












































 

 
ADMINISTRATION 

18500 Murdock Circle | Port Charlotte, FL 33948 
Phone: 941.743.1944 | Fax: 941.743.1554 

 

Date:   April 6, 2009 
 
To:   All County Board Staff 
 
From:  Roger Baltz, County Administrator 
 
Subject: Addendum to Administrative Code 
 
Upon review of the Administrative Code, approved on July 22, 2008, two additional bullet points 
have been added in the disposal of duplicates to Section 2.08 Records Management. 
 
Although the state does not require authorization to destroy duplicates; however, agencies have 
the discretion to establish such policies.   
 
Please see attached: 
 
 





CHARLOTTE COUNTY GOVERNMENT  ADMINISTRATIVE CODE  
BOARD OF COUNTY COMMISSIONERS 2.08 COMMUNICATIONS & MARKETING 
 

2.08  RECORDS MANAGEMENT 

ORIGINATING DEPARTMENT: 
Administration 

ADOPTED:  

 

PURPOSE: 
To ensure that information is available when and where it is needed, in an organized and 
efficient manner and in a well-maintained environment, and that records are controlled and 
managed through the entirety of their life cycle, from creation to their final disposition.   

POLICY: 
The primary concern of Florida’s Records Management Program is the efficient, effective and 
economical management of public records (as defined by section 119.011(1), Florida Statutes.) 
Records management is not only retention schedules and the disposition of records, it also 
comprises all the record-keeping requirements that allow the organization to establish and 
maintain control over information flow and administrative operations. 
Records management should produce the following benefits: 

o Space savings 
o Reduction of expenditures for filing equipment 
o Increased efficiency in retrieval of information 
o Compliance with legal, administrative, fiscal and historical retention requirements 
o Identification and protection of vital records 
o Control over creation of new records 
o Identification of historical records 

PROCEDURE: 
Department directors are responsible for the control and maintenance of records generated by 
their individual department and should therefore: 

o Designate a Records Custodian who shall be provided with appropriate training in 
records management and disposition.  

o Ensure that records are reviewed at the beginning of each fiscal year to determine 
which items may be safely disposed of.  Rules and Schedules are available from the 
Bureau of Archives and Records Management (http://dlis.dos.state.fl.us/barm) 

o An electronic copy is still a record.  As such, electronic records should also be purged 
together with paper records.  If not, the County violates Florida Statutes Disposal laws, 
and faces liability issues. 

o Existing law and records management best practice necessitate that we treat duplicates 
as the record copy if the designated record copy has been destroyed. In particular:  If 
the designated record copy is disposed of before having met all of its retention 
requirements, and if the agency has a duplicate, the agency must retain the duplicate in 
accordance with the retention requirements for the record copy.   

o Duplicates with retention of “retain until obsolete, superseded or administrative value is 
lost” (OSA) do not need authorization except for duplicate records that have been 
microfilmed or scanned as part of a retrospective conversion project. 

Ensure that documents that have reached their disposal dates are cataloged and set aside for 
disposal.  No documents may be disposed of until a formal request is made to the office of the 
County Administrator (Records Management Liaison Officer), using the Records Disposition 
form available on the intranet.   Once disposal authorization has been received, disposition 

http://dlis.dos.state.fl.us/barm


CHARLOTTE COUNTY GOVERNMENT  ADMINISTRATIVE CODE  
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may be by physical destruction, transfer to the State Archives, transfer to another agency or, in 
the case of electronic records, erasure.  It is recommended that special consideration be given 
to records of a sensitive, confidential or exempt nature.   For additional information, review the 
guidelines provided by the Bureau of Archives and Records Management.    

SCHEDULED REVIEW DATE: 
As needed 

AMENDED: 
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