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Retention Schedule Types

General Retention Schedule
Series-specific Retention 

Schedule



Retention Schedule Types



Why the Archives makes 
General Schedules



1. Most of the work is done!

2. Quicker to send records to Clearfield!

3. Determining if your needs are unique.

4. Compliance



Need Feedback from Stakeholders

http://www.elioowners.com/threads/if‐you‐dont‐believe.5792/page‐14

 Blog  Email  Website



Determining Retention

Things to consider:
‐Documenting agency functions
‐Legal requirements
‐Other regulatory requirements
‐Fiscal requirements
‐Operational or ongoing business needs
‐Historical records





Crosswalk

Our blog: recordskeepers.blog

Reflected on General Schedule page

Annual General Schedule Updates



Current drafts



Ordinances & Resolutions

• These are formal opinions and decisions made by 
local legislative bodies. Records include original 
ordinances and resolutions, codified ordinances 
and indexes.

• Retention: Permanent. May transfer to Archives.



Election Records

• These are routine records created during 
elections. Information may include ballots, 
candidate list, returns, voter registration notices.

• Retention: 2 years after election and then 
destroy. 

• Based on Utah Code 20A-4-202(2)(b)(2014) 
which says 22 months after the election. Utah 
Code 20A-2-308(2)(a) puts voter registration at 2 
years.



State Archives Assistance

Rebekkah Shaw, General Schedules
rshaw@utah.gov
801.531.3851

Lorianne Ouderkirk, Local Government
louderkirk@utah.gov
801.531.3860

Rosemary Cundiff, State Records 
Ombudsman

rcundiff@utah.gov
801.531.3858


