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A Study on Preparing and Maintaining of the Records Retention Schedule
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(ABSTRACT)

The National Archives & Records Service of the Korea stated clearly the nature of the 'Korean
Disposition Schedule' as records retention schedule which prescribe from creation to disposition of the
records. With a point of this view, this study examine a definition and preparing procedures about the
records retention schedule that is sub—system of the records management and present a way how
understand and evaluate the 'Korean Disposition Schedule.'
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st=7|22elss|x] A4 M1=2(2004. 6)

1. A &

A& 1(Schellenberg)=  715#2] (records management)$t E&7] 2232 (archives
management) 2] BAE AHHA FF7|SEL opF|H|AEAlE A A 22T 2
1, o] FE9 A(quality) 715E0] BA ANEUEA, @& (current use)He Fot
ofgA Heldx MR ertdd s Ak 1% tHSchellenberg 1956, 26). ©}7]4]
2E7} 71589 BEI|SE0| Y] oA 7]1EE<] %Al (pre-archival control) =, 847
S B2 Ze olfre 715E 949 74 9AEL 71580 oFA BHerl
me} vl 7153 £ 7159 Alquality)o] ZEH7] wiolt}, 7129 4L 53 7=

3
2 4 E 58 oI AET} ojd 7|2S EWe] Pty £ 24| £ Bt g2

AE BdAE B e "FE7| RV SERE | BIYE, (o]5} 71291 HAe =
7NEES AN HARE BE H 97] AR Y M 9B L AYse VSERRE
#e] e A doltHA el & 1999, 159). = $hlel 71253} 89} Aesle
1969 F74] &% HRI|SHEATE 20049 72 EHEE"]%’ #183923. 2004.

EHRIIFE (o3 71EX)E A L8 7|2 "4 °“§~ 4943}‘“ AAAR] 7153 A8
gdegie] ouyt aga & F Ut F7|SELE o] 71FHY AZ ) g4 '7]i
PRIER A AU A2 7ISBAYYRES FUFo2N V22U
T AR AT E =8 dolt} a8y o]& vlFoly 29 /|1EE 3
219 S TUAT, 729 ol Bte N2 12 EALA Ho|d o e
THHE-S 1999, 167).

ol2|g HAE Fated ojn] Z7H4 A sjEHe] AFo] FHHo e M7 A=
A Aldska e 71588 =299 712832 U4 Erecords retention schedule)
$2) Feivete] 71EEE 22 dY 71288 27U € A £ Yot 712E A 5
1) '1*“7]4-47f =AY E,(HE A5T09%. 19999 1€ 299), F327) #7122 a2t

EABH (NFEHE 2166095, 19999 129 7¥), T3371 87| ST o ey S 72, (3)
76]7(}7‘] o A78%. 19994 12€ 30)

2) =9 29715 % (National Archives)ME 37189 7128 E A8 o2 #e Z=skm Qo).
Zkgo] AHgsthe 71X YRR HAHL BA, u|FE ‘Records Schedule, 7Vt ‘Records
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JIEEMe| LY H Ay 74|

dod 54 71EE A% 7181 371 89E UF2 7|EE A% oo AR}, 94 @
g BE A5 WEHADY old HEd 7|2 NEEEFIERAFY M
A2 71E89] AB-A e} A delol disted A3 AFAA, Bk FH 29 L o
M= 20049 Fofl L WA o] Wi E dFolgku FHZ7I| 29 2004, 7-19). o]n|
THo| g 283 FHE Joto] U #A AREo] Bo| LoE EFstm WA
g L Iga siY 57171840] 71ERd disld sldshe ule Aae 4
M feivel 71EEE X5 o] g5k 7@%%%31%&7} o7AA G 7=
9] ARk 2o Al oA Aol 7P E wl(F R/ ZSHEL 1998), AFTHA] 42
2 &9 W 715 AL B2 Fololm 1 Zgdhy 2 A7) o @]9 sl &
T4 Fo] giAt}. ol 71EHg] HAI*EJOFL‘AH 71 EEAY LR EA g 7| 2H9l
ol AIPAE A FoEM TR0z E feluel 7|FEE olfF Aol A o]8) st
3. Brtshok stertel disted AlAstuAt g

N,

2. 7129} 7|2 2AIHE

2.1 715z o] Ao} 84

T T
A= RE Y

71520l viAo] FHglo] 24 el Ad=o] fE5E AEE @
B AR &, 71594 = diske 7159 WFA A,

£l

Disposition Authorities, %<& Disposal Scheduling, £F+ Disposal Authority & B3} glc},
Ztztel EEL vEAT 1 7 2 &2 gigtolsit
records retention schedule® 22 Ju| 2 2ol EHE|E records schedules, disposition schedules,
records disposition schedule, retention and disposition schedules ¥ T}¥slc}. o] & Zxz}d) ula} 7|2
EANYAE, 7| SEAUAYE, 7| S2HAYYE, 71SERE| 9 A E 5 g Wesin
itk z2uv 29zt =71l oA Falstn Y 712880 lde] SAEY o] YA s
ol & 7He] F&d FHoE HYHA et gt EuoldE otk EHE Zof ‘records
retention schedule @ 752X e|YY F'E A&stnat gt
3) AHE. 1999. VISEERVIERY AYH A% 7129, 12 159-173, w63, 2003, 7|22 e
Z1ERS £ A" 71 EGAT, 8: 57-95, o], 2001. V2@ ANA Y J2EREI 2R
Az 343 29 Wk A18 712 EH/HEFYIA 25-32, 0159, 2001, = BREo} 7|
fr(Recordkeeping) Al A 7)1 5ERFIIERS] AL 2Jo)ot EA " 7|28 4: 3162, o|F
&, 2001, 7ISERRVIERS £9Y St 213 7S EHERYIA 37-50.
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&7 | En2|ss x| M4 H12(2004. 6)

—

712829 A e 71589 dAF7I(life cycle of records)ol] i3t ols<} R g
AZb Qe 715 ABA LR 49419 F718 i ed 4 AA, HolH7} wjAd] 7155
oK 7]180| BHEoA| = (creation) Al EX, YA 7150] ASHLE B8 A
E(active use) B4, o] GAY 7152 229 44 4FE HPoterl] vsHA AHEEE
AZ1ZA AHEHIES] 715 diafAe /18 2A vttt FobE ot AlA, AMSRIET) Ao
A g B ZE&(inactive use) BAE T2 1H]-8o] ARl opd AjH| 89 Htdol AAE]
£ AlZleltt. o] Al719] 7182 AR RIS w-¢ AT WA - dALA 71X 52 8 o B
BalA] o™ ¢t He, dFY =d7]d HolE 715S B A, 2o o o]} B8
Z A gAY Y2 x BAF olf7} §IA =l 7] (destruction)d = DAloIT.

71582 2] Aol thatd #(Ham)2 7152] 24, o] &, A Aol &&47 AAA
£ 7H = U=EE 19 7)< (techniques)<S A48l Zolg) 3193 (Ham 1993, 25), 1k
URAE 7159 AodF7]d] #HE A @59 AAAU A7 Aojetn At cHfEL
A 1995, 1). HeloHEE (Diamond) & 222943, WA, A4 £ A1 550 ¥
a3 7|35t fAEHojok & V18] REZIRER], A58 AL 1A = ole uEg
7189 B#, 23] A& E&3ter] dilo] He 07189 B3, 47|15 #Hes)
A FdPAAgel 22 HE wpe|ARazgely EDI(Electronic  Document
Imaging)$ 2& £A4] o|PiAs} 7]<9] o] &, A4 &z (forms management) ¥ BuA &
2] (report management)$} THE A &5-S F§ste TZA Q) oujdA 7|2AE A9
at3 JAcH(Diamond 1995, 2-3). F¥sHd 7152 71559 AioAFE &43) v g
420 QAE AA HZ/IAAE Aolshe AW FFolgkn & 4 3t o] ANt o]

4) 71589 49A4 F7)= 7150] B4kE o] Fe] AMBYIEE FOF active - semi-active - inactive &
E current - semi-current - non-current®] 39AZ U7 % gt o7]o] ik $2jd Mdol= thok
A AAE D e, E8-F8E- 88 A G4 FZA v BHoR £ HE-FHL -uEL
71502 FHP| & S}, v|EE 7150 )22 H7](destruction) A T, GALA, ABA, £ 7
El AT 53 §84L 71 718EL 7| §E =4 (archival custody) 2 o]&=ojzt}, o] 3l gfw] e
Al A dAE 7] (destruction) T4 A F(disposition) 2.2 FEFS7|E &), 3 71289
A 71 (life cycle of records)7N'd-& 7152 A1t AHEWI R we} @Al oz 2Esl=H gsf, 7|5
9] dAS A&A Ev A54(continuum)®] 7NEo2 Q1451 Records Management Program}
Archives Management Program®] §%84 &9 BAS| = 3o}, 7| Sdele] &4 0|83 1 A&
2 23 =522 Flynn, Sarah J. A. 2001. "The Records Continuum Model in Context and its
Implications Archival Practice.” Journal of the Society of Archivist, 22(1): 79-937kx]7} it}
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IS EX2|YEHY Hon 7A| 2

AAH ol AAFsHA o] FoiA o, 7|59 FAHE vl &= HALE olHA 7|FHEY &
£79 AT} o] 8- T aA e 71SReY BA 2 4EE ¢ U
MUl 5 (Benedon)& 7188E] Al2dlE Aot SHFAI2H o2 871 248 Aot
1L 30t} (Benedon 1988, 4).

(1) 71322294 K (retention schedule): 71EEX |43 £l w2} 7|SEC] BE o]
P&'ﬂﬂ% % iz=
2) 7122 # 2 (record center): H]|EE7|2 2 HAIHO R 714 Y& 7150 87152

UO}‘:‘— HAAE TEe] Fujd A2 Z&FoH FAFHLR fAFH

(3) 87]29] H&(protection of vital records): A= Fg Holl A 27 ZHHS A
Zsl7] el e Folo] dagk 27|58 MEsta 23S Badle AEE Afn

Al g Erje,

(4) M43 B34 #e](forms and reports management)i Holefe] Azle} goko] Wa
g Baxst MAS dAstn FAs] 8 AdS THIY

(5) o]H|A] #2)(imaging management): 7|52 %%'%"P'EE% A3l rle|Z 2 Fol
U a3 5 A eS B0 AR

(6) s 4EA 2] (correspondence management): B E FEE N&sHA HAE7] 9
2l -v*’ﬂ—J A 2 A1 5 A9 2 dAstele] B2t

7) sy A28 (filing systems): ©A L Al AlAElE AT FHle ofF o] 2

A] 715?5'6}31 Ao,

(8) 71=##z] (archives management): HAFH SR 713] Sle 715 AdHsA 464

2 A2l BERL AAHCE BAG

A thololZzEl Wiy Fo] AFE 7158E e FHLAES T 7158 E 4
3 BF 8% 8450w 1 ieHXE 7|E971E S5l oM 2EdA M F
23 71538 =7 24| BHska e 71550 td F52 (records inventory) 2
olg EdiZ /E 7158 g FrHEHE Aeld 715242 2% E(records retention
schedule) o]t}
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of

k7|2 22|88l 4 H1Z(2004. 6)
2.2 71EEX IR E Aole} M 12

FTLIEL 7159 JRAd wEt d¥sa 7|2E fAGloksle 7zte] Fojx g
(Johnson 1982, 365), 7IS=A2UYgEe 3] 7129 HEZ7|7HE wWAG 9T

#'(Penn 1994, 116) & 715& ¥op} 28 59 BAs|o} s/l HolF 929
timetable & AlIZtEek & 4 vt 2y 712EA LY F7} Ted] 7|29 BEY)
S vehlle 98E £ AES U2 F2 7188 g 14Y0] ol 7|28 gz
(record series)& TSI 2 ajX HE7|7tolel= A7t & 9o B2 27HAL)E ‘/]'E}L“‘:}—
Holtt. 28402 71ZEAIYLFET 7|50 oJtol ] drh} QeEt FA|FHolo} 5}

3 AR AEHolok sheAl F, 7189] AHo] Al BUEAE dAste /128 Y42
719] AEEQY Ei‘loﬂ 7\‘1}"1 T 7| = SFCHIELERA 1995, 44).

ZI5EA LY Rl E F 7 o] Aot shie 7159 712842 Y% E(functional
retention schedule)©] il E} shte BAE 7|22 LA ( departmental retention
schedule)o]oH(Penn 1994, 117). YWt o2 AAE T8 7|2 542U E(GS T+ GRS,
General Retention Schedule)2t 3t7], RE 239 T E 7] 93t 7]%% weketa, 3
HE3f Ee A7 r3AgdA wixs 71%"] Zt B 715 EX LY Fo] wHEeA
HeE AL HAs7] 95t BE FAd FBEHE 7155 Rolx 7= MU Ho|t}

2= N RAY 2385 992 A 7] 29| YEO|E EAHLO|E Fagle] &4 7
A 2 2Fo] 237 BE 7|52 Yolet 202 34YT 71E2EA YA E(SS: Specific
Schedule)Zta Tt 229 1R we} g2y sAg dutdoz 442 7285
YRR e Bkt AE EAuid REoRE 14T A LA RS} $A B
of frGAdol FH5t7] wieltt,

ARMA International®) ol A& 7| SELA £ e} G B8 16714 DAL AA)S

22

5) 715¢e] AZ4 ¥3A ARMA(Association of Records Managers & Administrators) Internationale
v, Ak, 29 309970 57k 18k 9 o) B 7129 A2AL AYshs v|9de waolt)
3o 715 FE BYA, o7 |H|2E, 7104 AW, FAteln)x) 7‘4-‘?‘7} HE A&7t A4#YA)
BEAE7I} 287FS0] =0 9lth. ARMA International®] AFEL 712 AB7}S0] 24 9] A4t
o2A 2|1 24 479 FUAZA 715, AR L A4 sl E 19 7)7] 8] 7]1eH AYe
ol &4¥ # =S u& R AT, AT {9 7182 A Fsl=dl Ut ARMA InternationalS & B}
BE 39 Fa3 Alelgtn A4sta, 7] E8de] ARF ) o] L Y5le] S 9T 2 AsuF
dre] N 48 ZEZ &2 It} http://www.arma.org/about/index.cfm

_48_



JIFEXElLT R FHMTt 7X| 22

T JTHARMA International 1989, 7). A 1-A3¥ & & 72542 LA T /TS 93 B
gt Aolx, A4-A9YA7IA = AT A4 Aol #E Aol A10-A)
12702 43 £9] W&o T Y3oln, YA = LFEY &9 2 fA#2]d B3 A

2

i
-
o
2
y

(o]

A3, 7|SEAHLAE i oA 713 B9 NS A
A293. 7S EANYAIRE Mdstn EYdhs AYAE APt

A39E . 7| EEXYLAE e 2 REE A7

493, 715EXNYYFES AAHQ ez Mgt

A5¥E. 7158 AR ol&stn HFstH 7|18 g A2 72 Sle 229 7

HEERFEH JEE 8

A6, 71529 474, ¥A, A2, A3 /g dEI
AT194. 7155 EE7)10E 23T de #2jat, HEARTL AR/IA 93A, 33

HnHA 5 &4 9 AES 333}
A8, 7SEALYAE My HE 97 9 Ay HzE2 7|28 Er}
A9YE . 7128 ¥ g2 2 gdie 238 o2 E sjukeld)

1094, 715SAg LY e 71SE A2F AR A Al g
Kl

%y

e,

mﬂ'.

A119%. AR = RE uH S Fetsit),
A1295, A o] WAl F4djok 5l WA QWSS BT T}
A13¢3, $08 7|EEAXULH E w2t AAHQA wpEoz 71E-E gt

A1493. s71d 7159 SR 7%, e 7158 £
A1594. &gl AR FolAY BT S dSHE 718U Aol FA1, d718
A ZEF FAT.

A169%, ke 9 BAE o

Z1BEAY LY EE ol F At o] B A AH LS IR OE di, (E o)A B
€ RAAH itz 3974 #3S AA A4 drh(Benedon 1988, 49).
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eh=R7|S22(3E|X| HM4H H1=(2004. 6)

(E T) 7| I.ialolx-l_.lxi Il-,&-i jr,i.ié-,l

@A #d 7)1%
2% 7158 24} &A=
! |
HE7|7 4% w7tk 7=
l |
R ¢ 2EA YR E

712 9z} A 47 B

3.1 274 7158 24}

7|#o] BRsta e 715E FAHrecords inventory) & 712 EX YA T AL 93

A Bk ohe} 7158 AA =2ads MdAshed BEA] Do M) 2ot 7@

o) 2747 BRYISEE ZASE BAL /1SR WA} % s1Be] 7128 FEAA
B8 ol 5 sl WolElE +F3L, o8 Fal, WA old 71%0] EAeln), £3 WS
AT JEAHE ¢ & Yk 2 7158 ZAIA Qe A4 sl2 B T2 AN
293kE 7127} Bk, 4% 7188 2AE UX 7|SEANYRES Y] 4T A
2 ohusl A4ge), BuNB, 393 Axd, volazgge A7 2 ol 5 g /]
22ele] 71271 Wk oM AENA) S48 A 712E 22L J120] BE 4N 3
71%0] SR she YA 715 L 5] BB JLE AT, o] FuL 7]
S& FY30 Fishen BeA el

27 7128 ZAHE AT v WA, ol WO, olma HolEsl YT olok s
ﬂ%wﬂ
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J|EEM2LYE Hon 71 22

2% 7128 2AMlE AEA ) o3 2AMS} ] o 2A R AEZAN] o
IA7F Atk A EA] ZAMEA L 7} HA19] ARjAllA A EAIE Huljo] Ao Has)
1 e 7]%%% B 2B BE77HE 7IS1ES she Waloln, o] ”“ﬂi"} e =

2E FAe Al 7Iz71A] AEA] 841E 878 4 37] W&l A&5HA wo|
BHE 3% & Sivke Aol 547154 713 7&3‘%?1 Z2 83 FA{0}7] i 4273
9l 7159 B77} 7bssta, A 94 79 A3 bl 9488 + 31oH, 71§ £
AL} 715 H7HE B AAE F SlojA] AgFoltt, 2y o] WA A AEA
ol 7)Aoz 57| 2o Uderdtt &, 2AF Y $A4 9 F8AE0] 2% 715
B AAAE FAEQ ARE AZstn Aed BW wEAY, B|287]E(inactive
record) & ZARIA AAA HE F= glck ES o] o 2E 7159 ¥ ARt
2t 2 B o fste] FEs] stofstr] offot. §3] AEA AAE 4F 71 o
g 24 A e 7] g 2AMEHRE ATE 7= U

Agetol] of3t ZAPPEL 7| E3e ARV A4 §AY BelA B o HEEAS RhbA
2% 7155 AL R BE7|RE] #ote o=t o] Whye AL A2
oz FHE ARk gl ZALE B F U, ZAE HBB7L @AE 92 A
lths Aojtk, v B4 Bl e PFRTAE ALE 29 Azlst
g gl iof 3} A7} A eA el A B4 iR 2 W] 887]E e |
go] efjA gt Ao} A9 3 5o £A4A e 7152 el aEE ¢y
o] 3irt.

HEZA B4 L 715S AR FEAE Asta, o8] AH A 71E5ES =
ARIA Zag Ho|EE 7|83t o] WAL 5¥s] TS AL FEAE Fot] B
E 7158818871 8)E AF AR st ‘ﬂ"é] o|tt, ‘“—H 7180 AgsHA A
Hel 1 HrF dACAM FA7F dojue SHAFH o s 38 7 3lon, 2AL O FA Y ¢
T AAAL 27 715E A Y B °L71 w &l 2 ’?} ATl A2 A A

o} AE&AF A7 @A o|BR ek 7| S5 #¥E A7 e o S44

P
T
!

L,
=L
\__
e

it

]

P

4

o
ik

o] 7¥ssltt, 2y AERALY 71 & 2A 2 A AT AR niRTEA| 2 A
7t} o1 ] 2 93tk Aol Al 7HA] WA vlad] EA & e AXNE, AEA W

4 FAZo|tt ¥A9 71SE o] Wad RE FRE ATE + Jde
H
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7|22 5EX| H4d H1£(2004. 6)

2)%5)

ZARf ok HolH g4 7| SEA Y 28 Az $718, 223 Ao F& o o
& AE, ot A, A HEAEvl] U 715E AL ZA T &0 W) EEtEojo}
dot. B 24552 7ISEA Y20} A4 ofd 24Y o &8 A (active use)S] AME
FZbolu v &-E(inactive use) BA1S] Botio] BHHE =R 7128482 HEAs 729
A, & drit ZAF o] §H A, 715 EAIE 2 £ FEL vlA HEL 5 x|, BAR
o] B2 Fad] E YR, Alo|} A 22 3 g2 7)eE) 77t Y= et
HEE A Faof 0. F 2FESL 71FEAYZI} F4olE | FLo|E o]yl o)A o)
Ao} QIEA] 7hol A T2 B2 YREA] BE A 22 ¥FEEE FRAo|
olof gth(Ham 1993, 30). ZAME RE A% 7|58 B2& A2 Jrq o2 Sajy]
o2 st BaA(report)?] 255 BaAd] FojE ddW 5o wa} g},

fe3

0 rin

( 2) 7|22 A2|=¥

(7158 o) (7155 A2|z9%)
N7 Q1 E o] & YHol~: 31 A
TY8TA aFAT 9
9] dbiF Al — $EAT o
AN e 1 I - b
dAEGF5 Fdrs:dAd

6) ®ldl&(Benedon)E 7] &-EA2] Zrecord series) & #AYE 7|28 Moz BE/7} ’S’ﬁ = 9
g ko] &9zt oo A 935 tHBenedon, 1988, 50). 71&#z] o 9] 7|22 A& i
W, #H49 9= HolA] E& 4 (document)7t H5, 0|5 #E ErMSo] ma] mpe( ﬁ]e}° °]

H, olg 439 #d sdE0] B9 7|SEAY2E o). dE =W, A (invoices), 7l 3?*1
(contracts), 71¥ =Y (project files), 1A+ (personnel files) 50| &7]d] sidgic},
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7ISEMelddEe| Ao R H2

%8 2 GRAE 2AMES 45000, BUE BAE WAekn A0S AN
+ & Bl glolok s, YRo| FFL FE BE /ISTE A, BIN, 285N,
x ZAelok Bk, 2% 7158 24}

£ 24718 RE A o] £ o9 1So2yy 24 ST 7By &
AAe) B 2 71282 BUE oA 4 7] AEolTh 128712 B A} By
B o AR It 7122 oz gt 718 18 $AE o eA2 Qe
A7l slAE B 24 vle Belste) Agel Eot ZAlel el BR $A7} 237
olBE G4 4 A, #AY BelAs A Aokn BYS e 5, ¥ 24y
o] AT ol SA3te] 24} 2o sle] 28] oA e} gt oWl B3] =
g 7189 ALEANA 24 7198 24P} B 71589 284 Q4T BelE 9

& 7158 BAFE Ak HHolde 4E AN,

3.2 255N 9] 7}

R e |

IEEAYYARE TEE A2dAE AldAAN 24 E &% 71289 HolHE &
Aot "rlsto 715EA g 2ttt REZIZEE A ste Dol of B dME B}
€ A% A3IMNE YA e Frpt=rt oA, o]E Rdle Aok 71EEAgR
U-g, 7150l (Fo], vlo]Z2RE, A|taa £ HOE 5)o] 25 HEV|7Y 7|2

B 2% B2 RE00 2L AuE /19T 4 Ik =5 260k B

7158 B e 24 WoPe 245 Adspl 2afsiol BT 24 YRA o
22E 2499 A8 4R BAT 249 GAE B nefelo} oha, £ 24 2
& 98 W= Bed FeBA Bt ANEES 249 39S R e

Wi TA9ETe] A3 4F 243 58 AES ke wrked

1) AFFE IR 78] o] BARA 2433 Yk A 153E 24 DS AHE A
728 D258 Lot
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sh=27|2n2/3t8x] ®4H H12(2004. 6)

At AHHIE] #E FHE A9 o] 87152 B Ee o]A0] gl Al
7158e T2 NAPARE §AE —4‘”% T& o HE(Legal)d 84 715
E BEVS Fche 371 2 A 332020 o7H e #E yESY daxd
olt}. o] &7k (Use)= 71559 o7 BoAE HAdsls 848 o] WFdE =39
A dA9] BA et & F Sl RE BA/|EERA WeAS YT} oA
2 GALE 7HAE 71 7] wj2oltt. A4 (Economy)-S xH]820] AHEA 2 HE A 1] 89

.

23 W (record center) E °o|# Ex HreHe &, 712
E Ao, A€ ofd 7]50] EAlstn —?—91-".—._-— ZA) o] 48 5 YETIE ol AA
Az Fgdc

718-89] "9H(volume) T AHERIE (activity) o #E Hlo|BE 7125 EXo& o] S 38
g oqnE AT o]A L AVAA AxshE 238 V1EE EaxzyE 2ue
Frlorng H7e € fe AU HolE Y BA% o4t £ B E g5 F

715 Yl E Hrte A 2A VALUES Yl HALF(PEILIEA 1995, 40-44)9] disir =
sk 3ttt HALF= #4577 BHe Zol2A, 9ALE 71X (Historical value) e %3
o A AHE FHstet T8 7157 o|t). HALA ZkA B 1A J1E2EE ALR (5D
2ta sk, AFRE 715E0] ©EolZ B3 wEel| AlE7) HE o] ojl 1 BHEeR 7]
25 I AA A7t Aot wEtd 71EE BYAY oF|H|AET} 9A1E JHXE B
g g 7|SEd AA4FATE e o £57} 3R] &e7lekn sk F8c] Besit}
olg|g F2d wit Algrt H7% stn o FYE @tk FAA R (e dTIHA.

Administrative value)= A T GO 29 34 A7 AL s 838 71X =A,
HHAHO 2 7|5 ZAA} e o] 827} o] ZER|E 71 A wHE & Qi) vk 712 7
ARG o] 8A7F FA419 ZEXE FHdiEleiA ZA71E BEE FA60) 4o MEA 715

Legal value) & &2 272 AZshe 7150) A@ X2 dutboz 7122 dmy|

P RASES a6k B B0l Mdd AiE $ i 717E AFdn Y B4

3, Ao A7 32 Aoy, 38718 2A} 1951 g BA P2 P 2

o ojs) AFEh B3 WA oA BANME AT BA 3L 429} DAY BT

SAdor A}, mely 71 2EEEAE B Qe 22 WSS Fed e e
]

o
= W20l FE Aol F0h8) AFH 712 (Fiscal value)= 22 9] A% 399} Aig
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71280] 743 7HRlolk. B3 AN AFe] WeF 1ZEL ABF 7HAE AR gle

o, diA, 4% ol 9719 =3Eo

WA Bl S 24280 0jd B} A9E S0} S BAAFEES A4
s o] AL V|2 Bele] AETRA 7 Bdh SN 24720 G IR
29 ol T F950] 3 o] FoIAIE AT, NEA] HF 249 HelRel

712X Y YRR FAE 2249 EAd wet A Foh Aoz AR ¢4
de BE77HS 7hds] Y E H & (retention code) 7} E&Ho] Sl71= StKE 3),

712 EA LA FE FolM 4 FH D (schedule number)$t =5 (item number) =
Z310((E 4) 22), dPFAZE ditg o2 2Ho -3 - (¥ S Jehle HFEA
ol ANZTE 2FFA AH 3} o] HEs FAE 2AMST}L &FHo] A e 4¢ &
3] Fosltt 2R Ad MAc] ok FEWM T = WA don, FA7F SFHH 3}
o] BAjo] Uuja] F4E ddgth HFEAE 23] WA Abgete HAd e bg&
4 1} (Benedon 1988, 78-79)

o]

o) A-¥e (A005 W E)
F-AF (FO10 §)
E-AH] (E012 =A1)
M-Al= (M007 718)

8) m=2] 7% ‘National Archives and Records Administration(NARA)©] % A EE 538 "Federal
Register, 2 wlY 28iste] HE7|@e] 73 (RN-E AAsta FAA A& At olF A=d |
22 Code of Federal Regulation(CFR, Q¥ &3)e] =F3ct CFRE 50719 ZF o2 FE5o],
ro8% A, "29%: =%, Zo] FA3Eo] Slth ‘Office of the Federal Register(OFR)'€ 7]32] K
Z717+2 Ast=d B ad 2 AA{Guide to Records Retention Requirement)E vid @aislz gic).
7)ol e FF7159 EEd Fet AvbiE A 7t dekEo] 7] Wil (Do 7188 (2)F7}F
(3)o]:= A= 713t AA EHso} sherts & 4 oH, AAMdAe FAE AL (subject index)
7} 271 2% (agency index)o] TEEC] U}
http://www.archives.gov/federal_register/publications/about_the_federal_register. html
http://www.archives.gov/federal_register/publications/code_of federal_regulations.html
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S-9¢ (8004 =A%)

o & €87} s ve Y EN f] o A (-)E €0z W3 E Bd ANE 5 Yot

d) LFENZ F-102 Fo7o] £3h of7]d) 7185 o Asfsleld oga) 2o
A&g T itk
FO10 o dut
F010-1 T 2EA
He] ojA Sle AFde FulEAE BEsd Fot
FO10SF 499yt San Francisco

]

(Z 3) 7|15 2X2LFE 24A(1)

S b 3008 RECORDS RETENTION SCHEDULE
B by
ETATE DEPARTMENT DE MIGHWAYS ANO PUNLIC TRANSPORTATION
ST TNV S o CRECERNEGToN TITLE, r.m TR BATE OF BUNEOJLE {mu:;»;s NG, IP«GE or l
ITE E it PER N v, ) :
e | MECOMG GaTLLOnY Tinig BESDFIRTAIN GF ROONG m_ﬂ :nl‘% s il J R —— I
B reTiay L00ES: AR SNEUAL REVEW P PERUANENT h!\'-c!:ﬂ LeSSaTAIONs: FECORD SOFY LHDER:
LY CENY YRAK R APERSOOEN - 278 I CHPEATICHAL ¥ewith K RGO 08
Cf - CUPRENT STOAL PEAR K G0 I TER CuDGED, Y10 2R ORIRA TR Doty

% Zt8: ARMA International. 1989. Developing and Operating a Records Retention Program. p.53.
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A ool 28 A 9(0)&
22 gk AFE Alx=le

deldq & 4 e AXE HIE Assk=d QoM A
HATE Al2ElolA ’—‘?ﬂ g Agske ZA+E Adstin
A% A 4(0)°] gled A2&= A137 Hl 24 8o

71&EA e 2ol FAirttt 178 AlZehe S-S (item number) 7t o= &6 o] W
e 7IEEAIR R YTHLE FoEo| AlgRe WA o|F, EE VEE#E
(record center)ollM #2|& o &3 7|5 EAI22E Uelle RS} €t o] Al
o] FEZ Bastuat & e B EAE B AAT £ Yot

od) &6 TLEA - 298
6 a - 174
6b - A%
I TE Ao nlula sAEe J|2EAIFR(E 5) FR)dE gge] gEE

4=l ATHIRILEEA 1995, 44-46).

« 535(Code): 715=AE 29 ARE WES A% 2=

» 712EA)2] Z(Record Series): 7]ZEAlg|=9] o=

* AFF-A (Office): AHFA A9 715 ER7IRH&E 875 7131

* 715284 (Record Center): A1y 71524H 5 AFFAT o e Fhdae] 247]
T EE71E 713D

« A (Disposition): 7152 A Eoh= Al7]. A& S AR T2, RC| "2,2ka1 3P, A&
olle 4,71 Bt 447 = sl 715& AR(H7] Ee viA b s AS YeRith

* BE(Film): wle]22EF A& {75 FAZC} o EE P L=E 743}

« 3]~ (Optical Disk): FH 23 A2 {FF-E BAIG. 7|€ T vlo|22HE 9
7359 2o

zAo] Fuo 4o we tde PN 72BN ES 4T 5 YA, ol
& 712BA YR ES AFE ZT2ados 29T W ok 8ASE WMeA Egsoj}
&tH(Diamond 1995, 59-62).

o 2219 (Department name)

* 5-A1%¥ & (Department number)
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» 71ZA1o1 5 (Record control code: FIN 03-018F o] 2719} 7]12A2) 2] Foizl 4¥7]5)
* 7155 (Record title)
« 4] == B34 W3 (Form or report number)
o« 7129 W& (Description of the record)
* 587]% % (Whether or not the record is vital)
« HE| A 2] 7 (Medium the record is kept on)
o AHEA A o] BZ7)7HOffice retention)
« HEA|M e HE7]7HRetention in storage)
« A8 o F 7]7H(Legal citation for retention, if any)
» ¥ 32 (Comments: “2AHZ°] AFHH BE7|ZHE 6402 Fole Ao] neid's 22

Z7\3e 7153k BE)

(Z 4) 7|5=M2|2TE L4A(2)

ﬁgﬁh& RETENTION SCHEDULE
(GrmsiTHERT iuw\*wﬂ RESIE RV SER
Aecounts Payable fast Brumswick, B 4. l F-0F
FotOGE L PRE DTSR GLEARANCE
e RGO YTE Pl iy APPLICARE SARITES DEPART.
g BREAL | Coaor | Gesteay syt | L L

1 {Accomnis Pegabie Trial ¢ B2 mos 12 mos® *Hetain year-end 1isting i

Teial fafante until CBA's sudit bas fyear-
“Eccounts Payahle Ledger, in fian coupleded. end
whith is detafled actfvity copy
€8y wmpinte wonth by vendur. paly}
¥ |Check Register c¥ed 3 Cyef

“Fawerical 1isting of chacks

tssuet {n paysent of

derpunts Fayebizn.,

3 |Youchers LY+l 2 £y3 | *Plus complutian of 3ll 3 v
Tacluded jn this ftem sre Federal and State audits. d
such vouchers »s Enployse
Expunze Raporis, Freight FLSA-2OUFR 816.3 gt
Bt11s, veador Inveices. (2 yesrs) A
rheck Raguests., Check =
Advances, Potty Lash Youchers IRE-26CFR 3,860 ) ox

{Statutrs of Ltedtations By
an platms for additioa

sssesseent of fnvome or

suley taies expire after

3 years).

2 |fank OGrafis (440 k4 Cyed* | *Flus complation of 11 H
Bank orafis tor commn Frederal and State sudits.
careiers.

i
AP LS IDIBRATUREE & BATE)
[iri‘“p’?-’cmm?{i“n‘i"»iii"" TRRE Fed ¥ ReJUREDY RESRATRRER ST
y I |

# A& ARMA International. 1989. Developing and Operating a Records Retention Program. p.49.
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By
(Code)
AA
A Budget

A Bulletin, Com
A Memo, General
A Monthly Report
A Move Project

A Procedure, L
A Statistics, L

A Trans. Immed.
A Trans. Record

BA

B Bill, Database
B Bill for Pack
B Contract DB
B Deposit Report

715A 22 A 718 AR 9§ 3d
AE  (Dispo 23 H3

(Record Series) (Office) (RC) sition) (Film) (OD)
e
of ok 2 N 2 N N
B 5d N bd N N
W ZYRHFEAT) 1 N 1 N N
A E A 3 N 3 N N
olFE2AESE L N L N N
Adat g Al SR N SR N N
EXHel§ B4 1 N 1 N N
Ed2gojdA(d#d) N N N N N
EdzsfoldiA(7]1E4) AR N AR N N
3 #9A%
A 74(DBo] &) 3 N 3 N N
A 2 AEHE 1 N 1 N N
o] 8417 A (DBAI2FA) r N T+2 N N
of g E 1A (74]) 1 N 1 N N

(et A=)
AR: Annual Review, C: Completion, Cu: Current, d: day, L: Latest, N: Not Applicable,

SR: Specific Requirements, T: Terminated

¥ AR RILEA. 1995, XEND T 4 7% A4 7). p.db.

3.4 715EA LR 4]

71EEA A3

=

=

(o] =] =
e B

}3g

712583 2] 4 A 2 (retention system)o] =t

T P& o, Al2"Y frAle AREGE offn} WEke) Aldid Y4 7)5o] Wt #d

7185 e, B3¢k A 7

2g 2%

AAE AR G2 A 2o WAD7)

ol At o] HY 715 EAY LYY EE AHEEA] A Ha HFEo] AS Alage]
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o F7} F= A4 dEo] g)

=
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-
29 4P AWETE & & U VISRRRIZEI 20044 WA BEABE 2
@)

A 1 L 2FE TV 7158 FA71A 57171540 /12 A
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- ;

JSEBEFVETY AALS AL 712ENYUR T R AT

Sl Aeold, 71EE 9 AT @ 1289 ARALRC RN 7| 2EHIAPE
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PAAAE v olsozM See VSR ERAIZE ) AAE B olshaey
st
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2] Z(record series) s T =Z 3|4 HE7|Zto|gh= A7 & 9o B&E F7HAA)E VER
e Holth 7IFEAddie 7159 d< 58 A 715 e 718 AdS

AAZ 3, 27|88 A H71HE 53l HFH o2 whEeizl
7NEEALAE A9 7|20t He &% 71559 ZAHrecords inventory) & 71SE
Ae 25 g2 FAE o Aok gt} FAE AFER] 7| EEA 2 Yg deolHE &
Aol 22 Ule]Fe] Hrkahd ue} 7125 3 7Hrecord appraisal) 7} o] FAAH, %3]
e} Ao mat HrHARE SAN 7| ESA YR RE A AP FY e =
Zlo] BAdol| ubet ‘4‘*6}71] AAE 4 slon, 7|S5EXYZ R fAE fABEE o
AL 7bse daedt ARES AL et gl o2 ML 2Bz 5

& AURA AT Al R o] Besint 71SENYUYEE V128 A2e
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19939 o]z} 109 Azt AlLale ‘FTEA

tialsted 20049 149 147 Ele 7ISEERVIER7L AMEE L Sidh. VIS ERRVIER
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o7 29 FEHNEREA U Bl FE TPPEJAEY GGl /o1& ¢
slo] 7k o] ot Ty oA AW AXNY 71SSA LR REA Y A4S B
7ISEERVIEREE ERCIEo2ME AN E & o 20| ER0|EE 49T FE

Seohd 7|289 5 WA 929 75ERAEY Rolth 284 o] YI5ERNE o
iAoy 1 AA7 BHsA =3y YA It
VIEEEFIEREY 715 B dgld 71 EEA YA B BH sl A AstnA §

9) ole& dolle o], 1977, “TBOCEY A¥Ehkel BT B BUT BUFAE 44k daEh
S Loz dFEI(HE J.'JL"‘T‘:HQJL}. 13(12): 81-105. 2»‘17§Eﬂ. 1987, "#=FHFEAM Y EH2
2o Jdr?} AT Ak A eh=F (At Sta Abs et g, 6(1): 273-295. A -o154d. 2003, &
AEF ol 23 WA dF °’4:rL FAzo|F Y HRTEMERAA ﬂ%ﬂ%v‘&ﬂ@@ﬂ 3(2
1-32. A ef-o]FA. 2003, "&= FEAERY HAH V|BERRVIEE 7ISRE, 16 239*264
Fol 3t o1F<. 2003. &= FEAEFS WA A A7 FAWG R G (HAE =),
AAE. 2000. =715 ERAAY A AR 71 SRE, 130 7981
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B71Fe 7 AE By BEV|ZE BEE HEAA H]X7]|22oi H|R]7]| 220
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