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CONDITIONS FOR RECORDS RETENTION AND DISPOSITION

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

This schedule supersedes previously approved applicable schedules. records until their disposition date must be maintained by the state

This schedule is used in conjunction with the Certificate of Records Disposal agency/locality or the records must be converted to newer systems. All
(Form RM-3). A signed RM-3 must be approved by the designated records reformatting must be done in accordance with The Library of Virginia

officer and on file in the agency or locality before records can be destroyed. Guidelines for Electronic Records and Microfilm and with §§ 17VAC15-20-10,
After the records are destroyed, the original signed RM-3 must be sent to et. seq. of the Virginia Administrative Code, "Standards for the Microfilming of
Library of Virginia (LVA). Public Records for Archival Retention."

4. Any records created before the Constitution of 1902 came into effect (January 1, 8.  Custodians of records must ensure that information in confidential or privacy
1904) must be offered, in writing, to the LVA before applying these disposition protected records is protected from unauthorized disclosure through the
instructions. Offered records can be destroyed 60 days after date of the offer if ultimate destruction of the information. Normally, destruction of confidential or
no response is received from the LVA. A copy of the offer must be attached to privacy-protected records will be done by shredding or pulping. "Deletion” of
the RM-3 form when it is submitted to the LVA. confidential or privacy-protected information in computer files or other

electronic storage media is not acceptable. Electronic records must be
"wiped" clean or the storage media physically destroyed.

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 the
Archives, Library of Virginia. The Library may purge select records in
accordance with professional archival practices in order to ensure efficient
access.

5. All known audits and audit discrepancies regarding the listed records must be
settied before the records can be destroyed.

6. Al 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
Annual Audited Financial Statements - Domestic 005023 Retain 5 years after receipt, then transfer to agency storage. Retain
This series consists of the reports by Certified Public Accountants of an additional 15 years, then destroy. Total retention 20 years.

annual audits of insurer’s financial statements, as required by Virginia

Administrative Code, § 14VAC5-270-10 et seq.

Annual Audited Financial Statements - Foreign and Alien 005024 Retain 3 years, then destroy.

This series consists of the reports by Certified Public Accountants of

annual audits of insurer's financial statements, as required by Virginia

Administrative Code, § 14VAC5-270-10 et seq.

Annual Financial Statements - Domestic 005025 Retain & years after receipt, then transfer to agency storage. Retain
This series consists of the annual financial statement prepared by an additional 15 years, then destroy. Total retention 20 years.
regulated insurers as required by Code of Virginia, § 38.2-1300.

Annual Financial Statements - Foreign and Alien 005026 Retain 2 years after receipt, then transfer to agency storage. Retain
This series collects the annual financial statement prepared by in agency storage an additional year, then destroy. Total retention 3
regulated insurers as required by Code of Virginia, § 38.2-1300. years. Referto Code, § 38.2-1306

Audit Files 005027 Retain 6 years of documentation, then destroy in compliance with No.
This series documents the ongoing review of regulated companies in 8 on schedule cover page.

accordance with Commission powers as authorized by Code of

Virginia, § 38.2-200. Access is restricted by Code, § 38.2-1320.05.

Case Inquiries - Open 005028 Retain until inquiry closed, then transfer to records series 005032
The series consists of open inquiries of insurance practices of “Inactive Company files and Closed Case Inquiries.”

insurers and other entities as authorized by Code of Virginia, § 38.2-

200.

Closed, Denied, or Withdrawn License Applications 005029 Retain 6 years after last action, then destroy in compliance with No. 8

This series documents the receipt and closure, denial or withdrawal
of an application to operate in Virginia, refer to Code of Virginia §
38.2-1040, § 13.1-400.3 and § 65.2-802.

on schedule cover page.
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RECORDS SERIES AND DESCRIPTION

SERIES NUMBER

SCHEDULED RETENTION AND DISPOSITION

Continuing Care Retirement Communities - Disclosure Statements
This series documents the filing of a disclosure statement by
retirement communities as required by Code of Virginia, §§ 38.2-
4901 and 4904,

Group Self-Insurance Associations (GSIA) — Indemnity Agreements
This series documents the receipt of indemnity agreements from
Group Self-Insurance Associations (GSIA) and their acceptance by
the commission. GSIA are groups of employers which band together
to pool their workers’ compensation liabilities. Series includes
agreements, correspondence and supporting documentation. Refer
to Code of Virginia, § 65.2-802 and 14VAC5-370-120.

Holding Company Filings

This series documents the receipt by the Commission of reports
required by holding companies under the provisions of the Virginia
Administrative Code, § 14VAC5-260-10, et. Seq. Access is
restricted by Code, § 38.2-1306 and 1333.

Inactive Company Files and Closed Case Inquiries

This series includes records purged from all active files, including
records series 005035 “Permanent Files for Active Companies” and
records series 005028 “Case Inquiries - Open.”

License Files

This series documents the annual, biennial or permanent issuance of
licenses to insurance providers and other regulated entities as
required by Code of Virginia, § 38.2-1024.

Managed Care Health Insurance Plan (MCHIP) Filings

This series documents receipt of filings made by Managed Care
Health Insurance Plans as required by Code of Virginia, § 38.2-5802.
Access is restricted by Code, § 38.2-5802C.

005030

005588

005031

005032

005033

005034

Retain 3 years after receipt, then transfer to agency storage. Retain
an additional 7 years, then destroy. Total retention 10 years.

Retain in agency 10 years after group actively ceases
writing/renewing business, then transfer to the Records Center,
Library of Virginia. Retain in Records Center 10 years, then destroy.
Total retention 20 years.

Retain 5 years, then transfer to agency storage. Retain an additional
15 years, then destroy in compliance with No. 8 on schedule cover
page. Total retention 20 years.

Retain 5 years after file becomes inactive or closed, then transfer to
agency storage for permanent retention or may be transferred to the
Archives, Library of Virginia.

Retain until insurer no longer active, then transfer to records series
005032 “Inactive Company Files and Closed Case Inquiries.”

Retain 3 years after receipt of filing, then destroy in compliance with
No. 8 on schedule cover page.
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SERIES NUMBER

SCHEDULED RETENTION AND DISPOSITION

Permanent Files for Active Companies
This series contains the historic documentation necessary to regulate
insurers currently doing business in the Commonweailth.

Quarterly Financial Statements
This series documents the filing of quarterly financial statements by
insurers under the provisions of Code of Virginia, § 38.2-1301.

Reports of Examinations - Domestic
This series documents the examination of insurer's financial condition
as required by Code of Virginia, § 38.2-1317.

Reports of Examinations - Foreign and Alien
This series documents the examination of insurer's financial condition
as required by Code of Virginia, § 38.2-1317.

Risk Based Capital (RBC) Reports

This series documents the Commission's receipt of Risk Based
Capital reports (a standard measure of solvency) required of insurers
by Code of Virginia, § 38.2-5502. Access is restricted by Code,

§ 38.2-5508.

Schedule of Securities on Deposit with State Treasurer

This series documents the market value of financial securities
deposited with the State Treasurer by insurers as required by Code
of Virginia, § 38.2-1045.

Valuations of Legal Reserves

This series documents that required legal reserves are maintained by
licensed domestic insurers as required by Code of Virginia, § 38.2-
1311.

005035

005036

005037

005038

005039

005040

005122

Retain until insurer no longer active, then transfer to records series
005032 “Inactive Company Files and Closed Case Inquiries.”

Retain 1 year, then transfer to agency storage. Retain an additional
2 years, then destroy. Total retention 3 years. Refer to Code,
§ 38.2-1306.

Retain 10 years, then transfer to agency storage for permanent
retention or may be transferred to the Archives, Library of Virginia.

Retain until replaced by a more recent examination, then destroy in
compliance with No. 8 on schedule cover page.

Retain 5 years, then transfer to agency storage. Retain an additional
15 years, then destroy in compliance with No. 8 on schedule cover
page. Total retention 20 years.

Retain 3 years, then destroy in compliance with No. 8 on schedule
cover page.

Retain 1 year after end of related fiscal year, then destroy.



