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Supervisor CONNIE M. ROCKCO moved adoption of the following:

ORDER APPROVING FOR SECOND READING AND FINAL ADOPTION
THE HARRISOR COUNTY, MISSISSIPPI RECORDS MANAGEMENT,
STORAGE AND DISPOSAL POLICY
ORDERED BY THE BOARD OF SUPERVISORS OF HARRISON COUNTY, MISSISSIPPI, that the
Board does HEREBY APPROVE for second reading and final adoption the Harrison County,
Mississippi Records Management, Storage and Dispasal Policy.

Jlarrison Countv. Mississippl
Records Manacement, Sinrage and Nisposal Policy

The wstory and operations of Harnson County goverruneni ae reflected in the recosds
the County and its various offices and agencies create and maintain. Although net all records
have histoncal significance, 4 stundard palicy is necessary to zovem the managenient. slarage
and dispasal of alf of he County”s records to ensure thit recordkeeping practices w the County .
comply with statutory and operational requircmenls.

The Local Government Recards Act of 1996, Semate Bl 2837, 1s now eodified as Tule
25, Chapter 60 of the Mississippi Code of 19720 Section 25-60-1 stales, in part, “Each
municipality and participating county shall establish and mainiaio an active aud cominuing
program for the management of its records.” On July 15, 1996, the Harison County Board of
Supervisors voted o become a Participating County. appointing the Chancery Clerk as “Keeper
of Records.” The Records Management staff functions under the anthanity given the Chancery
Clerk in order to comply with this Act.

Purpuse

The purpose of this Policy 15 to provide guidance o Harnison County offices and agencies
ow the retention and dispositien of records ander their jurisdiction. Counry otlicials and their
emplovees shall maintain and manage such records in a mauvper tha ensures the accessibility,
reliability and aceuracy of thosc records. Under Section 23-59-23 of the Mississippi Code off
1972, ivis a misdemeancer offense for agy County official or emplavee to dispose of any recond
withowt proper authorizatiop

Scope .

This policy shall be for the use of all Harrison County Government offices and
agencies.

The following definitions apply to this Pohey.

) "Agency” shall mean any Hacrizon County office, depaviment. division, board, Bircan,
commissian or other separate unit or institution of County covenunent creafed or
established by law or erdinance.

13)

"Public records” shall mean all or anv data, docaments, papers, leniers, aps, books,

tapes, photograpbs, films. sound recordings or other mruvrials regardless of physical

media. tormar or charactenstics made or received pursnunt to law of erdmance osim
connection-with the transaction_of-official business by .y agency or by any appomtad or -
elected efficial. Books. periodicals and other published material nommally found in 4

Library are excluded from this dehnition

o "Vl record” shalt meas any record vital 1o 1he vesumpuion of the

lezal and fuanesal
status of Haprnison Cownity goveunent or 1o the proteciiosn and Daiillaceot ol obligainons
w the avzens of Harrison Couny,
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d} "Records storage fucility” shall mean an establishment maintained by Harrison County or
a private or comunersial facility contracted with the County primarily for the storage,
processing, sexvicing and security of public records that must be retained for varying
pertods of time but need not be muintained in an agency's office, equipment or space.

e} "Records retention schedule” shall mean a set of instructions presenibing how long, where
and/oe in what tormn records shall be kept. Records retention schedules shall be
authoritative and directive, and shall have the force and elfect of law.

1) “Records management” shall mean the application of management techniques to the
creation. utilization, maintenance, retention, preservation and disposal of records
undertaken to reduce costs and improve efficiency of recordkeeping. Records
management includes management of filing and microfilm equipment and supplies, [iling
ancl informabion retrieval systems, historical documentation, micrographics, records
system scheduling and vital cecords protection.

g) “Local Govemnent Records Comminiee” shall mean a committee established by Section
25-60-1 of the Mississippt Code of 1972, ¢haired by the Director of the Mississippt
Departinent of Archives and History. [t is the duty of the committee to review, approve,
disapprove, amend or modify records retention schedules submitted by municipalities,
municipal courts and participating counties for the disposition of records based on
admimistrative, tegal, fiscal or historical value.

Retention Schedules

‘The Local Goverminent Records Committiee reviews, modifies and approves all records
retention schedules for participating Mississippi counties. Both General Schedules and
schedules specific to Harrison County are available on the MDAH website at
htip/www.mdaly state. ms.usfloceoviretsched.htrl. Any County-specific Schedule takes
precedence over a comparable General Schedule.

No record may be destroyed before it is eligible under the appropriate retention
schedule. 1Ma record has not yet been schuduled. it must be kepl and maintained until the Local
Government Records Comumittee approves and the Board of Supervisors adopts an appropriate
schedule.

All court-related records, other than financial, from Chancery, Circuit, County or Justice
Courts fall nnder the jurisdiction of the Mississippt Supreme Court per Section 25-59-17 of the
Mississippi Code, which has delegated disposition authority to the Mississippt Department of
Archives and History. MDATL slalf considers all requests for disposal of court-related records
on a case-by-case basis.

Of1i-Site Storage

Due t space limitations i County ofTices, Harrison County utilizes an off-site records
storage tactity for retention of inactive records  Each office is encouraged to work with the
Records Management staft to determine how long records should be kept in the office and when
they should be transterred o off-sie storage for the duration of their retention period.
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Authorized emplevees may request retieval of that olfice’s records dircetly from the storage
facility when needed,

No NEW records shall be sent to off-site storage without the authorization of
Records Management staff. This is required in order to praperly document the location of all
Counly records. Instructions and supplies for prepanng records for off-site stotage are available
from the Records Managewent staff Offices ure requested to utilize these supplies as they are
purchased from the dedicated Records Management Fund: this also ensures uniformity in storage
procedures.

Disposal of Records

All records must rceeive approval from the Board of Supervisors prior to disposal,
except ay noted below. Docementation of disposal authorization must be recorded in the Board
ot Supervisars Minutes. The penalty for intentional disposal of records without proper
authorization is a fine of S500 to S1000 (Scction 25-59-23, Mississippt Code of 1972). Due to
the sensitive nature of many records, County offices and agencies should consult with Records
Munagement staft to determine the appropriate method of disposal.

Therve may be lostances when an otfice, upon the expiration of the retention perod, may
choose To transter a records series to a public library or a local historival organization as an
alternative to destruction. This action must {irst be cleared through the Board of Supervisors and
the I.ocal Government Records Commitiee.

Notwithstanding the appropriate retention schedules, County officials and emplovees
shall retain applicable records in those instunces where litigation, audit, or regulatory or
govermunental ageney investigation has been threatened, s pending. or is occurring. County
officrals and employees shall consult with the Board Attorney for guidance on the scope ol those
records 1o be retained in such instances, notitying Records Management staft of such action to .
avoid inadvertent disposal.

Retcrences

Mississippt Depariment of Archives and History, Local Gavernment Records website:
http/wawaw mdah state.ms.us/locwov/docalpov.html
Reconds Retention Schedules for Participating Counties (available i PDT or Ward)
hitip:/iwww mdah.state.ms, us/loceoy/counties.htm]
Special Revords Retennon Schedules for Harrtson County (PDIF or Word)
hup//Awww.mdah.state ms.us/Joceovshartison html
s fie —Instructions tor Inplementation.of Retention Schedules.. o -

hop/Awwav.mdah state. ms.us/locgovinst.himl

Mississippt Code of 1972
hutp /7198, 187.128. 1 2/mussissippizlpest.dii?f=templates& fn=fs-main.hun& 2.0
Itle 25, Punlic Otticers and Employees, Public Recerds
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Chapter 39, Archives and Records Management
Chapter 60, Local Government Records
Chapter 61, Public Access to Public Records
lile 9, Courts
Chapter 5, Chancery Courts
Section 171, Destruction of Records

Hamson County Board of Supervisors Minutes
B 286 Pege 96 cl seq., Resolution Authorizing the Collection of a Document Filing Fee
and Appointing the Chancery Clerk as Keeper of Records, dated July 15, 1996

MDB 355 Page 125, Order Requesting Establishment of County-wide Records Policy,
dated June 23, 2001
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supervisor WILLIAM W. MARTIN seconded the motion to adopt the above and

foregoing Order, whereupon the question was put to a vote with the following results:
Supervisor BOBBY ELEUTERIUS voted (ABSENT & EXCUSED) l
supervisor LARRY BENEFIELD voted {ABSENT & EXCUSED)
Ssupervisor MARLIN LADNER voted AYE
Supervisor WILLIAM W. MARTIN voted AYE
supervisor CONNIE M . ROCKCO voted AYE

The Motion having recelved the affirmative vote from the majority of the Supervisors
present, the motion was declared carried and the Order adopted.

THIS, the 7th day of March 2005.



