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Records Retention and Disposition 2008

CONFIDENTIAL AND PRIVILEGED INFORMATION
Abandoned or unclaimed property, 120A 143, 1204 690
Abatement of taxes for certain businesses, audit reports, 360.733
Accountancy, Nevada State Board of, 622.310, 628418
Accountant and client, 40 12540203
Achis and it inations (See SCHOOLS. PUBLIC)
Adoption, 127.007, 127 057, 127.130, 127.140
Aged persons, 200.3093, 200.50082, 4274 1236
Apriculture, Department of, 361283
Air pollution control, 4458 570
Aleohol abuse treatment facilities, 438 280
Alcohol and drug abuse programs, 438.033
Aleohel, Drug and Gambling Counselors, Board of Examiners for, 622310, 641C.760
Animale, diseased, notices to Stats Quarantine Officer, 571 160
Appraisers of Real Estate, Ci ission of, 643C.220

orders to protect i
N Iaterior Design znd Resi
Artificial insemination, records concerning, 126 061
Athletes” agents, information obtained in investigation of, 398.403
Athletic Trainers, Board of, 622.330, 640B 730

Audiology and Speech Pathology, Board of Examiners for, 622310, 637B.288
Audits of state agencies, 3334700
Baslks, §63.075, 563.130, 663.133, 668.083
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CONFIDENTIAL INFORMATION
Acconntants, program to review quality of financial reports, 628 350, 628 360, 628 420
Achi and profici inations, 389.034

Apricultueal loan mediation program, 361.150

Air pollution, 443B.043, 4458204

Aleohol, drug and gambi 641C 425 641C 435, 641C 560

A iceshi i 1 ities, 610.980

&g
Banks, complaints filed against, 668.010
Blind Vendors, Nevada Committee for, 426.003
Cancer registry, 437.060-457.140
Child care institutions, 4324 460
Child-placing agencies, 121.200
Collection agencies. complaints against, 649310
Common-interest ities, disclosure of ial s i ited, 116,341, 116.403

Court reporters, 636.380
Credit unions, complaints and related information, §78.220
ions, complaints filed against licensees, 670.090

Domestic Violence, Committee on, 228 470

Domestic violence treatment programs, 228,160

Drug manufacturers, 383620
B

ints against licensees, 6704090

Education, Department of, 393.090

of NEYADA
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Records Retention and Disposition

October 19, 2002

BID 2002-007
Armored Car
Security Bid

The State of Nevada is now
Accepting bids for the
Purchase of 50 armored cars.

January 2, 2003

Award Notice for
Bid 2002-007

The State of Nevada
awards this contract to
Euro Systems, Inc.

NSLA Records Management Program
775-684-3411

NEYVADA

Contract 2002-007
January 15, 2003

The State of Nevada
Purchasing Division
And
Euro Systems Inc.
Bonn Germany

January 16, 2003
Contract 2002-007
Amendment 001

The Euro Systems Inc.
Will be allowed to paint
The armored cars pink.
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State Library and Archives

RECORDS MANAGEMENT
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. Records Management

J—— |

Nevada

Local Government

Records Management Program
Manual

Nevada State Library and Archives
2007
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g Continuing Education Files LRDA Number 2007-1660
Description Minimum Retention Period Legal Citations Legal Note Note
| This record series documents continuing education  Three (3) calendar years 42 USC section  This record series  Address
% and’or training that may be required for renewal of a from the end of the renewal 405 (c)(2)(C)(viii) may contain public-access
professional license or certificate. The files may period. NRS 2054617, coniidential or issues with your
il include, but are not limited to, educational NRS 2398.030, sensitive records manager,
transcripts, attendance rolls, course/workshop NRS 11.190(3)(d), informationand  records
documentation, continuing education credit slips, NAC 239.165 should be management =
continuing education training forms, related (M2) desfroyed in a officer, records
correspondence and similar documentation. secure manner management
that will prevent review committee,
reconstruction of  or other custodian
the information, of records [NRS
such as by 239.121(1)].
shredding,
degaussing, etc.
(See NAC 239.165
(1i2)-
Deferred Compensation Plans - Participant Records LRDA Number 2007-0306
Description Minimum Retention Period __Legal Citations Legal Note Note
This record series documents the voluntary Six (6) calendar years from 26 USC section  This record series  Address
participation of individuals in Deferred the close of the participants 401(a), 26 USC  may contain public-access
Compensation Plans. Records may include, butare  account or accounts. section 457, 26 confidential or Issues with your
not limited to, plan selection and application forms, CFR 1.457, NRS  sensitive records manager,
enroliment records, payrell contribution and 287.381t0 information and  records
deduction summaries, personal data records, 287 480, NRS should be management
authorizations, beneficiary information, living trust 11.190 (1){b), NRS destroyed in a officer, records
records, hardship records, change requests, payout 11.190 (3)(d), NAC secure manner management
estimates, year-end balance reports, distribution 239.165 (1)(2) that will prevent review committee,
7 reports, correspondence, and related documents. reconstruction of  or ather custodian
the information, of records [NRS
such as by 239.121(1)].
shredding,
degaussing, elc.
e (See NAC 239.165
(1)2)).
= Deferred C 1 Plans - Plan Details _ I RDA 2007-1285 IE
= 4 4 == b bl @ O] oo
R Jnknown Zone
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B [ Administration Section Number C-1001
§ Board and Commission Volunteer Interest Forms LRDA Number 2007-1553
Fal (e
§. Mon Minimum Retention Period Legal Citations Legal Note _ Note
This record series documents requests to be a One (1) calendar year after NAC 239.165 This record series  Address
= volunteer on a local government board or the year that interest is ne  (1)(2) may contain public-access
commission. Forms often contain name, address,  longer expressed or confidential or issues with your
contact information, title of the board or commission, contact can ne longer be sensitive records manager,
category of inferest, conflict of interest statement, made. Information and  records
related correspondence and similar information_ should be management
desfroyed in a officer, records
secure manner management
that will prevent review committee,
reconstruction of  or other custodian
the information, of records [NRS
such as by 239.121(1)]
shredding,
degaussing, etc.
(See NAC 239.165
(D2
Boards, Commissions, Councils, and Standing Committee Records LRDA Number 2007-1533
Description Minimum Retention Period Legal Citations Legal Note Note
This record series documents the governmental Retain this record series  NRS 241.010to  The minutes of For archival
admi ration, activities, and history of boards, Permanently; or retain fora 241.035, NAC closed meetings preservation and
2 commissions, councils, and commitiees established minimum period of five (5) 239.850 may contain continued public
g by state law, local ordinance, or administrative calendar years from the confidential access, and in
5 procedure in the State of Nevada. The records may  date of the meeting and information. See  accordance with
b4 be used to fulfill zoning, licensing, educational, transfer the records to one NRS 241.035 NRS 241.035 (2)
. regulatory, planning, operating, administrating, of the facilities described in (2)@)b)(c) for and NAC 239.850
ol budgeting, and other functions. This series may NAC 239.850 (1)(b), for details (1)(b), the minutes
£ contain, but is not limited te, original minutes of continued public access of a public body,
g public and closed meetings, agendas, franscripts, ~ and archival preservation. including agendas,
5 attachments and exhibits, correspendence related to exhibits and other
the meetings, anncuncements, proof of postings related records,
il proof of certified mailings, and similar material. may be transferred
to: The Nevada
Historical Society; &
= Id 4 wofs [ b Bl | © L= |
pone € Unknown Zone
|Bll save acopy =t ;L_. Cad m Search \";' |I$ Select : @k' _LI £ © (8% |- @ O~ |2 puc = l Sign - |© W7
L
»
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5
- [ County Recorder Section Number S-1014 |
g Recorded Documents LRDA Number 2007-0517
al Amended August 28, 2008
% Description Minimum Retention Period Legal Citations Legal Note Note
& This record series documents all records recorded  Permanent NRS 247 110to  This record series  None
I by the County Recorders office and may include, but 247.150, NRS may contain
is not limited to, Deeds, Trust deeds, Morigages 375.060, NRS confidential,
Maps and plats, Certificates of marriage and 375.120to resfricted, or
marriage contracts, Mining records, Military records, 375.200, NRS sensitive
Wills admitied to probate, Official bonds, Notice of 238B8.030 information
mechanics’ liens, Transcripts of judgments, Address
Certificates of delinquency, Affidavits of labor public-access
(patented mines), Notices of attachment upon real Issues with your
eslate, Notices of the pendency of an action records manager,
affecting real estate (such as litle or possession), records
Redemption certificates, Instruments describing or management
relating to the separate property of married persons, officer, records
Notice of preemption claims, Ceriificates of sale, management
Judgments or decrees, Declarations of homestead, review committee,
Appointments and Qaths of Deputy Sheriffs, and all or other "custadian C
other documents required or permitied by law to be of records” [NRS
recorded. This series also includes all indexes to 239.121(1)].
this record series.
o
£
£
<L
=
4
£
E
3
v
= 4 4= b bl | © FEIE
pone €D unknown Zone

NSLA Records Management Program
775-684-3411

2008

22



Records Retention and Disposition 2008

B of NEYADA

[I5 of NEYADA

NSLA Records Management Program
775-684-3411 23



Records Retention and Disposition 2008

IM [ fal [z

Discovery

MIBIE of NEYADA

NSLA Records Management Program
775-684-3411 24



Records Retention and Disposition 2008

NIV IE of NEYADA

NI F of NEYADA

NSLA Records Management Program
775-684-3411 25



Records Retention and Disposition 2008

B of NEYADA

[I5 of NEYADA

NSLA Records Management Program
775-684-3411 26



Records Retention and Disposition 2008

.
“NOr THEY’RE MINE!!”

(I8 of NEYADA

NSLA Records Management Program
775-684-3411 27



Records Retention and Disposition 2008

MR E of NEYADA

MIBIE of NEYADA

NSLA Records Management Program
775-684-3411 28



Records Retention and Disposition 2008

MR E of NEYADA

MIBIE of NEYADA

NSLA Records Management Program
775-684-3411 29



Records Retention and Disposition 2008

NIV IE of NEYADA

NI F of NEYADA

NSLA Records Management Program
775-684-3411 30



Records Retention and Disposition 2008

MR E of NEYADA

MIBIE of NEYADA

NSLA Records Management Program
775-684-3411 31



Records Retention and Disposition 2008

MIBIE of NEYADA

NSLA Records Management Program
775-684-3411 32



Records Retention and Disposition 2008

NIV IE of NEYADA

NI F of NEYADA

NSLA Records Management Program
775-684-3411 33



Records Retention and Disposition 2008

NIV IE of NEYADA

NI F of NEYADA

NSLA Records Management Program
775-684-3411 34



Records Retention and Disposition 2008

NIV IE of NEYADA

NI F of NEYADA

NSLA Records Management Program
775-684-3411 35



Records Retention and Disposition

State Library and Archives

RECORDS MANAGEMENT
Our office hours are 800 am lo 1200 noon and 1:00 p.m. lo 5.00 p.m. Monday through Friday

3811
Fix (775) 884-3428
Contact Eacois Eadac

Ol records in
‘estabishes ha Blandards, procedures and pracices for managing Mese oflcsl records

ontain Banes a5 eupcutad and aciuities perfommed, and comprises 3

Traming

Libeary & Archives

Soarch P Catalog
Library Sardcon
Bt Archivey
Reconds

fundamental source of knowledge 3 lo how and why decisions were made.
thair recons maintaned ace authentic, reliabis 3nd compiete and o
oty actions and

This ts the pplicati and use and Gapoasl of ecords, slsmants —
frlentien scheduling, disaster planning, storage.

Stane Reteneon Schadules Local Govermiment Retengon Scheduss
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Davslcpmant Sandces
Governmand Pubbcations
Stata Diats Contier

T Taang Bock, Seraces
Inssiibieary Loan

Home
St Aetention Schecuies
Stals Records Center
Electronic Records

Sae Hocorss Commee
Local Govemnment Recons
Traning

Libwary & Archives
Suarch e Catalog

Library Sonices
Stale Archhes

Eincoes are ol lengtn The palicits 300k 1 B
eficial recores of ol stale agences Iy
apprived retonds dspasmion authanzation (ROW) NRS 239 080, NRS 230 125

e Records Cener

NEVADA ELECTRONIC RECORDS

Publications
Folicius, Procedures, and Standards
MRS 37R.255)

andards 2000

GlCHaN. 403 IMelmentilion CLdeings A5s0csaed wit Elaconic Deument

Contact informaton
el | Uark, Stats Racards Usnager
100 North Stewart Street

Records Mansgement
Macragraphics and imaging
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State Data Cenber
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Intaribras Loan
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State Library and Archives
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NEVADA ELECTRONIC RECORDS

Publications
Policies, Procedures, and Standards
INAS 3TA.255)

MY F of NEYADA

MIBIE of NEYADA

NSLA Records Management Program
775-684-3411 40



Records Retention and Disposition

Backup vs. Digital Archiving At A Glance

Backup
Recent Copies of Dt

Dginal Archiving
afficial Semi-active or Inacive Records

Furpose

Designed for Flost data
disaster recovery.

= reference

records or evidentiary quality records,

Risk
management

Mitigate risk of sysiem crash or data comption,
ingluding loss of entire daza center, ete.

Mitigate risk of litigation; cnsure regulatory
compliance.

Storage
Archileeture

Off-line (e.g.. ape), and off sise.

Combination of online, neasline and offline.

Arcrn

Varksble frequeney, highly urgent and
unpredictable, Access at the system or
application level

Frequent for recent archives. Infroquent for
ron-urgent and unpredictable for alder
records, ACCESE TCQUIrETENTS CAN span years
or deeades. Aceess at the file or record level.

Security

Mixed (best will huve sceurity at the backup sct

Archive-level security (use logi |

Tevel). Access for servers, mid-rang
and mai by ini m

ks level security. Access by

personnel. Access for PCs by individual users.

or functional personnel

Indexing

Indexing at the systembackup date level 1o help
restone, not at the recond level,

Indexing at the record level to help retrieval,

Audil &
Complisnce

Compliance requiraments for disaster recovery.
Duocurnent backup, rottion (if tape is used) and
FECOVERY Processes,

Complisnce requircmnents for archiving.
Capture history of sccess and use.

Copi be destroyed when
superseded, Designed for short-term retention.

Needs o be kept for required retention.
Utilizes retention management ook,

Designed for long-term retention.

devgn of
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CULTURAL
AFFAIRS
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