Miscellaneous Schedules

(also included: Media, IT, Medical Program related schedules)

Administrative Convenience Records

Schedule GS1-SL Item #2

This record series consists of DUPLICATES of public records maintained for the convenience of officials
and employees in carrying out their duties. These records are NOT the official file or record (master)
copy. Do NOT use this item if records fall under a more appropriate retention schedule item.
Retention Period: Retain until obsolete, superseded, or administrative value is lost.

Administrative Support Records

Schedule GS1-SL Item #3

This record series consists of records relating to internal administrative activities rather than the functions
for which the office exists. These records document day-to-day office management and do not serve as
official documentation of office programs. Examples are an individual’s daily activity tracking log used
to compile periodic activity reports; sign-up sheets for staff use of office equipment or facilities (e.qg.,
reserving a meeting room); and records documenting operating and use of an internal staff library. Do
NOT use this item if records fall under a more appropriate retention schedule item or if the unique
content/requirements of the records necessitate that an individual retention schedule be established.
For instance, use Budget Records: Supporting Documents for budget work papers, or use Purchasing
Records for records relating to purchase of office supplies; etc.

Retention Period: Retain until obsolete, superseded, or administrative value is lost.

Ballots

Schedule GS1-SL Item #397

This record series consists of ballots and related records for elections conducted to determine issues not
governed by Florida election laws. This may include votes on issues addressed by municipal pension
board members, advisory councils and committees; election of a chair by board members; election of
members of a pension board by employees; and other similar instances. The series may include, but is not
limited to: nomination forms, ballots, envelopes, vote tally sheets, and related unused forms. NOTE: For
ballots and vote sheets for votes that are required to be taken in public by public officers at public
meetings as defined in Section 286.011, Florida Statutes, use MINUTES: OFFICIAL MEETINGS
(PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS). NOTE: For ballots and other
records relating to elections governed by Florida election laws, use General Records Schedule GS3 for
Election Records.

Retention Period: 30 days after vote count or cancellation of election.

Calendars

Schedule GS1-SL Item #89

This record series consists of calendars, appointment books, planners or other records showing official
daily appointments and meetings. The series might also include lists of “prioritized daily tasks,”
background materials, issues for discussion, and speaking points or remarks. This series does NOT
include the record copy of speeches, which are covered by “PUBLIC INFORMATION FILES.”
Retention Period: 1 anniversary year.
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Charters/Amendments/Bylaws/Constitutions

Schedule GS1-SL Item #207

This record series consists of foundation documents establishing an organization and its mission,
functions, duties and responsibilities, and organizational structure. See also “ORDINANCES,”
“PROCLAMATIONS,” and “RESOLUTIONS.” These records may have archival value.
Retention Period: PERMANENT.

Child Care Records

Schedule GS1-SL Item #257

This record series consists of information on the children enrolled in a child care facility, including, but
not limited to, information and forms required by law such as the child’s legal name, birth date, and
preferred nicknames; parents’ names, addresses, and telephone numbers; names of persons allowed to
remove child from the facility; physical identification; emergency information; physician information;
facility brochure statements; disciplinary procedure statements; procedures for a handicapped child as
applicable; enrollment forms; immunization record exemption forms; and health forms. Refer to Section
1003.22, Florida Statutes, School-entry health examinations; immunization against communicable
diseases; and Section 1003.23, Florida Statutes, Attendance records and reports.

Retention Period: 5 calendar years after termination of enrollment.

Computer Logs

Schedule GS1-SL Item #391

This record series consists of firewall logs, system logs, network logs, or other logs used to maintain the
integrity and security of the agency’s computer systems. The logs may record such information as: source
and destination Internet Protocol (IP) addresses; user identification information; files, directories, and data
that have been accessed; user rights; and running applications and databases. Since these logs may play an
integral part in prosecution or disciplinary actions, agencies are responsible for ensuring that internal
management policies are in place establishing criteria for which logs or entries should be retained for
further investigation.

Retention Period: 30 days or until review of logs is complete, whichever occurs first.

Correspondence and Memoranda: Administrative

Schedule GS1-SL Item #17

This record series consists of correspondence and memoranda of a general nature that are associated with
administrative practices or routine office activities and issues but that do not create policy or procedure,
document the business of a particular program, or act as a receipt. See also “CORRESPONDENCE AND
MEMORANDA: PROGRAM AND POLICY DEVELOPMENT,”
"DIRECTIVES/POLICIES/PROCEDURES,” and “INFORMATION REQUEST RECORDS. These
records may have archival value.

Retention Period: 3 fiscal years. State agencies must contact the State Archives of Florida for
archival review before disposition of records. Other agencies should ensure appropriate
preservation of records determined to have long-term historical value.

Correspondence and Memoranda: Program and Policy Development

Schedule GS1-SL Item #338

This record series consists of correspondence and memoranda documenting policy development,
decision-making, or substantive programmatic issues, procedures, or activities. See also
“ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER,”
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“CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE,” and
"DIRECTIVES/POLICIES/PROCEDURES.” These records may have archival value.

Retention Period: 5 fiscal years. State agencies must contact the State Archives of Florida for
archival review before disposition of records. Other agencies should ensure appropriate
preservation of records determined to have long-term historical value.

Drafts and Working Papers

Schedule GS1-SL Item #242

This record series consists of materials used in developing, compiling, and assembling a final product
such as an agency report or database. The series may include, but is not limited to, copies of
correspondence or memoranda; circulated drafts; data entry forms; notes; calculations; and other
supporting documents. Drafts of documents that could have a significant effect on an agency’s programs,
functions and responsibilities (for instance, agency mission statements or major policy initiatives) should
be placed under “ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER” or
other applicable record series.

Retention Period: Retain until obsolete, superseded, or administrative value is lost.

Electronic Records Software and Documentation

Schedule GS1-SL Item #231

This record series consists of proprietary and non-proprietary software as well as related documentation
that provides information about the content, structure, and technical specifications of computer systems
necessary for retrieving information retained in machine-readable format. These records may be
necessary for an audit process.

Retention Period: Retain as long as software-dependent records are retained.

Employment Assistance Program Nonexpendable Property Records

Schedule GS1-SL Item #343

This record series consists of records relating to nonexpendable property acquired under federal
employment assistance programs, such as the Workforce Investment Act (WIA), or predecessor
programs, such as the Job Training Partnership Act (JTPA) or the Comprehensive Employment and
Training Act (CETA). Nonexpendable property is property that is hot consumed in use and that retains its
original identity during the period of use.

Retention Period: 3 fiscal years after final disposition of property.

Employment Assistance Program Records

Schedule GS1-SL Item #113

This record series consists of records documenting agency participation in federal employment assistance
programs such as the Workforce Investment Act (WIA) or predecessor programs such as the Job Training
Partnership Act (JTPA) or the Comprehensive Employment and Training Act (CETA). The series may
include, but is not limited to, reports, lists of participating individuals, documentation regarding pilot
programs, employer proposals, information on potential volunteer businesses, evaluations, and other
supporting documentation.

Retention Period: 5 fiscal years after final report.
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Health Records: Blood Borne Pathogen/Asbestos/Exposure

Schedule GS1-SL Item #350

This record series consists of medical records of employees known or suspected to have come into contact
with blood or other potentially hazardous materials. These records may include, but are not limited to, the
employee’s name; social security number; hepatitis B vaccination status including the dates of testing,
results of examinations, medical testing, and follow-up procedures; a copy of the healthcare
professional’s written opinion; a list of complaints potentially related to the exposure; a copy of
information provided to the healthcare professional; and records documenting the exposure or possible
exposure of an employee to a blood borne pathogen, a contagion, radiation or chemicals above the
acceptable limits or dosage, including statistical analyses, incident reports, material safety data sheets,
copies of medical records or reports, risk management assessments, and other necessary data to support
the possibility of exposure. Retention period is pursuant to 29CFR1910.1001, Asbestos;
29CFR1910.1020, Access to employee exposure and medical records; and 29CFR1910.1030, Bloodborne
pathogens. See also “EXPOSURE RECORDS” and “PERSONNEL RECORDS” items.

Retention Period: 30 years after any manner of separation from employment.

HIPPA Health Care Component Designation Records

Schedule GS1-SL Item #324

This record series consists of records of a designation of a health care component of a covered hybrid
entity under the Health Insurance Portability and Accountability Act (HIPAA). Under HIPAA, a hybrid
entity is a covered entity whose business activities include both covered and non-covered functions
(45CFR164.103, Definitions). Per 456CFR164.105(a)(2)(iii)(C), Implementation specifications,
Responsibilities of the covered entity, “The covered entity is responsible for designating the components
that are part of one or more health care components of the covered entity and documenting the
designation...” Retention is pursuant to 45CFR164.105(c)(2), Standard: Documentation, Implementation
specification: Retention period. See also “PROTECTED HEALTH INFORMATION” items.

Retention Period: 6 anniversary years from date of designation or from the date when it last was in
effect, whichever is later.

HIPPA Security Standards Implementation Records

Schedule GS1-SL Item #325

This record series consists of policies, procedures, and records of actions, activities, or assessments
relating to the implementation of security measures for protected electronic health information required
under the Health Insurance Portability and Accountability Act (HIPAA), 45CFR164 Subpart C, Security
Standards for the Protection of Electronic Protected Health Information. The records are required HIPAA
documentation per 45CFR164.316(b), Policies and procedures and documentation requirements.
Retention is pursuant to 45CFR164.316(b)(2), Implementation specifications. See also “PROTECTED
HEALTH INFORMATION” items.

Retention Period: 6 anniversary years from date of creation or from the date when it last was in effect,
whichever is later.

Identification Card Records: Fee Paid

Schedule GS5 Item #66

This record series documents identification cards issued to students, employees, and other authorized
individuals, for which a fee is paid. The series may include, but is not limited to, such information as
name, photograph, date of birth, height, weight, sex, race, and terms and conditions of card usage. See
also "IDENTIFICATION CARD RECORDS: NO FEE PAID."

Retention Period: 5 fiscal years or until card no longer valid, whichever is later, provided applicable
audits have been released.
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Identification Card Records: No Fee Paid

Schedule GS5 Item #67

This record series documents identification cards issued to students, employees, and other authorized
individuals, for which no fee is paid. The series may include, but is not limited to, such information as
name, photograph, date of birth, height, weight, sex, race, and terms and conditions of card usage. See
also "IDENTIFICATION CARD RECORDS: FEE PAID."

Retention Period: Retain as long as card is valid.

Lost and Found Records

Schedule GS1-SL Item #354

This record series consists of documentation recording items that have been lost and/or found. This
includes, but is not limited to, description of items found, correspondence transferring unclaimed found
items for public auction, and documentation from individuals describing items that have been lost and the
estimated value of the items.

Retention Period: 3 fiscal years.

Mail: Registered and Certified

Schedule GS1-SL Item #47

This record series consists of receipts for registered or certified mail sent out by an agency as well as
undeliverable registered or certified mail items returned by the post office for any reason. This record is
usually filed with the agency’s copy of the item mailed. See also “MAIL.:
UNDELIVERABLE/RETURNED,” “MAILING/CONTACT LISTS,” and “POSTAGE/SHIPPING
RECORDS.”

Retention Period: 1 fiscal year.

Mail: Undeliverable/Returned

Schedule GS1-SL Item #1

This record series consists of outgoing agency mail returned by the post office for any reason, including
insufficient postage, incorrect address, forwarding order expired, etc., or abandoned at a mail/document
pickup station by a defunct addressee. It does NOT include returned registered or certified mailings.
NOTE: In instances when there is a legal need to demonstrate that a mailing was sent to a particular
address, agencies are responsible for ensuring that internal management policies are in place for retaining
undeliverable/returned mail for as long as legally necessary. See also “MAIL: REGISTERED AND
CERTIFIED,” “MAILING/CONTACT LISTS,” and “POSTAGE/SHIPPING RECORDS.”

Retention Period: Retain until obsolete, superseded, or administrative value is lost.

Mailing/Contact Lists

Schedule GS1-SI Item #29

This record series consists of lists of U.S. mail or electronic mail/messaging contacts used in agency mail
outs or other communications. Mailing/contact lists that fall under Section 283.55, Florida Statutes,
Purging of publication mailing lists, must be updated and superseded every odd numbered year. See also
“MAIL: REGISTERED AND CERTIFIED,” “MAIL: UNDELIVERABLE/RETURNED,” and
“POSTAGE/SHIPPING RECORDS.”

Retention Period: Retain until obsolete, superseded, or administrative value is lost.
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Medical Records

Schedule GS1- SL Item #212

This record series documents routine health examinations not required for insurance or employment.
These may include stress, blood, and physical tests. Medical records required for insurance or
employment should be covered by the applicable PERSONNEL RECORDS item. See also “EXPOSURE
RECORDS,” “HEALTH RECORDS: BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE,” and
“PERSONNEL RECORDS” items.

Retention Period: 5 calendar years.

News Releases

Schedule GS1-SL Item #34

This record series consists of news releases distributed by the agency. See also “PUBLIC
INFORMATION FILES,” “PUBLICATION PRODUCTION RECORDS” and “TRANSITORY
MESSAGES.” These records may have archival value.

Retention Period: 90 days. State agencies must contact the State Archives of Florida for archival
review before disposition of records. Other agencies should ensure appropriate preservation of
records determined to have long-term historical value.

Patient Medical Record

Schedule GS4 Item #80

This record series consists of the current and complete medical record for every patient seeking care or
service from a healthcare provider or institution, including public providers of dental care and mental
health and drug addiction counseling, multiphase clinics, hospitals, county public health units, medical/
dental/nursing schools, EMS providers,

and limited care residential facilities. The medical record shall contain information required for the
completion of a birth, death, or stillbirth certificate and may contain the following information:
identification data; chief complaint or reason for seeking care; present illness; personal and family
medical history; physical examination report; provisional and pre-

operative diagnosis; clinical laboratory reports; radiology, diagnostic imaging, and ancillary

testing reports; consultation reports; requisitions for laboratory tests; medical and surgical treatment notes
and reports; evidence of appropriate informed consent; evidence of medication and dosage administered;
a copy of the Florida Emergency Medical Services Report if delivered by ambulance; tissue reports;
physician, nurse, and therapist progress notes and reports; principal and secondary diagnoses and
procedures when applicable; discharge summary; appropriate social services reports; autopsy findings;
individualized treatment plans; clinical assessments of patient's needs; certification of transfer of patient
between facilities; routine inquiry form regarding organ donation in the event of death; operative reports
and progress notes; postoperative information; referral sources; intake

interviews; orientation program documentation; mental status examination and assessments;
documentation of seclusion and restraints usage; if applicable a copy the form "Public Baker Act Service
Eligibility;" physical, inhalation, speech, and occupational therapy plans, progress notes, and
consultations; when applicable, Department

of Health or Children and Families’ forms for the reporting of child, elder, or domestic violence and
trauma reports; anesthesia records; blood donor and transfusion information; organ receipt or tissue
transplant records; data on a medical device transplant; bone marrow test reports; dialysis records; diet
counseling and restriction notations;

interpretations of the EEG, EKG, and fetal heart monitor tracings or if no tracings are reported - the actual
tracings are included; infant screening test reports; nuclear medicine reports; x-ray interpretation records;
growth charts and allergy history; emergency care rendered prior to arrival at the facility; time police or
medical examiner notified,
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infection notices and follow-up; security notices for violent or unstable patients and accompanying family
members; and adverse incident reports. Additional items may be included in the patient medical file on a
case by case basis and under the recommendation of a professional or medical standards organization.
59A-3.214, FAC This series may have archival value.

Retention Period: a) Record copy. 7 years after last entry.

b) Duplicates. Retain until obsolete, superseded or administrative value is lost.

Postage/Shipping Records

Schedule GS1-SL Item #133

This record series consists of a detailed listing/report showing the amount of postage used, dates used,
unused balance, and purpose. Also included in this series are postage meter books, daily balance sheets,
and agency copies of shipping slips from Express Mail, United Parcel Service, Federal Express, DHL, or
other express shipping services for packages shipped by the agency. See also “MAIL: REGISTERED
AND CERTIFIED,” “MAIL: UNDELIVERABLE/RETURNED,” and “MAILING/CONTACT LISTS.”
Retention Period: 3 fiscal years.

Protected Health Information Administrative Records

Schedule GS1-SL Item #426

This record series consists of records documenting administrative policies, practices and procedures
relating to managing protected health information held by covered entities. The series includes access
provider records listing the title(s) of the person(s) or office(s) of the covered entity responsible for
receiving and processing requests by individuals for access to or amendment of protected health
information; privacy practices records documenting a covered entity's policies and procedures for
safeguarding the privacy and security of protected electronic health information, including revisions to
policies and procedures and any correspondence relating to the policies or their revision; and privacy
practices violation records documenting all complaints received concerning the covered entity's privacy
policies and procedures and compliance thereto, the disposition of any of the complaints, and any
sanctions applied by the covered entity against employees failing to comply with the policies and
procedures. The records are required HIPAA documentation per 45CFR164, Security and Privacy.
Retention is pursuant to 45CFR164.530(j)(2), Administrative requirements, Implementation specification:
Retention period. See also “PROTECTED HEALTH INFORMATION DISCLOSURE RECORDS” and
“HIPAA” items.

Retention Period: 6 anniversary years from the date of creation or from the date when it was last in
effect, whichever is later.

Protected Health Information Disclosure Records

Schedule GS1-SL Item #328

This record series consists of records documenting the disclosure by a covered entity of protected
electronic health information required under the Health Insurance Portability and Accountability Act
(HIPAA), Subpart C, Security Standards for the Protection of Electronic Protected Health Information.
The records are required HIPAA documentation per 45CFR164.528(b), Accounting of disclosures of
protected health information, Implementation specifications: Content of the accounting, and must include
for each disclosure: date of disclosure; name of entity or person to whom disclosed, and address if known;
brief description of disclosed information; and purpose of the disclosure or copy of the written request for
disclosure. Retention is pursuant to 45CFR164.528(a), Accounting of disclosures of protected health
information, Standard: Right to an accounting of disclosures of protected health information (specifically
subsections (1) and (3)). See also “PROTECTED HEALTH INFORMATION ADMINISTRATIVE
RECORDS” and “HIPAA” items.

Retention Period: 6 anniversary years from date of disclosure.
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Public Information Files

Schedule GS1-SL Item #128

This record series documents an agency’s efforts to disseminate information to the public about its
programs and services through such activities as speeches, presentations, exhibits, displays, social media
involvement and other activities. The series may include, but is not limited to, speeches (including
outlines, speaking points and drafts), photographs or other illustrations used in agency publications or
displays, applicable social media posts, and examples of brochures, handouts, or other items meant for
public distribution. NOTE: Stocks of agency publications (e.g., brochures, pamphlets, handbooks, etc.)
are not included in this series. See also “NEWS RELEASES” and “PUBLICATION PRODUCTION
RECORDS.” These records may have archival value.

Retention Period: 90 days. State agencies must contact the State Archives of Florida for archival
review before disposition of records. Other agencies should ensure appropriate preservation of
records determined to have long-term historical value.

Public Program/Event Records

Schedule GS1-SL Item #238

This record series consists of files documenting agency provided or sponsored events or programs
available to the public or segments of the public, such as parks and recreation programs, arts and crafts
classes, sports clinics, summer/day camps, animal obedience classes, library programs, parenting classes,
CPR training, and any other events the public can participate in or attend. The files may include, but are
not limited to, copies of contracts or agreements, participant or performer information, program details
and arrangements, photographs, audio and/or video recordings, and completed registration forms
providing such information as registrant’s name, address, telephone number(s), date of birth,
parent/guardian information, emergency contact information, current medications, allergies, physician
information, medical release and liability release. The series may also include other documentation, such
as sign in/out forms, parent/guardian authorizations and other related records. These records relate both to
events staged by the agency and to events staged by a contractor or vendor on behalf of the agency.
Retention Period: 5 fiscal years after completion of contract or program/event, whichever is later.

Publication Production Records

Schedule GS1-SL Item #198

This record series consists of records used to generate publications such as catalogs, pamphlets, leaflets,
and other media items. The series may include, but is not limited to, rough, blue lined, camera-ready, and
final copies, as well as illustrations (e.g., cropped photographs). See also “NEWS RELEASES” and
“PUBLIC INFORMATION FILES.”

Retention Period: Retain until receipt of final, published copy or cancellation of publication project.

Security Breach Notice Records

Schedule GS1-SL Item #432

This records series consists of security breach notices submitted to the Florida Department of Legal
Affairs as required by Section 501.171(3)(a), Florida Statutes, Security of confidential personal
information. The series provides such information as a synopsis of the events surrounding the breach; the
number of individuals affected by the breach; any services being offered related to the breach; a copy of
the notice sent to affected individuals; copies of police reports; copies of policies in place regarding
breaches; and steps that have been taken to rectify the breach.

Retention Period: 5 fiscal years after date of determination that no identify theft or financial harm
resulted from the breach OR 2 anniversary years after last payment in a transaction involved in a
violation, whichever is later.
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Social Media Account Authorization Records

Schedule GS1-SL Item #411

This record series documents employee administrative access rights to an official agency account on a
social media site including, but not limited to, Facebook, Twitter, YouTube, or an agency blog. Social
media account authorizations allow authorized employees to create and maintain a specified account and
content for that account. The series may include, but is not limited to, social media account information,
authorization records, access rights records, and other related records.

Retention Period: 1 anniversary year after superseded or employee separates from employment.

Spam/Junk Electronic Mail Journaling Records

Schedule GS1-SL Item #370

This record series consists of electronic mail items identified by an agency’s filtering system as spam or
junk mail that are blocked from entering users’ mailboxes and instead are journaled, or captured as an
audit log along with their associated tracking information, as evidence of illegal or improper acts. The
journaling records lose their value within a brief period after their capture unless it is determined that they
should be forwarded to a law enforcement agency for investigation.

Retention Period: Retain until obsolete, superseded, or administrative value is lost.

Student Newspapers

Schedule GS5 Item #30

This record series consists of newspapers produced and distributed by student organizations officially
recognized by the school. NOTE: Stocks of student publications are considered duplicates under this
series. These records may have archival value. See also "STUDENT NEWSPAPERS: SUPPORTING
DOCUMENTS."

Retention Period: PERMANENT.

Student Newspapers: Supporting Documents

Schedule GS5 Item #31

This record series consists of copies of materials submitted by contributing reporters/students/faculty,
layout sheets, and other materials used in production of student newspapers. See also "STUDENT
NEWSPAPERS."

Retention Period: 30 days.

Surveillance Recordings

Schedule GS1-SL Item #302

This record series consists of surveillance recordings created to monitor activities occurring inside and/or
outside of public buildings and/or on public property (including in public vehicles such as school buses
and municipal buses, and in public roadways such as intersections monitored by red light cameras). Since
these recordings may play an integral part in prosecution or disciplinary actions, agencies are responsible
for ensuring that internal management policies are in place establishing criteria for which images should
be retained for further investigation.

Retention Period: 30 days.

Transitory Messages

Schedule GS1-SL Item #146

This record series consists of records that are created primarily to communicate information of short-term
value. “Transitory” refers to short-term value based upon the content and purpose of the message, not the
format or technology used to transmit it. Examples of transitory messages include, but are not limited to,
reminders to employees about scheduled meetings or appointments; most telephone messages (whether in
paper, voice mail, or other electronic form); announcements of office events such as holiday parties or
group lunches; recipient copies of announcements of agency sponsored events such as exhibits, lectures
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or workshops; and news releases received by the agency strictly for informational purposes and unrelated
to agency programs or activities. Transitory messages are not intended to formalize or perpetuate
knowledge and do not set policy, establish guidelines or procedures, certify a transaction, or become a
receipt.

Retention Period: Retain until obsolete, superseded, or administrative value is lost.
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