


EFFECTIVE SCHEDULE DATE: 4/13/2015

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Annual Permit Report 100584 3 Years after creation Non-confidential Destruction

This series documents the report of capital projects undertaken 
by state agencies that have Bureau of Capital Outlay 
Management (BCOM) delegated authority under the Annual 
Permit process. This series may include, but is not limited to: 
reports.

Certificates of Use and Occupancy 100585 0 Years after event Non-confidential Destruction

This series documents the approval given to an owning agency 
to use and occupy a newly constructed or renovated facility until 
the facility is demolished or transferred from state control. This 
series may include, but is not limited to: certificates.

Construction Contracting Officers 200395 5 Years after end of calendar year Non-confidential Destruction

This series documents the Department's process of certifying 
state agency staff members as Virginia Construction 
Contracting Officers. This series may include, but is not limited 
to: class attendance rosters, exams, answer sheets, score 
sheets, copies of certification, and correspondence.

Delegation of Review Authority 100587 1 Year after end of calendar year Non-confidential Destruction

This series documents the State Building Official’s annual 
delegation of authority to selected state agencies for review and 
approval of construction plans and projects. This series may 
include, but is not limited to: correspondence.
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Drawings, Specifications and Supporting Data: Building Permit 
Set

100589 0 Years after project completion Non-confidential Destruction

This series documents the Department’s oversight of 
construction and renovation projects and the final building 
permit set. The Building Permit Set is a collective package of 
plans, specifications and contract documents issued for 
construction. Project is complete after final Building Code 
Official approval is issued (Certificate of Use and Occupancy or 
Building Permit Closeout form). This series may include, but is 
not limited to:drawings, plans, specifications and addenda.

Drawings, Specifications and Supporting Data: Design-In 
Progress

100588 0 Years after superseded, obsolete, or 
rescinded

Non-confidential Destruction

This series documents the Department’s oversight of 
construction and renovation projects. This series may include, 
but is not limited to: schematics, preliminary and working 
drawings, including plans, specifications, design narratives, 
calculations, soils reports, and forms.

Inspection Files: Construction 100592 3 Years after inspection Non-confidential Destruction

This series documents the inspection of construction projects 
and any required actions for follow-up. The final approval for 
projects is given by issuing a Certificate of Use and Occupancy 
or a Building Permit Closeout form. The Certificates of Use and 
Occupancy or Building Permit Closeout forms, when used, 
complete the project inspection process. This series may 
include, but is not limited to: inspection reports, punch lists, and 
reports.

Inspection Files: Existing Structures 100593 3 Years after inspection Non-confidential Destruction

This series documents the inspection of an existing state-owned 
structure to assist an agency in analyzing the feasibility of 
renovation work or a non-state structure for potential purchase 
or lease by the state. This series may include, but is not limited 
to: inspection reports.
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Permits: Building 100594 3 Years after project completion Non-confidential Destruction

This series documents the authorization to begin work on 
construction and renovation projects after contract award. This 
series may include, but is not limited to: permits.

Permits: Non-State Agency Construction 100595 3 Years after expiration Non-confidential Destruction

This series documents the receipt of informational copies of 
building permits for construction or renovation of non-state-
agency owned buildings on state-owned property. This series 
may include, but is not limited to: permits.

Permits: Special Use and Others 100596 3 Years after expiration Non-confidential Destruction

This series documents the approval of a one time use of 
facilities for activities not currently authorized. This series may 
include, but is not limited to: applications and permits.

Permits: Temporary Use 100597 3 Years after expiration Non-confidential Destruction

This series documents the approval for the temporary use of a 
property pending the completion of a construction or renovation 
project and the issuance of a certificate of use and occupancy. 
This series may include, but is not limited to: applications and 
permits.

Project Correspondence and Reports 100598 3 Years after project completion Non-confidential Destruction

This series documents administrative activities related to the 
supervision of construction and renovation projects.Project is 
completed after final inspection and Building Official 
Authorization (Certificate of Use and Occupancy or Building 
Permit Closeout documentation). This series may include, but is 
not limited to: correspondence and reports.
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Real Property: Leased 200396 2 Years after expiration Confidential Destruction

The series documents the leasing of real property by state 
agencies and institutions. This series may include, but is not 
limited to: amendments; capital, operating, finance, and income 
and expense leases; certificates of lease commencement; 
environmental impact reports; Governor's approval and decision 
briefs; landlord’s W-9; lease administration documents; legal 
service notices; license and use agreements; marketing 
information; temporary transfer agreements; and title insurance.

Real Property: Owned 006211 Permanent, Archives

This series documents the state's ownership of real property. 
This series may include, but is not limited to: copies of deeds, 
environmental assessments, appraisal reports, correspondence, 
and finance leases.

Site Plans 006212 Permanent, Archives

This series documents the ownership and assessment of state-
owned properties. This series may include, but is not limited to: 
deeds, environmental assessments, appraisal reports, 
correspondence, and financial leases.

Variances: Approved 100600 0 Years after equipment, facility, or 
property sold or no longer in use

Non-confidential Destruction

This series documents the receipt of approval to vary from the 
Uniform Statewide Building Code during construction or 
renovation. This series may include, but is not limited to: 
correspondence, forms, and applications requesting variances.

Variances: Denied 100601 3 Years after decision Non-confidential Destruction

This series documents the denial of requests to vary from the 
Uniform Statewide Building Code during construction or 
renovation. This series may include, but is not limited to: 
correspondence, forms, and applications.
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