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CONDITIONS FOR RECORDS RETENTION AND DISPOSITION

1. This schedule is continuing authority under the provisions of the Virginia 7.  The retentions and dispositions listed on the attached page(s) apply
Public Records Act, §§ 42.1-76, et. seq. of the Code of Virginia for the regardless of physical format, i.e., paper, microfilm, electronic storage,
retention and disposition of the records as stated on the attached page(s). optical imaging, etc. Unless prohibited by law, records may be reformatted

2 This schedul d _— o EolicaEls stisdil at agency or locality discretion. Microfilming must be done in accordance

: S Scnedule supersease previous)y approved appiicable schedules. with §§ 17VAC15-20-10, et. seq. of the Virginia Administrative Code,

3. This schedule is used in conjunction with the Certificate of Records "Standards for the Microfilming of Public Records for Archival Retention."

Disposal (Form RM-3). A signed RM-3 must be approved by the 8.  Custodians of records must ensure that information in confidential or

designated records officer and on file in the agency or locality before
records can be destroyed. After the records are destroyed, the original
signed RM-3 must be sent to Library of Virginia (LVA).

privacy protected records is protected from unauthorized disclosure through
the ultimate destruction of the information. Normally, destruction of
confidential or privacy-protected records will be done by shredding or

4.  Any records created before the Constitution of 1902 came into effect pulping. "Deletion" of confidential or privacy-protected information in
(January 1, 1904) must be offered, in writing, to the LVA before applying computer files or other electronic storage media is not acceptable.
these disposition instructions. Offered records can be destroyed 60 days Electronic records must be "wiped" clean or the storage media physically
after date of the offer if no response is received from the LVA. A copy of destroyed.
T eSS Rt bt s NS s o abiinitied ko 9. Under the Virginia Public Records Act, (§ 42.1-79) the Library of Virginia is
: the official custodian and trustee of all state agency records transferred to
5.  All known audits and audit discrepancies regarding the listed records must the Archives, Library of Virginia. The Library may purge select records in
be settled before the records can be destroyed. accordance with professional archival practices in order to ensure efficient

access.
6.  All known investigations or court cases involving the listed records must be

resolved before the records can be destroyed. Knowledge of subpoenas,
investigations or litigation that reasonably may involve the listed records
suspends any disposal or reformatting processes until all issues are
resolved.
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RECORDS SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION AND DISPOSITION

Daily Accounting Business Transaction Files 008173 Retain 4 years, then destroy in compliance with No. 8 on

This series documents daily contacts and transactions with schedule cover page.
individual and business customers regarding problems with

tax payments. Consists of incoming correspondence and other

supporting documentation from individuals and businesses, as

well as forms documenting phone conversations regarding tax

compliance matters. May also include a letter or bill to the

taxpayer or a request for additional information

o7
Income Tax Returns: Individual 008076 Retain 4 years or until listed in series 008)992, “Income Tax
This series documents the filing and payment of individual Returns: Individual - Annual Purge Book”, whichever is longer,
Virginia income tax. Includes the original signed Virginia then destroy in compliance with No. 8 on schedule cover
income tax return, copy of W-2, copy of federal income tax page.
return (only on 760 PY returns), and any additional schedules
and supporting documentation required to be filed. Beginning
with tax year 2000, some of these returns have been scanned «
to an electronic imaging system.

Destroy all additional versions, regardless of media, in
compliance with No. 8 on schedule cover page when no
longer administratively necessary.

Income Tax Returns: Individual - Annual Purge Book 008077 Retain 4 years, then destroy in compliance with No. 8 on

This series consists of a set of annual computer printouts schedule cover page.
produced by the Tax Compliance and Customer Service areas

that specify which individual tax returns filed in a given

calendar year that have otherwise met their scheduled

retention period must be retained because of outstanding

taxes owed or for other reasons as determined by the Tax

Compliance area.
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RECORDS SERIES AND DESCRIPTION

SERIES NUMBER

SCHEDULED RETENTION AND DISPOSITION

Income Tax Returns: Individual - Federal Retiree Program
Defunct series

This series consists of the 1988 individual Virginia income tax
records of federal retirees. These documents were used to
calculate a special refund given in 1994 as a result of having
too much tax withheld from federal retirees in 1988. includes
all applicable individual tax return information and all
correspondence and supporting documentation associated
with the 1994 tax refund.

Virginia W-2 Wage and Tax Statements

This series consists of the copies of the W-2 forms sent in
from all Virginia business, corporations, and public sector
entities for their employees. The information from these
records are input into the department's Tax STARS database.

008078

008079

Destroy accumulation in compliance with No. 8 on schedule
cover page.

Transfer information to STARS database. Destroy paper
originals after quality control inspection verifies information
was successfully transferred to new format. Document
destruction of original paper records after reformatting on
Certificate of Records Disposal (RM-3 form).

Retain records in new format for 4 years, then destroy in
compliance with No. 8 on schedule cover page.



