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Agency: Department of Administration Title Number: 148
Rule Type: Legislative Cite Authority: 5A-8-1

STATEMENT OF CIRCUMSTANCE
AND BRIEF SUMMARY

The Public Records Management and Preservation Act was previously
established by the Legislature. The purpose of the rules is to establish the Records
Management Program policies, definitions and procedures to be followed and used
by each executive agency and its subordinate offices.




Agency: Department of Administration Title Number: 148
Rule Type: Legislative Cite Authority: 5A-8-1
COMMENTS / RESPONSES

No comments were received by Donna Prunty, the designated
individual to accept comments on behalf of the Departm ent of Administration or
by David Tincher, the Director of Purchasing and the Adm inistrator of Records
Management and Preservation, during the comment period on this proposed
rule. Therefore, no responses w ere required.
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SERIES 14

RULES FOR THE MANAGEMENT OF RECORDS. | -
MAINTAINED BY THE RECORDS CENTER

§ 148-14-1 General.

1.1 Scope.-- This Legislative Rule sets
forth the Standards, Procedures and Techniques for
effective management of records.

1.2 Authority. - W.Va. Code §5A-8-1
through §5A-8-20.

1.3 Filing Date. -
1.4 Effective Date. -

1.5 Purpose. - The purpose of the rule is to
establish standards, policies and procedures to be
followed and used for the management of records
maintained by the Records Center.

§ 148-14-2 Applicability.

2.1 This legislative rule applies to all
agencies, except those statutorily exempted from its
application.

§ 148-14-3 Records Center.

3.1 The West Virginia State Records
Center shall be a fireproof storage facility located
in a centralized location in West Virginia which
may be owned and/or operated or privatized.

3.2 Records whose reference rate does not
warrant retention in expensive office space and
equipment may be retired to the Records Center at
the option of the agency.
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3.3 Records Center will provide security
of agency records, along with such services as
retrieval of records, shredding of records eligible
for disposal, and limited copying services.

3.4 The Agency Records Manager and
personnel responsible for packing and transferring
records to the Records Center shall do so as
required by the Records Center.

§ 148-14-4 Selection of Records for Retirement.

4.1 Records eligible for storage should be
transferred annually by the agency to the Records
Center.

4.2 Listings of records eligible for storage
should be prepared by the Agency Records
Manager from the agency’s current Retention &
Disposal Schedule.

4.3 When planning records retirement,
sufficient ti
me should be allowed to secure storage cartons,
accession number, pack and label cartons and make
arrangements regarding physical transfer of
records.

§ 148-14-5 Standard Records Storage.

5.1 All records retired to the Records
Center should be packed in standard records
storage cartons. (Odd-sized boxes and transfer cases
will not be accepted without prior approval of the
Records Center.

5.2 All records should be organized,
boxed, and filed as required by the State Records
Center.




§ 148-14-6 Authorized Personnel.

6.1 It is incumbent upon the Agency Chief
Executive Officer to submit to the Administrator a
listing of agency personnel authorized to request
records or information stored in the Records
Center.

§ 148-14-7 Procedure.

7.1 Records and/or information may be
requested from the Records Center as required by
the State Records Center.

§ 148-14-8 Disposal of Records by Records
Center Personnel.

8.1 Records and documents stored in the
Records Center will be held until the disposal date
specified on the accompanying Records Center
Shelf Listing form. Once sections §148-14-11 and
§148-14-12 of these rules have been completed, the
records will be removed from the Records Center.
To protect confidentiality of certain records,
agencies may request records to be shredded.

§ 148-14-9 Request for Authorization to Destroy
Records Stored in Records Center.

9.1 Request for Authorization to Destroy
Records will be prepared and forwarded to the
appropriate agency by the Administrator whenever
records in his/her custody become eligible for
disposal.

The agency head will either approve or
disapprove disposal action and so advise the
Administrator. If the Administrator is not advised
within thirty days from date of request, the records
will be destroyed. If the agency disapproves
destruction of the records, it must furnish a detailed
justification on reverse side of the form for
extending retention time.

§ 148-14-10 Destruction of Eligible Records by
the Records Center.

10.1 On return of the Request for
Authorization to Destroy Records which is
approved by the agency, the Administrator will
destroy the records listed thereon by the method
authorized on the agency’s current Retention and
Disposal Schedule.

10.2 Afier the records have been
destroyed, the Administrator will furnish the
agency a Certificate of Destruction. Upon receipt
of the Certificate of Destruction the Records
Manager will destroy the pending or unsigned copy
of the Request for Authorization to Destroy
Records.

10.3 Disposal information will then be
transferred to a Records Disposal Log, thus
providing the complete disposal history of the
record series.

10.4 The Certificate of Destruction and
Request for Authorization to Destroy Records
should be filed by the Records Manager in a folder
and retained permanently.




APPENDIX B

FISCAL NOTE FOR PROPOSED RULES

Rule Title: 148, Series 12, 13 & 14, W.Va. Code §5A-8-1

Type of Rule: X Legislative Interpretive Procedural
Agency: Department of Administration

Address: 1900 Kanawha Boulevard, East

Building 1, Room E-119

Charleston, WV 25305

1. Effect of Proposed Rule:

ANNUAL FISCAL YEAR

Increase Decrease Current Next Thereafter

ESTIMATED TOTAL COST 250,000.00

PERSONAL SERVICES

CURRENT EXPENSE

REPAIRS &
ALTERATIONS

EQUIPMENT

OTHER

2. Explanation of Above Estimates:

There would be no anticipated increased cost to the State for the
management and preservation of hard-copy records maintained at the records center.
However, the State needs to evaluate the possibility of providing a place for agencies to
archive their digital data much like the Records Center and the possibility of an
automated Records Management system. The estimated cost would be approximately
$250,000.00 just for the study and then hardware and software would come later.




3. Objectives of These Rules:

To establish policies, definitions and procedures to be followed and used
by each executive agency and its subordinate offices.
4, Explanation of Overall Economic Impact of Proposed Rule:

A. Economic Impact on State Government:

No immediate fiscal impact to the State. However, future costs for the
storage of digital data would be estimated at $250,000.00.

B. Economic Impact on Political Subdivisions; Specific Industries; Specific
Groups of Citizens:

None
C. Economic Impact on Citizens/Public at Large.

None

Date: 7/‘95/0;1
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QUESTIONNAIRE

DATE:  July 25, 2002

TO:

Legislative Rule-Making Review Committee

FROM: Donna Prunty, Executive Coordinator

Department of Administration
1900 Kanawha Boulevard, East
Room E-119

Charleston, WV 25305
304-558-3392

LEGISLATIVE RULE TITLE: 148, Records Management and Preservation

1.

2.

Authorizing statute(s) citation H5A-8-1

a. Date filed in State Register with Notice of Hearing or Public Comment Period:

May 30, 2002

b. What other notice, including advertising, did you give of the hearing?

Nong

c. Date of Public Hearing(s) or Public Comment Period Ended:

July 25, 2002

d. Attach list of persons who appeared at hearing, comments received,
amendments, reasons for amendments.

Attached No comments received X

e. Date you filed in State Register the agency approved proposed Legislative
Rule following public hearing: (be exact)

July 25, 2002

f. Name, title, address and phone/fax/e-mail numbers of agency person(s) to
receive all written correspondence regarding this rule: (please type)

Donna Prunty, Executive Coordinator

Department of Administration

1900 Kanawha Boulevard, East




State Capitol, Room E-119

Charleston, WV 25305

304-558-3392

g. IF DIFFERENT FROM ITEM “f", please give Name, title, address and phone
number(s) of agency person(s) who wrote and/or has responsibility for the
contents of this rule: {please type)

David Tincher, Director of Purchasing

2019 Washington Street, East

Charleston, WV 25301

304-558-2538

If the statute under which you promulgated the submitted rules requires certain
findings and determinations tc be made as a condition precedent to their

promulgation:

a. Give the date upon which you filed in the State Register a notice of the time
and place of a hearing for the taking of evidence and a general description of
the issues to be decided.

N/A

b. Date of hearing or comment period:

July 25, 2002

c. On what date did you file in the State Register the findings and
determinations required together with the reasons therefor?

N/A

d. Attach findings and determinations and reasons:

Attached No comments received




