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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.

'gys SChle?:”Ie 'S';Iaeg n Ac\:omungt:;r;ﬂmgth thi g ertificate %f tl)?eg:)rds Unless prohibited by law, records may be reformatted at agency or locality

q ’S‘.’OS""t ( y orm g f)f. S‘gge o ’&US e appm“’e I.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
ar;)l/wgicor;is 1%52?{3&?%?;#;5;?it:}x?an OI; ?hOZ'f:\?Amg "fmr) effeclt . protected records is protected from unauthorized disclosure through the ultimate
these d?é c;sition instructions Offére d r:eé:ogrés car? be des?rg e;gg ying destruction of the information. Normally, destruction of confidential or privacy-
davs afte? date of the offer if ﬁo response is received from thgiv A A protected records will be done by shredding or pulping. "Deletion” of confidential
coy of the offer must be attached t% the RM-3 form when it is ’ or privacy-protected information in computer files or other electronic storage media
sugynitte d to the LVA : 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
Insurance Agent or Agency Investigations — Life and Health 005510 Retain 12 years after close of investigation, then destroy in

This series consists of complaints against licensed life and
health agents or agencies and the ensuing investigations.
Series includes complaints, investigative reports, findings,
punishments, warning letters and license revocations. May

- also include medical reports, financial reports and motor
vehicle reports. Refer to Code of Virginia, §§ 38.2-614 and
615.

Insurance Agent or Agency Investigations — Property and
Casualty

This series consists of complaints against licensed property
and casualty agents or agencies and the ensuing
investigations. Series includes complaints, investigative
reports, findings, punishments, warning letters and license
revocations. May also include medical reports, financial
reports and motor vehicle reports. Refer to Code of Virginia,
§§ 38.2-614 and 615.

compliance with No. 8 on schedule cover page.

015110 Retain 2 years after close of investigation, then transfer to the
agency's on site records center. Retain in on site records
center 10 years, then destroy in compliance with No. 8 on
schedule cover page. Total retention 12 years.



