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CONDITIONS FOR RECORDS RETENTION AND DISPOSITION

This schedule is continuing authority under the provisions of the Virginia 6.  All known investigations or court cases involving the listed records must be
Public Records Act, §§ 42.1-76, et. seq. of the Code of Virginia for the resolved before the records can be destroyed. Knowledge of subpoenas,
retention and disposition of the records as stated on the attached investigations or litigation that reasonably may involve the listed records suspends
page(s). any disposal or reformatting processes until all issues are resolved.
This schedule supersedes previously approved applicable schedules. 7.  The retentions and dispositions listed on the attached page(s) apply regardiess of
. . . . . . . physical format, i.e., paper, microfilm, electronic storage, optical imaging, etc.

g.“s schlec}i:ule Is;{aeg n :Omun%t'g‘:;\gth the; g ertificate Odf setclf rds Unless prohibited by law, records may be reformatted at agency or locality
o 1Sp osat ( y orm d ; f)f sugge i P ??1”8 e apprO\‘/e '.y bef discretion. Microfilming must be done in accordance with §§ 17VAC15-20-10, et.

esignated records officer and on file in the agency or locality be ore seq. of the Virginia Administrative Code, "Standards for the Microfilming of Public
records can be destroyed. After the records are destroyed, the original Records for Archival Retention.”
signed RM-3 must be sent to Library of Virginia (LVA). )

- . 8. Custodians of records must ensure that information in confidential or privacy

AJny recor?s ggjted betfgre tlf;e ngststu?lpn OI 1?'102&7212 1?to effeclt . protected records is protected from unauthorized disclosure through the ultimate
(hanua:j(y v ). must be o ez)eﬁ, m(;/vntmga 0 eb d ? ore:gg ying destruction of the information. Normally, destruction of confidential or privacy-
these f{spzsxtxonftnﬁtruglopf . ered recoras can ef es rﬁyiv A A protected records will be done by shredding or pulping. "Deletion” of confidential
days af ei: a;ff of the °b erl n% r Zspor;]seé?wr%cfewed Lom the ’ or privacy-protected information in computer files or other electronic storage media
cogy ° ¢ de N her {K;':t ¢ attached to the RM-3 form when it is is not acceptable. Electronic records must be "wiped" clean or the storage media
submitted to the LVA. physically destroyed.
All known audits and audit discrepancies regarding the listed records 9.  Under the Virginia Public Records Act, (§ 42.1-79) the Library of Virginia is the

must be settled before the records can be destroyed.

official custodian and trustee of all state agency records transferred to the
Archives, Library of Virginia. The Library may purge select records in accordance
with professional archival practices in order to ensure efficient access.
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RECORDS SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION AND DISPOSITION

Aluminum Building Movement Project File 005287

This series documents the 1939 movement of the Aluminum
Building from its old location (Broad and 12th, proposed site for the
Supreme Court and Virginia State Library) to its current location on
Governor Street. File includes clippings and photographs of the
move. Defunct series.

Artwork and Other Artifacts

This series consists of artworks and other artifacts purchased by or
donated to the Council, related to Capitol Square. Includes three
images of Capitol Square including one previously unknown
engraving. This not a public record, per Code of Virginia

42.1-77.

Capitol Square Review and Advisory Commission Records 005288

This series documents the actions of a temporary commission
established by the general assembly to review the preservation status
of Capitol Square. One recommendation of the Commission was the
establishment of permanent Capitol Square Preservation Council.
Defunct series.

Council Minutes 005289

This series documents the official actions of the Capitol Square
Preservation Council and includes the official minutes of the
Council. Refer to Code of Virginia, §§ 30-193 through 195.

Director's Research and Historical Records 005290

This series includes historical and research records, collected by the
Director, related to Capitol Square; it's history, buildings and
landscaping. Includes materials on the history of the land.

Transfer records to the Archives, Library of Virginia for permanent
retention.

Refer to Memorandum of Understanding between the Commission
Director and the Library of Virginia.

Transfer records to the Archives, Library of Virginia for permanent
retention.

Retain in agency until no longer administratively useful, then
transfer records to the Archives, Library of Virginia for permanent
retention.

Retain in agency until no longer administratively useful, then
transfer records to the Archives, Library of Virginia for permanent
retention.
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Donor Files 005291 Retain in accordance with conditions of gifts or grants or 3 years
This series documents any fundraising activity conducted by the after exper_lditure of all related funds or 3 years after last contact with
Council and its Director. Code of Virginia, § 30-194 authorizes the donor; whichever is greater, then destroy in compliance with No. 8
Council to raise and collect private funds for preservation, on schedule cover page.

improvement or beautification of Capitol Square.

Executive Mansion Restoration Files 005292 Transfer records to the Archives, Library of Virginia for permanent
This series includes records of the Historic Richmond Foundation, retention.

donated to the Council, in relation to restoration of the Governor's

Mansion. Defunct series.

Office Management Records 005293 Retain 3 years, then destroy.

This series documents the routine management of the office and

includes but is not limited to correspondence, subject files,

chronological files and the Director's lecture notes.

Photographic Collections 005294 After scanning and inclusion of images into records series 005290,

This series consists of photographs, collected, produced, and
purchased by or donated to the Council, related to Capitol Square.

"Director's Research and Historical Records", transfer photographs
to the custody of the Picture Collection, Library of Virginia for
preservation, storage and management.



