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The schedule on the attached page(s) is approved with agreement to follow the records retention and disposition conditions listed below:
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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 regardless of

. . . . . . . physical format, i.e., paper, microfilm, electronic storage, optical imaging, etc.

B_ns schlec'i:ule 'S;Geg n /fOT‘J”“g“g[‘w"‘g*“ thet g ertificate %f tl)?etc;rds Unless prohibited by law, records may be reformatted at agency or locality

roposa ( o R f)F S st be approved by the. discretion. Microfilming must be done in accordance with §§ 17VAC15-20-10, et.
esignated records ofticer and on file In the agency or locality before 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
gr;y;;gzcor;js 1c9rce)2ted b?fg; e tfrf\e C(;aq:mug;gn OI 1?h02LC\'7£1§ |?to effeclt . protected records is protected from unauthorized disclosure through the ultimate
these driy ,sit'on)ir:ngs i : erOeﬁ, : c;”” mga 0 eb d ? oredagg ying destruction of the information. Normally, destruction of confidential or privacy-
davs aftesef?:lat; of thsergffe? 1fsn ree € nreqorr: can di es trr?y?_v A A protected records will be done by shredding or pulping. “"Deletion” of confidential
coy of the offer must be attac(t)we dst;c)aothzel\"?vl 3c$|ve ;‘om it € ’ or privacy-protected information in computer files or other electronic storage media
sugynitte d to the LVA - formwhen it is is not acceptable. Electronic records must be "wiped” clean or the storage media

’ 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

This revision of schedule number 171-192 supersedes schedule number 171-111.

Insurance Company Tax and Assessment Records 101335
This series documents premiums collected by insurance

companies, tax charges, assessments, audits, payments and

other supporting documentation.

Surplus Lines Broker Affidavits 005518
The series consists of a set of affidavits from insurance

brokers, selling out of state policies, documenting that the

requested insurance was not available or not available at an

acceptable price from any company licensed to do business in

the Commonwealth. Refer to Code of Virginia, § 38.2-4806.

Surplus Lines Broker Taxes 005519
This series consists of the records of premiums collected,

taxes assessed, audits records, payments and other

supporting documentation. Refer to Code of Virginia, § 58.1-

2501.

Retain 5 years after end of calendar year in the active files.
Transfer to inactive storage within agency for 5 years, then
transfer to the Records Center, Library of Virginia. Retain in
Records Center 15 years, then destroy in compliance with No.
8 on schedule cover page. Total retention 25 years.

Retain 5 years after end of calendar year in the active files,
then transfer to the Records Center, Library of Virginia.
Retain in Records Center 10 years, then destroy in
compliance with No. 8 on schedule cover page. Total
retention 15 years.

Retain 5 years after end of calendar year in the active files,
then transfer to the Records Center, Library of Virginia.
Retain in Records Center 10 years, then destroy in
compliance with No. 8 on schedule cover page. Total
retention 15 years.



