Records Retention

I. Excerpts from General Retention Schedules
II. Minimum Retention of Select Environmental Records by Program Regulation

Part I.  Excerpts from the General Retention Schedule for NYS Government Records, January 2008.  
Please review the full statement for specific notes and exceptions.  Generally, if there is any pending litigation or investigations, the records must be maintained.
http://www.archives.nysed.gov/a/records/mr_pub_genschedule_accessible.html
New and revised items are indicated by an asterisk (*) preceding the item number.
	Record
	Minimum Retention and Disposition

	*90291  Annual Environmental Audit Report Records 
Agency copies of annual environmental audit reports submitted to DEC and related records providing an assessment of agency compliance with environmental laws.  The records include descriptions of environmental problems, records of remedial investigations, plans, and actions; estimates of capital, contractual, personnel, and other resources needed to remedy violations; projected remedial time schedules; internal assessments of remedial plans; lists of violations and rankings; and related correspondence, memoranda, and printed materials used to compile reports.
	Retain copy for 3 years after report is submitted to DEC, then destroy. 



	*90292  Toxic Substances in the Workplace Notifications and Information Files
Records documenting notification by agencies to employees of the existence of toxic substances in the workplace and the potential effects of exposure to these substances, including correspondence and memoranda, material safety datasheets, and related records documenting the transmission of information to employee.
	Destroy 40 years after superseded or obsolete. 

	**90293  Lists of Employees Who Handle Toxic Substances 
Records of names, addresses, and social security numbers of employees who handle or use substances included in section 1910 of the federal occupational safety and health regulations (29 CFR 1910, subpart z) and which substances were handled or used by which employees.
	Destroy 40 years after superseded or obsolete. 



	*90013  Employee Hazardous Substance Exposure Records 
Records of exposure or possible exposure to toxic or harmful substances, including information on the substance to which an employee is exposed, employee exposure records, summary and detailed environmental and biological monitoring records, and related records.
	 Destroy 30 years after exposure, except environmental monitoring background data may be destroyed after 1 year provided that sampling results, methodology, a description of analytical method used, and a summary of other relevant background data is retained for 30 years. 

	90294  Toxic Substances Training and Education Files Course material, attendance records, correspondence, and memoranda documenting the training and education of employees in the proper use and handling of toxic substances, and compliance with federal Occupational Safety and Health Administration requirements.
	Destroy 3 years after employee separation from agency.  Destroy summary records, including course material, 3 years after separation of all concerned employees from agency. 



	*90295  Employee Occupational Injury and Illness Incident Logs, Reports and Summaries Records documenting recordable occupational injuries and illnesses of agency employees, including incident logs, incident reports, annual summaries, and related correspondence, memoranda and other records.
	Destroy 5 years after the end of the calendar year that the records cover. 



	*90296  Annual Occupational Injury and Illness Surveys 
Agency copies of annual occupational injury and illness surveys submitted to the NYS Department of Labor under 12 NYCRR 801.41.
	Destroy 1 year after submission to the Department of Labor. 

	90298  Facility Health and Safety Inspection Records
Notices of inspection, inspection reports, descriptions of violations, remedial action plans, correspondence, and memoranda documenting agency cooperation with the NYS Department of Labor in facility inspections mandated by 12 NYCRR 802 and agency efforts to comply with Department of Labor findings and determinations.
	Destroy 3 years after completion of inspection or after any violations are remedied, whichever is longer. 

	90299  Health and Safety Code and Regulations Variance Files 
Agency requests for relief from health and safety standards and regulations and records of approved variances.  This includes petitions, applications for temporary or permanent variances, interim orders, requests for hearings, notices of hearings, transcripts of variance hearings and conferences, depositions, affidavits, variances, amendments issued by the NYS Department of Labor, consistent findings and orders, decisions, and appeals.
	Destroy 3 years after request is denied or after the variance is no longer in effect. 



	*90300  Fire Code Compliance Records 
Agency copies of fire safety inspections, fire extinguisher inspections, complaints, violation corrective plans, code compliance certificates, fire drill records, and annual reports that document compliance with the NYS Uniform Fire Prevention and Building Code.
	 Retain records of inspections, drills and annual reports for 3 years or until all violations are corrected, whichever occurs later, then destroy.  Destroy code compliance certificates 3 years after they expire. 

	90301  Fire Safety Program Records
Records concerning the establishment and administration of a network of fire wardens, marshals, and searchers, including lists of individuals serving in these capacities, building diagrams, assignments, evacuation procedures, meeting records, and lists of equipment disbursed to wardens, marshals, and searchers.
	Destroy 3 years after superseded or obsolete. 



	90302  Fire Safety Education and Training Records 
Records relating to agency fire safety education and training programs, including course information records and course registration records for wardens, marshals, and searchers and for building tenants.
	Destroy 3 years after creation.

	*90303  Building Visitor Logs and Security Videotapes 
Logs of entry to and exit from agency facilities containing visitor name, organization or business, address, reason for visit or person/unit visited, and dates and times of entry and exit.  Also includes videotapes or other recordings prepared for security purposes that document specific incidents and merit retention for administrative or potential legal uses.
	Destroy 3 years after the end of the year to which they relate. 



	*90304  Building Pass Records 
Agency records documenting the issuance and cancellation of building passes include applications for temporary and permanent passes, copies of passes, lists of individuals with valid passes, records of revocations or cancellations, correspondence, and memoranda. 
	Destroy records documenting issuance and cancellation of passes 3 years after passes are cancelled or become invalid, except actual passes that have been cancelled or have expired may be destroyed immediately.

	*90305  Incident and Investigation Records 
Agency copy of records documenting security-related incidents and investigations by agency staff and external investigators.  These records include but are not limited to complaints, incident reports, accident reports, reports of stolen property, emergency response-related records, and correspondence and memoranda.
	Destroy 5 years after any investigation is closed or dropped, except 3 years after 18th birthday for any accidents or personal injury incidents involving minors.

	*90306  Health, Safety, and Security Subject Files
Reports, memoranda, correspondence, copies of policies and procedures, background materials, and related records used by agencies to support the administration of health, safety, and security programs, arranged by subject and covering topics such as health issues, building safety, facility access, and incident reporting, exclusive of records subject to specific legal requirements or which are covered by other schedule items. 
	Destroy when obsolete or superseded.

	*90307 Facility Disaster Preparedness Files 
Agency copies of disaster preparedness and evacuation plans for agency-owned and occupied buildings.  These records typically include, but are not limited to, correspondence, memoranda, risk assessments and vulnerability studies, disaster/contingency and evacuation plans, supporting materials used to develop plans, and training and educational materials.
	Destroy 3 years after a plan is superseded or made obsolete because the agency vacates a facility.

	*90368  Disaster Response and Recovery Records
Agency records documenting responses to a major disaster, including photographs, press clippings, property damage reports, records of emergency response, summary reports of personal injuries, records relating to demolition and new construction, and correspondence.  
	Transfer to State Archives when no longer needed for agency use.

	*90286  Physical Plant Systems Monitoring and Inspection Records 
Records documenting the operation and inspection of facility heating, ventilation, energy consumption and monitoring, fire suppression, air conditioning, water, electrical, and mechanical systems, including but not limited to meter readings, steam pressure logs, fixed equipment (e.g., elevators and mechanical doors) inspection reports, and heating fuel consumption recordings.
	Destroy 3 years after creation.

	90287  Facility Management Subject Files 
Records used to support agency facility management programs, arranged by subject, and consisting of correspondence, memoranda, reports, manuals, copies of policies and procedures, and related records pertaining to maintenance and use of facilities.
	Destroy when obsolete or superseded.


Part II.  Minimum Retention of Select Environmental Records by Program Regulation

The following types of records are not currently addressed by the General Retention Schedule for NYS Government Records, January 2008 or SUNY schedules.  Stated are the regulatory minimum retention periods per the regulatory program.
	Hazardous Waste

	Manifest (including all LDRs and other documentation)
	3 yrs from date was accepted by the initial transporter
	6 NYCRR Part 372.2(c)(1)(i)

	Annual Report
	3 yrs from due date of the report
	6 NYCRR Part 372.2(c)(1)(ii)

	Exception Report
	3 yrs from due date of the report
	6 NYCRR Part 372.2(c)(1)(ii)

	Test results, waste analyses, or other determinations
	3 yrs from the date the waste was last sent to an on-site or off-site TSD
	6 NYCRR Part 372.2(c)(1)(iii)

	Any haz waste records associated with an unresolved enforcement activity or upon request of the Commissioner
	Extended
	6 NYCRR Part 372.2(c)(1)(v)

	Universal Waste (LQH) records of shipment
	3 yrs from shipment
	6 NYCRR 374-3.3(j)

	Petroleum Bulk Storage

	UST inventory monitoring records
	5 yrs
	6 NYCRR Part 613.4(i)

	UST periodic tightness testing
	5 yrs
	6 NYCRR Part 613.5(a)(4)(iii)

	UST cathodic protection and leak detection systems
	1 yr
	6 NYCRR Part 613.5(b)(4)

	AST 10 yr inspections and monthly inspections
	10 yrs
	6 NYCRR Part 613.6(c)(1)

	Air Emissions

	Monthly natural gas, et. al. consumption records for boilers subject to NSPS 
	 5 yrs
	 40 CFR Part 60.48(c)(g)

	Preconstruction/change notifications; Startup, shutdown, and malfunction records for natural gas, et. al. fired boilers subject to NSPS
	 2 yrs  from the date of measurement, maintenance or record
	 40 CFR Part 60.7(a)(b)and (f)

	Monitoring data and supporting information
	 5 yrs 
	 6 NYCRR Part 201-6.5(c)(2)

	Fuel composition sulfur limitations
	3 yrs
	6 NYCRR Part 225-1.8

	Proof of eligibility of exempt activities
	5 yrs
	6 NYCRR Part 201-3.2

	Proof of eligibility of trivial activities
	5 yrs
	6 NYCRR Part 201-3.3

	Each emission statement and supporting calculations, data, and estimates 
	5 yrs 
	6 NYCRR Part 202-2.5

	SPCC

	Inspections, tests, and records with written procedures
	3 yrs
	40 CFR Part 112.7(e)

	Medical Waste

	Tracking forms and exception reports
	3 yrs
	6 NYCRR Part 364.9(e)

	Storm Water and Wastewater Discharges (SPDES)

	 All reports, monitoring information and measurements required by a SPDES permit, and data used to complete SPDES permit applications.
	5 yrs, unless extended by DEC written request, from date of sample measurement, report or application.
	6 NYCRR Part 750-2.5(c)(1)

	Pesticide Applications 

	Date, place, method, type and dosage rate of pesticide applied, and target organism. 
	3 yrs 
	6 NYCRR Part 325.25(a)

	Refrigerants 

	Servicing records and reports for appliances containing ≥ 50 lbs of refrigerants (Substances containing whole or in part Class I or II ODS) 
	3 yrs 
	40 CFR Part 82.166 (k)(m)(n)(o)(p)(q)

	PCBs

	Annual reports, manifests, and certificates of destruction, clean up and inspection records
	3 years after the facility no longer triggers the requirements
	40 CFR 761.180

	Hazardous Materials 

	Training records for each person who performs a haz mat packaging, labeling, or marking function or who otherwise offers a hazmat for transportation 
	3 yrs or at least 90 days after ending employment as a hazmat employee.
	49 CFR Part  172.704(d)
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