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Unless otherwise noted, a.ll records series are retained on a Fiscal year basis. 

Unless otherwise indicated all records series are nonconfidential. This records schedule sllpercedes #9 j 20i. 
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Item 
No, Records Serles and Description 

(Item II from General Admiulstratlvc Rcccrds Reteniion Schedule) _.. 
I FILES .MAINTENANCE & DISPOSITION 

1.1 Files Maintenance & Disposition 

I Schedule Number ~ ~J?~l,.. 
RetCrirlou DisJ!o$ition I 

Records Stnk 
orn« Center Archives Desti'oy Viill) 

Record 
-

CFV+3 - - CFY+3 

I Page 2 of 3 
Agency 11):315 _.. --_._.._...._..._.._...... 

Remarks 
..._.. .-

C" ,Until obsolete, superceded 01' 

adminlstrative/rnanagement need is met. 

_.. 

1.2 Office Adminislration CFV+3 - - CFY+3 

1.2.4 Memorandums C - - C 

1.2.7 Division Policies (Active) C - - C 

1.2.7.1 Division Policies (InActive) CFV+6 - - CFV+6 

1;2.9 Delegations of Authority(Active) C - - C 

1.2.12 Audits C - - C 

1.2.13 Site Monltorings C - - C 

1.2.14 Agreements- MOUlMOA (Active) C - - C 

1.1.l4.l Agrecments·· MOU/MOA (InActive) CFY+6 - - CFY+6 

1.2.20 DIIS&J;;M Briefings C - - C 

1.3 Administratlou/Governmerit CFY+3 - - CFY+3· 

1.4 Finance CFY+6 - - CFY+6 

1.5 Purchasingand Contracting CFV+(j - - CFV+6 

1.6 Grants GCO+6 - - GCO+6 GCO ., Grant Close Out 

1.7 Personnel t"'i1cs CFV+3 - - CFY+] 

1.7.2 Timesheets & Leave Slips CFYI{j - - CFV+{j 

1.7.3 Individual Personnel Files CFYII - - CFYI1 .. 

1.7A Recruitment &. Emergency Hires/Extensions CFY-12 - - CFYI:2 ._..-
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Rc('ord 
- ... _ ... -_ .. 

J FILES .MAINTENANCE & DISPOSITION <>, ,Until obsolete, superceded 01' 

l1dministrClliveimClnagemenl need is met. 
J.I Files Maintenance & Disposition CFY+3 - - CFY+3 

1.2 Office Adil1ihisiratioil CFY+3 - - CFY+3 

1.2.4 Mel110randulllS C - - C 

1.2.7 Division Policies (Aclive) C - - C 

1.2.7.1 Division Policies (InActive) CFY+6 - - CFY+6 

L2.9 Delegations of Allthority (Active) C - - C 

1.2.12 Audits C - - C 

L2.i3 Site MOilitorings C - - C 

1.2.14 Agreements· MOUlMO/\ (Active) C - - C 

1.1.14.1 Agreements· .. MOU/MOA (InActive) CFY+6 - - CFY+6 

1.2.20 DHS&EM Briefings C - - C 

1.3 Adm in islration/(jelVchli11ent CFY+3 - - CFY+3· 

1.4 Finl1ncc CFY+6 - - CFY+6 

1.5 PlIrchasing and Contracting CFY+(j - - CFY+6 

1.6 Grants GCO+6 - - GCO+6 GCO ., Grant Close Out 

1.7 Personnel Files CFY+3 - - CFY+3 

1.7.2 Tilllesbcets &. Leave Siips CFY+6 - - CFY+6 

1.7.3 Individual Pcrstmncl Files CFYII - - CFYII .. 

1.7A Recruilmelit &, Emergency Hires/Extensions CFY+2 - - CFYI2 ._ .. -
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Hem
 
No,
 Remarks
 
_... ..
_.~ - .-_._..:.._.....::.-:::.:-:._.. .- ........._....... 

DCO"-' Disaster Close Out 
MM"'" 

PRlVAc\' MT STATE\lE'\T 
AU'i'iIOiUTY: The uuthority 10collect this informution is 
derived lrotn the DISASTFRREIJEF ACrO,.. 197:1. Tilk ,12 
United Slalc~ Corle. Se<:tilJlls 5llllh) t3). cl. seq. and l.xccutive 

IN i\CCOIWANCL WITII ARTICI ...L~ I SH.TIUN 
22. t\ K Sl;\TF CONSTIII fTION. 

Until obsolete. superceded or 
adminisuntive/management need is met.
 

-


Records SinH' 
Center Archives l.lcstrny ViwiOffiCI~Records Series lind Description 

i~(~l"orii
(ltl'lii II Irum (j1!liel'al;\dnt!Ilisirinh'c Records Retention Sclicdnlc) ..............._..................................._-_......_......... 

DISASTER. State of AK Disasters, Files lilay contain DCOI·6 DCO+6
 
disasterproject applications, i.e., disasterdeclaration.
 
general documentation, appropriation and management of'
 

- -

CON F I n EN 1 1..\ L 

budget, damage survey reports (DSR), I1nal inspection, 
Individaat awl Ftitnilv Griuits ([PG) (SEE REMARKS): 
StalePublic Assistance; Hazard Mitigation Plai1. Order 121-11i. 
Temporary Housing; Denied Disastei' Requests; Alter
 
Action Reviews/Reports.Disaster Infrastructures, etc.
 

CFYijS - -
- .
 

PREI)AREDNESS
 

CFV+3Training and Exercises CFV+3 - --
PCFY+5 -State Emergency Response Commission --

- - CFY+3CFY+3 -Local Emergency Planning Committee 

C "'"C-PLANS 
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4 PREPAREDNESS 

4.1 Trainiilg and Exercises CFV+3 - - CFV+3 -

4.1 State Emergency Response Commission CFY+5 - P - -
4.3 Local Eniergcilcy Pinnl1lng Committee CFY+3 - - CFY+3 -

5 PLANS - C C "" Until ob50letc, superceded or 
adll1inisU'ntiYcimanagcment necd is meL 

-



Item 
Retention 

Record state 
Disposition 

Number Records Series and Description Office Center Archives Destroy Vital Records Remarks 

1 

1.1 
1.1.1 General Correspondence CFY+3 
1.1.2 Retention Schedule C 
1.1.3 CFY+3 

1.2 
1.2.1 General Correspondence CFY+3 
1.2.2 General Informational/Press Releases CFY+3 
1.2.3 Letters CFY+3 
1.2.4 Memorandums C Carry Forward until Superceded 
1.2.5 Organization Charts (ACTIVE) CFY+3 
1.2.6 Organization Charts (INACTIVE) CFY+3 
1.2.7 Division Policies (ACTIVE) C Carry Forward until Superceded 

1.2.7.1 Division Policies (INACTIVE) CFY+6 
1.2.8 Standard Operating Procedures CFY+3 
1.2.9 Delegations of Authoritv (ACTIVE) C Carry Forward until Superceded 

1.2.10 Delegations of Authority (INACTIVE) CFY+3 
1.2.11 Legislative Contact Information CFY+3 
1.2.12 Audits C 
1.2.13 Site Monitorinzs C 
1.2.14 Agreements - MOU/MOA (ACTIVE) C Carry Forward until Superceded 

1.2.14.1 Agreements - MOU/MOA (INACTIVE) CFY+6 
1.2.15 Administrative Orders CFY+3 
1.2.16 Mailing Services CFY+3 
1.2.17 U.S. Postal Service (NeoPost) CFY+3 
1.2.18 FedEx CFY+3 
1.2.19 UPS CFY+3 
1.2.20 DHS&EM Briefings C 
1.2.21 Notarv CFY+3 

1.2.22~ RACFS(AK-Pacific EMR Preparedness Nel) ~CFY+3 
1.3 

.1.3.1 General Correspondence CFY+3 

I 

Item 
Records Remarks 



Item 
Number 

1.3.2 
1.3.3 
1.3.4 
1.3.5 
1.3.6 
1.3.7 
1.3.8 
1.3.9 

1.3.10 
1.3.11 
1.3.12 
1.3.13 
1.3.14 
1.3.15 
1.3.16 
1.3.17 
1.3.18 

Records Series and Description 
Dept. of Admin 
Dept. of Comm. & Econ. Develop. 
Dept. of Corrections 
Dept. of Educ. & Early Develop. 
Dept. of Env. Conserv. 
Dept. of Fish & Game 
Dept. of Health & Social Servo 
Dept. of Labor & Workforce Develop. 
Dept. of Law 
Dept. of Military & Veterans Affairs 
Dept. of Natural Resources 
Dept. of Public Safety 
Dept. of Revenue 
Dept. of Trans. & Public Facilities 
Alaska Court System 
University of Alaska 
Office of the Governor 

Retention 

Record 
Office Center 

CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 

State 
Archives 

Disposition 

Destroy Vital Records 

.. 

Remarks 

1.3.19 
1.3.20 
1.3.21 

1.3.22~ 
1.4 

Legislative Conespondence(State) 
National Emer. Management Association 
Pacific Caucus Correspondence 

Federal Emergency Management Agency (FEMA~ 

CFY+3 
CFY+3 
CFY+3 

tCFY+3 

.... 

1.4.1 
1.4.2 
1.4.3 
1.4.4 
1.4.5 
1.4.6 

General Correspondence 
State Budget 
Financial Summary 
Capital Improvement Projects (CIP) 
Federal Budget (CA) 
RSAs 

CFY+6 
CFY+6 
CFY+6 
CFY+6 
CFY+6 
CFY+6 

1.4.7 

1.~ 
1 .5.1 
1.5.2 

Cost Allocation Plan 

General Correspondence 
Violation Reports 

CFY+6 

CFY+6 
CFY+6 

Vital Records Remarks 



Item 
Number 

1.5.3 
1.5.4 
1.5.5 
1.5.6 
1.5.7 
1.5.8 

Records Series and Description 
Contracts 
Requests for Quotes/Bids 
Requisition Forms (PO/DOs) 
Inventory (Located at Logistics Office) 
Hand Receipts 
Travel Authorizations 

Retention 

Record 
Office Center 

CFY+6 
CFY+6 
CFY+6 
CFY+6 
CFY+6 
CFY+6 

State 
Archives 

Disposition 

Destroy Vital Records Remarks 

-­ - -­

1.6 
1.6.1 
1.6.2 
1.6.3 
1.6.4 
1.6.5 
1,6.6 
1.6.7 
1.6.8 
1.6.9 

1.6.10 
1.6.11 

1.6.12 
1.6.13 
1.6.14 
1.6.15 
1.6.16 

1.6.17 
1.6.18 

1.6.19 

1.6.20 

General Correspondence 
State Homeland Security Strategy (SHSS) 
State Preparedness Report (SPR) 
Bi-annual Strategy Implementation Report (BSIR) 
Grant Monitoring Reports 
Equipment Inventory Reports 
Grant Close-Out Reports 
Local Emergency Planning Grant (LEPC) 
Federal Emergency Management Grant (EMPG) 
Homeland Security Grant Program (HSGP) 
Hazardous Materials Emergency Plan (HMEP) 
Interoperable Emergency Communications Grant 
Program (IECGP) 
Buffer Zone Protection Program (BZPP) 
Transit Security Grant Program (TSGP) 
Operation Stonegarden Grant Program (OPSG) 
PreDisaster Mitigation ..; PDM 
Public Safety Interoperable Communications Grant 
Program (PSIC) 
Emergency Operations Center (EOC) 
National Oceanic and Atmoshperic Administration 
(NOAA) 
Earthquake Hazards Reduction State Assistance 
Program (EHRSA) 

GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 

GCO+6 
GCO+6 
GCO+6 
GCO+6 
GCO+6 

GCO+6 
GCO+6 

GCO+6 

GCO+6 

-. 

Remarks 

1.6.19 GCO+6 
Earthquake Hazards Reduction State Assistance 

1.6.20 GCO+6 



1.9 

2 
2.1 
2.2 
2.3 
2.4 

3 
3.1 
3.2 
3.3 
3.4 
3.5 
3.6 
3.7 

4 

4.1 
4.1.1 
4.1.2 
4.1.3 
4.1.4 
4.1.5 

4.2 
4.2.1 
4.2.2 
4.2.3 

River Watch 
Fall Sea Storms . 
Communi Files 
Emer enc Events 
All Hazards IMT 
EASPlan 
Secure Tele hones 

Retention 

Record 
Office Center 

CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 

CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 

CFY+5 
CFY+5 
CFY+5 

p 
p 
p 

. Disposition 

State 
Archives Destroy Vital Records Remarks 

Item 
Vital Remarks 



4.2.4 

'.. L '" D 
D 

, Disposition .Retention 
Item Record State 

Center Archives Destroy Vital Records Number Remarks 
p 

Office 

CFY+3 
CFY+3 
CFY+3 
CFY+3 
CFY+3 

C 
C 
C 
C 
C 

4.3. 
4.3.1 
4.3.2 
4.3.3 
4.3.4 
4.3.5 

5 
5.1 
5.2 
5.3 
5.4 
5.5 

: -, .'. 

'. 
,. 

D 

Item Record 
Center 

State 
Archives 

: .~ .' 

Remarks 


