State of North Dakota
Information Technology Department
Records Management Division

Records Retention Program

The Records Management Division of ITD, under authority of the North Dakota Century
Code Chapter 54-46 is responsible for establishing, implementing, and administering a
records management program for all state agencies. A key component of any
comprehensive records management program is researching and preparing records
retention schedules that identify how long records are to be maintained. Administrative,
fiscal, historical, and legal requirements are considered when establishing retention
timeframes.

A Records Retention Schedule is developed to:
» Provide direction to state employees on how long records are to be retained.
» Specify how long records are retained in active file systems and inactive storage.
» Identify records which have important historical or archival value and insure their
protection and long-term maintenance.
* Promote efficiency in records processing, distribution, and storage.
« Eliminate maintenance of duplicate records, and,
* Insure access to public records.

Record Retention Schedules are developed by identifying a series of related records. A
Records Series Description (SFN 2042) is completed for each series of records. The
form collects information about the content of the records in the series and identifies
how they are used within the agency/division. A unique control number, based on the
North Dakota Subject Classification System, is assigned to each series of records within
the agency. Records series commonly used by all agencies are identified on the
General Records Retention Schedule. All other records are found on agency/division
specific retention schedules. Each Records Series Description is reviewed by the
Records Management Task Force. Members of the Task Force are as follows:

» State Auditor - Fiscal reporting or audit requirements.

» Office of Attorney General - Federal, State, or other legal retention requirements.

» State Archivist - Historical or archival needs.

» State Records Administrator - Assignment of overall retention timeframe.

The longest retention timeframe specified is generally selected as the retention
requirement. The department head and Records Management Task Force
representatives sign a Records Retention Schedule (SFN 2043). A Records Retention
Schedule w/Descriptions is then created. It is used by Records Management and
agency/division staff for administering the Records Management and Retention
Program.


http://www.state.nd.us/lr/cencode/t54c46.pdf

	General Records Retention Schedule
	Addiction Counseling Examiners, Board of
	Adjutant General
	Aeronautics Commission
	Administrative Hearings, Office of
	Agriculture Department
	602-001 Accounting
	602-002 Apiary
	602-003 Dairy/Poultry
	602-004 Entomology/Plant Protection
	602-005 Ag Mediation
	602-006 Livestock
	602-007 Marketing
	602-008 Pesticide Enforcement
	602-010 Policy and Communication
	602-012 Administration
	602-013 Noxious Weeds
	602-014 Animal Health
	602-015 Pesticide Registration
	602-016 Meat Inspection
	602-017 Dairy Pollution Prevention Program
	602-018 Plant Industries

	Attorney General's Office
	125-001 Administration
	125-002 Accounting
	125-003 Consumer Protection
	125-005 Fire Marshall
	125-006 Gaming
	125-007 Licensing
	125-008 Bureau of Criminial Investigations
	125-011 Crime Lab - 
Forensic Science
	125-012 Crime Lab - 
Toxicology 

	Auditor, State
	Bank of North Dakota
	471-001 
Internal Audit
	471-002 Retail & Customer Service

	471-003 Human Resources

	471-004 Administration

	471-005 Commercial & Farm Lending

	471-006 Student Loan Services -
Guarantor/Postclaims/Preclaims 
	471-007 Operations
	471-009 Investments

	471-011 Accounting Services
 
	471-012 Trust
	471-013 Facility Management

	471-014 Information Technology Services

	471-015 Loan Operations
	471-016 Student Loan Services - 
Administration 
	471-017 Credit Standards & Review

	471-019 Residential Real Estate

	471-020 Loan Workout
	471-022 Student Loan Services - Customer Service

	471-023 Student Loan Services - New Loans
 
	471-025 Business Analysis & Government Relations

	471-029 Student Loan Services - Processing 
 

	Career & Technical Education
	270-001 Guidance
	270-002 Technology Education
	270-003 Marketing & Distributive Education
	270-005 Fiscal
	270-006 Special Needs
	270-007 Administrative
	270-009 Private Post Secondary Institution

	270-010 Educational Equity
	270-011 Assistant State Director
	270-012 Family & Consumer Sciences
	270-013 Trade Technical & Health
	270-014 Office Education
	270-022 Agriculture
	270-023 Mine Safety
	270-024 Reciprocity
	270-025 Civil Rights
	270-027 Evaluations
	270-028 DECA
	270-029 FCCLA

	270-030 Payroll

	Center for Distance Education

	Children's Services Coordinating Committee
	City Government
	898-100 General Records Retention Schedule-Cities
	898-101 Airport Authority
	898-102 Assessor
	898-103 Auditor
	898-104 Building Inspector
	898-105 Cemeteries
	898-106 City Attorney
	898-107 City Auditorium
	898-108 Engineering
	898-109 Fire Department
	898-110 Forestry
	898-111 Health
	898-112 Library
	898-113 City Parks and Recreation
	898-114 Personnel
	898-115 Planning
	898-116 Police
	898-117 Public Works

	Civil Air Patrol
	Clerk of Courts (see AR-19)
	Clinical Lab Practice, Board of
	Colleges and Universities
	Mayville State University
	UND

	NDSU

	Commerce, Department of
	601-001 Administration

	601-002 Division of Community Services
	601-003 Tourism
	601-004 Workforce Development
	601-005 Development Fund
	601-006 Economic Development and Finance

	6011 Agriculture Products Utilization Commission

	Commission on Legal Counsel for Indigents

	188-001 All Offices

	188-002 Valley City Offices

	188-003 Public Defender Offices


	Corrections & Rehabilitation
	530-001 Juvenile Services
	530-002 DOCR Central Office
	530-100 State Penitentiary
	530-101 Administration
	530-102 Business Office
	530-103 Missouri River Correctional Center

	530-201 Rough Rider Industries
	530-300 Youth Correctional Center
	530-302 Administration

	530-401 Field Services Divison

	Cosmetology, Board of
	Council on the Arts
	709-001 Administration
	709-002 Director
	709-003 Community Services Coordinator
	709-004 AIE Office
	709-005 Folklorist's Office
	709-006 Storage Room

	County Government
	899-001 Auditor
	899-002 Extension Agent
	899-003 Emergency Services
	899-004 Engineer
	899-005 Fair Board
	899-006 Public Health Nurse
	899-007 Recorder
	899-008 Sheriff
	899-009 Social Services
	899-010 State's Attorney
	899-011 Superintendent of Schools 
	899-012 Tax Equalization
	899-013 Treasurer
	899-014 Veterans Affairs
	899-015 Water Resource Board
	899-016 General Schedule
	899-017 Youth Assessment Center

	Credit Review Board
	Dental Examiners, Board of
	Dry Pea & Lentil Council
	Education Standards & Practices Board
	Electrical Board
	Emergency Services
	512-001 Administration
	512-003 Homeland Security
	512-008 Sara Title 3
	512-009 Operations/Planning
	512-010 Analyst
	512-011 Disaster Recovery

	512-012 Hazard Mitigation
	512-013 State Radio Communications

	Financial Institutions, Department of
	Funeral Services, Board of
	Game & Fish
	720-001 Director's Office
	720-002 Licensing
	720-003 Information and Education
	720-004 Enforcement
	720-005 Fisheries
	720-006 Wildlife
	720-007 Land Management
	720-008 Data Processing
	720-009 Planning
	720-010 Natural Resources
	720-011 Federal Aid
	720-012 Accounting
	720-013 Hunter Education

	Governor's Office
	Health Department
	301-060 Emergency Preparedness
	301-111 State Health Officer
	301-116 Accounting
	301-121 Health Statistics and Vital Records
	301-210 Forensic Examiner
	301-211 Microbiology
	301-215 Chemistry
	301-251 Office of Community Service
	301-311 Health Facilities
	301-341 Emergency Health-Administration
	301-342 Health Facilities - Nurse Aide
	301-343 Education Technology-Library
	301-411 Maternal and Child Health
	301-412 Women, Infant, and Children
	301-413 Injury Prevention
	301-414 Domestic Violence/Rape Criss
	301-415 Optimal Pregnancy Outcome Program
	301-416 Family Planning
	301-417 Sudden Infant Death Syndrome
	301-418 MCH-Nutrition/Metabolic Screening
	301-419 Family Health-Child & Adolescent
	301-431 Oral Health
	301-433 Disease Control
	301-435 CHS-West
	301-442 Coordinated School Health
	301-443 Health Promotion-Library
	301-444 Chronic Disease-BRFSS
	301-445 Tobacco Prevention and Contol
	301-446 Cancer Registry
	301-447 Breast & Cervical Cancer (Women's Way)
	301-448 Chronic Disease-Diabetes
	301-449 Comprehensive Cancer
	301-450 Chronic Disease-HDSP
	301-511 Air Quality
	301-531 Water Quality
	301-551 Waste Management
	301-571 Food and Lodging
	301-593 Environmental Health Chief
	301-595 Environmental Health Chief-Legal
	301-598 Municipal Facilities
	301-711 Children's Special Health Services

	Highway Patrol
	504-001 Superintendent
	504-002 Information Services
	504-003 Personnel
	504-004 Training Academy
	504-005 Commercial Motor Carrier
	504-006 Property
	504-007 Operations
	504-008 Finance
	504-009 Safety
	504-010 Regional Office
	504-011 Motor Carrier Safety Assistance Program 
	504-016 Procurement

	Housing Finance Agency
	473-001 Executive/Administration
	473-002 Accounting
	473-004 Rental
	471-006 Homeownership
	471-007 Planning & Housing
 Development

	Human Services
	325-001 Executive Office
	325-002 Legal/Appeals
	325-003 Fiscal Administration
	325-004 Office Services
	325-006 Finance
	325-008 Information Technology
	325-009 Decision Support Services
	325-010 Provider Audit
	325-011 Human Resources
	325-012 Vocational Rehabilitation
	325-014 Child Support Enforcement
	325-015 SNAP-Supplemental Nutrition Assistance Program
	325-016 Public Assistance
	325-018 Quality Control
	325-024 Fuel Assistance
	325-025 Medical Services
	325-025 Medica-HCBS
	325-026 Medical-General
	325-027 Medical-Fraud and Abuse
	325-033 Medical-Claims Processing
	325-035 Medical-Health Tracks

	325-038 Aging Services
	325-040 Family Preservation
	325-045 Foster Care
	325-048 Adoptions
	325-050 Child Abuse and Neglect
	325-053 Developmental Disabilities
	325-054 Mental Health Services
	325-055 Substance Abuse
	325-064 ARIS
	325-065 Human Service Centers
	325-066 Audit Resolution
	325-068 State Council on Developmental Disabilities

	Industrial Commission, Oil & Gas
	Information Technology Department
	112-001 Administration
	112-002 Media Services
 
	112-003 Telecommunications
	112-004 Records Management
	112-006 Desktop Support
	112-007 Security
	112-008 Accounting
	112-009 Computer Systems-Operations
	112-014 Software Development
	112-017 IT Policy and Planning

	112-018 Disaster Recover
	112-019 Customer Services

	112-020 Groupware
	112-023 Human Resources
	112-024 
Educational Technology Council 

	Insurance Department
	401-001 Commissioner
	401-002 Agent Licensing
	401-003 Company Licensing
	401-004 Complaints
	401-005 Accounting
	401-006 Senior Health Insurance Counseling
	401-007 Personnel
	401-008 Legal
	401-010 Continuing Education
	401-213 Petroleum Tank Release Compensation Fund
	401-420 Bonding Fund
	401-421 Fire and Tornado Fund
	401-422 Boiler Inspection

	Job Service
	380-007 Local Offices
	380-120 Executive Office
	380-121 Legal
	380-321 Finance
	380-322 Human Resources
	380-323 Labor Market Information-Administration
	380-324 Information Technology
	380-325 Agency Support
	380-327 LMI-Job Insurance Reporting
	380-328 LMI-Bureau of Labor Statistics
	380-329 LMI-Information Services
	380-420 Unemployment Insurance-Administration
	380-421 Unemployment Insurance-Applicant Services
	380-423 Unemployment Insurance-Business Services
	380-424 Unemployment Insurance-Appeals
	380-425 Unemployment Insurance-Quality Control
	380-620 Workforce Programs


	Labor Department
	406-001 Administration
	406-002 Labor Standards
	406-003 Human Rights

	Land Department
	226-001 Accounting/Fiscal
	226-003 Unclaimed Property
	226-004 Surface Management
	226-005 Minerals
	226-006 Audit
	226-007 Administration
	226-008 Energy Impact Development Office
	226-009 Investments

	Management & Budget, Office of
	110-002 Central Duplicating
	110-003 Surplus Property
	110-004 Human Resource Management Services
	110-005 Accounting
	110-006 Fiscal Management
	110-007 Purchasing
	110-011 Central Supply
	110-013 Risk Management
	110-302 Facility Management

	Midwest Dairy Association
	Milk Marketing Board
	Mill & Elevator
	Motor Vehicle
	801-103 Administrator-Dealer License
	801-105 Administration
	801-106 Motor Carrier
	801-112 Records
	801-114 Accounting

	ND University System
	215-001 Administration
	215-002 Academic Affairs
	215-003 Finance
	215-004 Student Financial Assistance
	215-005 Legal

	Nursing, Board of
	820.3-001 Finance 
	820.3-002 Administration
	820.3-003 Nurse Assistant
	820.3-004 Discipline
	820.3-005 RN/LPN

	Nursing Home Administrators, Board of Examiners for
	Occupational Therapy Practice, Board of
	Oilseed Council
	Parks & Recreation
	750-001 Administration
	750-002 Accounting
	750-003 Land & Water Conservation Fund/SORIC
	750-004 Natural Resources
	750-005 Planning and Development
	750-006 Public Information
	750-007 Recreation
	750-008 SCORP

	Physical Therapy, Board of

	Plumbing Board
	Potato Council
	Private Investigative & Security Board
	Protection & Advocacy
	Public Accountancy, Board of
	Public Employees Retirement System
	192-001 Retirement
	192-002 Data Processing/Accounting
	192-003 FlexComp
	192-004 Group Health and Life
	192-005 Administration
	192-006 Deferred Compensation
	192-007 Internal Audit

	Public Finance Authority

	Public Instruction, Dept of
	201-001 Fiscal
	201-002 Educ Support & Community Learning
	201-004 Title I
	201-007 School Approval & Accred
	201-009 Consolidated Grants
	201-011 Management Information System
	201-013 School Finance
	201-014 Child Nutrition/Food Distribution
	201-016 Human Resources
	201-017 School Improvement
	201-021 Coordinated School Health
	201-023 Superintendent
	201-024 Special Education

	Public Service Commission
	408-001 Abandoned Mine Lands
	408-003 Licensing
	408-004 Legal
	408-007 Public Utilities
	408-008 Reclamation
	408-009 Administration
	408-011 Testing & Safety
	408-014 Accounting

	Real Estate Commission
	Retirement & Investment Office
	190-001 Retirement
	190-002 Investment
	190-003 Audit

	Respiratory Care Examiners, Board of

	School for the Deaf
	Secretary of State
	108-001 Administration
	108-002 Accounting
	108-003 Central Indexing System
	108-004 Contractors-Licensing
	108-005 Business 
	108-006 Elections
	108-007 Public Printing

	Securities Department
	Social Work Examiners, Board of
	Soil Conservation
	Soybean Council
	State Developmental Center
	310-001 Accounting
	310-002 Administration
	310-003 Human Resources
	310-004 Central Records

	State Historical Society  of ND 
	701-001 Administration
	701-003 Archives Library
	701-004 Museum
	701-005 Communications and Education 
	701-006 Historic Preservation
	701-007 Historic Sites

	State Hospital
	312-003 Human Resources-Payroll
	312-011 Child Adolescent Unit
	312-012 Chemical Dependency Services
	312-016 Vocational Rehabilitation
	312-018 Dental Office

	State Library
	250-001 Administration
	250-002 Information Services
	250-004 Disability Services

	Supreme Court
	180-001 Administrator
	180-004 Fiscal

	Tax Department
	127-001 Alcohol Beverage

	Transportation, Department of
	801-999 DOT General Schedule
	801-006 Legal
	801-060 Legal-Administration

	801-007 Information Technology
	801-070 IT-Administration
	801-071 IT-Information Systems Services/Network
	801-072 IT-Information & Records Management
	801-074 IT-Photo Lab, Printing, & Mail Room
	801-075 IT-Information Processing
	801-076 IT-Telecommunications-Radio

	801-009 Drivers License
	801-090 DL/TS-Administration
	801-092 DL/TS-Licensing
	801-093 DL/TS-Driver Improvement
	801-094 DL/TS-Traffic Safety

	801-010 Executive
	801-017 Planning & Programming
	801-170 Planning-Administration
	801-171 Planning-Pave Management
	801-172 Planning-Railroad Planning
	801-173 Planning-Railroad Signa
	801-174 Planning-Roadway Data
	801-175 Planning-Programming
	801-176 Planning-Traffic Operations
	801-177 Planning-Mapping
	801-178 Planning-Planning
	801-180 Planning-Strategic Plans & Special Projects

	801-019 Environmental & Transportation Services (ETS)
	801-191 ETS-Billboards/Junkyards
	801-192 ETS-Consultant Administration Services
	801-193 ETS-Cultural Resources
	801-194 ETS- Environmental
	801-195 ETS-Right of Way
	801-196 ETS-Tech Services

	801-020 Deputy Director of Engineering Policy
	801-020 Design
	801-200 Design-Administration
	801-201 Design-Roadway Design #2
	801-202 Design-Traffic Safety Design
	801-203 Design-Roadway Design #3
	801-204 Design-Roadway Design #1
	801-208 Design-Surveys & Photogrammetry
	801-210 
Design-Technical Support

	801-025 Bridge
	801-250 Administration
	801-251 Bridge-Design
	801-252 Bridge-Hydraulics
	801-253 Bridge-Structure Management

	801-030 Fleet Services
	801-301 Fleet Services-Fleet Services
	801-302 Fleet Services-Motor Pool

	801-032 Strategic Planning
	801-038 Local Government
	801-380 Local Govt-Administration
	801-381 Local Govt-Urban
	801-382 Local Govt-Transit

	801-050 Financial Management
	801-500 Financial Mgmt-Administration
	801-501 Financial Mgmt-Accounts Payable
	801-503 Financial Mgmt-Receivables
	801-504 Financial Mgmt-Accounting Operations
	801-505 Financial Mgmt-
Payroll 
	801-506 Financial Mgmt-Procurement

	801-053 Office of Operations
	801-530 Office of Operations-Administration

	801-056 Office of Transportation Programs
	801-057 Director of Project Development
	801-058 Communications
	801-580 Communications-Administration
	801-581 Communications-Multi Media

	801-070 Maintenance & Engineering Services
	801-701 Maintenance & Engineering-Maintenance
	801-703 Maintenance & Engineering-Safety
	801-705 Maintenance & Engineering-Traffic Signing

	801-080 Construction
	801-801-Construction Services

	801-091 Materials & Research
	801-400 Human Resources
	801-510 Audit Services
	801-520 Civil Rights
	801-600 District Offices
	801-610 Bismarck District-Administration
	610-613 Bismarck District-Shop
	801-614 Bismarck District-Materials
	801-630 Devils Lake District-Administration
	801-631 Devils Lake District-Construction
	801-632 Devils Lake District-Maintenance
	801-633 Devils Lake District-Shop
	801-634 Devils Lake District-Materials


	Treasurer, State
	120-001 Administration
	120-002 Accounting

	Veteran's Affairs
	Veterans' Home
	313-001 Administration
	313-002 Payroll
	313-003 Census & Accounting
	313-004 Nursing

	Veterinary Examining Board
	Vision Services, ND
	Water Commission
	770-001 Central Filing
	770-002 Planning & Education
	770-003 Water Appropriation
	770-004 Water Development
	770-006 Legal
	770-007 Administration
	770-008 Atmospheric Resource Board

	Workforce Safety & Insurance
	485-001 Finance
	485-002 Customer Service
	485-004 Claims
	485-005 Legal
	485-006 Loss Prevention
	485-007 Information Services
	485-008 Policyholder Services
	485-010 Human Resources
	485-011 Executive
	485-012 Medical Services
	485-013 Office Services
	485-015 Decision Review Office
	485-016 Internal Audit
	485-017 Special Investigation
	485-018 Utilization Review
	485-019 Return to Work
	485-020 Provider Relations
	485-021 Research & Development
	485-022 Public Relations
	485-023 Facility Management
	485-024 Quality Assurance
	485-028 Training and Development


