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An Update on 
Managing Records:

What’s New or About to 
be New at the LVA?

Glenn Smith

Records Management Analyst

A Public Record…

. . . documents a transaction 
or activity . . .

Regardless of physical 
form or characteristic . . .

. . . is produced, collected, 
received or retained in 
pursuance of law or in 
connection with the 
transaction of public 
business. COV § 42.1-77
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http://www.lva.virginia.gov/agencies/records



3



4



5

Documenting destruction

Complete Approve Destroy Submit

• Complete 
Certificate of 
Records 
Destruction 
(RM-3 Form)

•Approving 
official signs

• Records 
officer signs

• Destroy 
records

•Witness to 
destruction 
signs

• Mail 
original form 
to LVA
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Questions?

Anita Vannucci
Records Analysis Section Coordinator

& Analyst for Public Schools
804-692-3650

All forms and schedules, as well as additional 
resources, available at:

www.lva.virginia.gov/agencies/records 


