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	We have converted our files to digital format, but are curious how other states have handled archiving the original paper documents.
Our Historical Society has taken all the files they see as having historical significance, but we have a lot more and while destruction is an option, we thought we would check with other states to see how they handle archive documents when a scanned digital image exists.

	Manitoba
	

	Corporations Canada
	Corporations Canada destroys (shreds) documents once they have been converted into a digital format. Prior to their destruction, a quality control mechanism is in place to make sure that we’ve captured all relevant information.

	Alabama
	

	Alaska
	

	Arizona
	In Arizona, our retention schedule for business filings is “perpetual.”  We scan our paper documents, then box them up and send them to State Archives.  The paper must be kept for 3 years but can be destroyed after that if the documents have been microfilmed.  Microfilm is currently the only State-approved medium meeting the “perpetual” standard for records retention.  

We began to have trouble finding a vendor that would create microfilm from paper, and we don’t do that anymore.  There are still vendors who will create microfilm from digital images, and we have our own archive writer, which will create the film from digital images.  

The 3-year period is useful in case there are issues with the scanned image.  

	Arkansas
	

	California
	

	Colorado
	

	Connecticut
	       

	Delaware
	

	District of Columbia
	

	Florida
	

	Georgia
	

	Hawaii
	In Hawaii, the scanned paper documents are destroyed after one year.

	Idaho
	

	Illinois
	

	Indiana
	

	Iowa
	

	Kansas
	We retain until quality control - then destroy.

	Kentucky
	

	Louisiana
	Louisiana is like Corporations Canada

	Maine
	

	Maryland
	

	Massachusetts
	

	Michigan
	

	Minnesota
	In Minnesota, our retention schedule for business filings are scanned permanent. The paper document can be dispose once it’s scanned. The xRM application are programmed to run at the end of the business day to verify that there’s no missing images. The work item will not allow you to complete the filing unless an image is scanned.

	Mississippi
	

	Missouri
	

	Montana
	

	Nebraska
	

	Nevada
	Nevada handles this in the same manner as Canada.

	New Hampshire
	

	New Jersey
	

	New Mexico
	

	New York
	

	North Carolina
	

	North Dakota
	

	Ohio
	In Ohio we scan the image and then retain the paper copy in storage for five years which is the timeframe set forth in our retention schedule.  There have been times we have needed to recall a box to re-scan an image or look to see if something appeared in the box that got missed in the scanning, but that is usually discovered relatively soon after filing, so five years seems like sufficient time to catch problems and have it fixed before the paper copies are destroyed.

	Oklahoma
	

	Oregon
	

	Pennsylvania
	

	Rhode Island
	

	South Carolina
	

	South Dakota
	

	Tennessee
	

	Texas
	

	Utah 
	In Utah, the business files are perpetual so the records center has kept them all in a big warehouse even though we have the scanned images.....that has proven useful when an online file doesn't appear to be complete...we recall the paper file to check if something was missed in scanning....

	Vermont
	

	Virginia
	

	Washington
	

	West Virginia
	

	Wisconsin
	 

	Wyoming
	


Additional comments:
To all others: 

I, like my colleague hope that everyone enjoyed IACA this year.  I understand it was a great conference!  Sorry I missed it. 

For those that, like Utah, keep files in their warehouse do you keep a retention schedule and if so, for how many years?   Also, is the amount of years based on the type of document or is it a set period of time no matter what type of document?

Thanks all!

Scott Foskette

Business Operations Supervisor

The Office of the Secretary of State, Corey Stapleton

State Capitol Building, 1301 E. 6th Avenue, Helena, MT 59601

Phone: (406) 444-3665

Desk: (406) 444-6364
UTAH RESPONSE: it's indefinite...perpetual.....and there are MILLIONS of pieces of paper!
Full text of email:
Good Morning IACA;

Sorry I couldn’t make it to the convention this year, I hope it was a great learning opportunity and a lot of fun as usual!

I have a question.

We have converted our files to digital format, but are curious how other states have handled archiving the original paper documents.

Our Historical Society has taken all the files they see as having historical significance, but we have a lot more and while destruction is an option, we thought we would check with other states to see how they handle archive documents when a scanned digital image exists.

I appreciate your feedback.

Thank you
Tim Busby

Business Operations Supervisor

Safety/Security/Emergency Coordinator

Office of the Secretary of State, Corey Stapleton

State Capitol Building, 1301 E. 6th Avenue, Helena, MT 59601

Phone: (406) 444-5373
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