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TITLE 148 15}“ g D
WEST VIRGINIA DEPARTMENT OF ADMINIS
RECORDS MANAGEMENT AND PRESERVATION

MW 0EC -5 P 140

SERIES 14
RULES FOR THE MANAGEMENT OF RECORBS 3T VIRGINIA
MAINTAINED BY THE RECORDS CESIEIEARY OF STATE

§ 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 §SA-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.

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,




8 148-14-6 Authorized Personnel.

6.1 The Agency Chief Executive Officer
shall 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 in accordance
with the records request policy of 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 Onreturn 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  After 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.




STATE OF WEST VIRGINIA
BOB WISE DEPARTMEMNMT OF ADMINISTRATION GREGORY A. BURTON
GOVERNOR OFFICE OF THE CABINET SECRETARY CABINET SECRETARY

December 4, 2002

Via Hand-Delivery

The Honorable Joe Manchin, il
Secretary of State

Building 1, Suite 157K

1900 Kanawha Boulevard, East
Charleston, WV 25305

Re: Legislative Rules
Dear Secretary Manchin,

| am enclosing an original and ten copies of the “Notice of Rule Maodification
of a Proposed Rule” along with the attached modified rules. The modified rules for Records
Management and Preservation, series 12, 13 and 14, are being made upon request of
counsel,

Thank you very much for your assistance. If you have any questions, or need
any additional information, please do not hesitate to give me a call.

Sihcere

ohna M. Prunty
Executive Coordinator
DMP:dp
Enciosures
cc:  Gregory A. Burton, Cabinet Secretary
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