee 

 

FROM: Danyelle Deans  
 

DATE:   

 

SUBJECT: Contents of two shredding bins were destroyed without Treasury approval  

 
 

I hereby certify that the records listed on the attached Request and Authorization for Records Disposal form(s) 
have sustained significant damage that warrants their disposal. All attempts to salvage said records have proven 
unsuccessful or not cost-effective. Subsequently, continued retention of said records has been deemed impractical. 

 
 

      Danyelle Deans, Agency Services Representative 3 
______________________________________________________ 

Signature and Title 
 

3/23/2023 
Date 
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