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General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30284 5/18/2016

Accident and Incident Prevention / Safety Program and Safety Training Records - Asbestos
Management Plans

Retention: Retain for life of facility.

Legal Citation: 8§29 CFR 910.1001()(3)(i)(ii).

General Record Series 30278 5/18/2016

Accident and Incident Prevention / Safety Program and Safety Training Records - Drills / Checks
/ Reviews

Description: Including, but not limited to, fire and disaster drill records, fire extinguisher safety checks, safety
reviews of sites, and safety reviews of vehicles.

Retention: 5 Years after calendar year created, received, or audited.

General Record Series 30682 7/18/2016

Accident and Incident Prevention / Safety Program and Safety Training Records - Industrial
Hygiene Monitoring Records

Description: Including, but not limited to, records (including data) generated from personal, area, bulk, and
surface sample collection, direct reading monitoring, and observations performed to assess employee exposures
to physical, chemical, biological and ergonomic hazards.

Retention: 30 Years after calendar year created or received.

Legal Citation: 8810 CFR 850, 10 CFR 851, 29 CFR 1910.1020, 29 CFR 1910 Subpart Z, 29 CFR 1926
Subpart Z

Regulatory Agency: Code of Federal Regulations (CFR)
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General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30279 7/1/2016
Accident and Incident Prevention / Safety Program and Safety Training Records - Inspections

Description: Including, but not limited to, building inspection reports (official copy with risk management),
Fire Marshall inspection records, property / equipment / vehicle inspection records, and risk management
inspections — safety account.

Retention: 10 Years after expired or after next cyclical inspection is conducted, whichever is later. Does not
apply to private citizen property.

General Record Series 30280 5/18/2016
Accident and Incident Prevention / Safety Program and Safety Training Records - Logs and Reports
Description: Including, but not limited to, emergency rescue records, federal and state safety report records
(regarding safety status and recommendations for improvement), fire suppression records, fixed fire systems,
hazard communication records, hazardous energy control program (HECP) records, safety log books, safety
personal protection records, sprinkler fire alarm system documents, and storage of hazardous products records.
Retention: 15 Years after calendar year created, received, or audited. Does not apply to private citizen
property.

General Record Series 30281 5/18/2016

Accident and Incident Prevention / Safety Program and Safety Training Records - Occupational
Safety and Health Administration (OSHA) Records, Safety Data Sheets (SDS)

Description: Previously known as Material Safety Data Sheets (MSDS).
Retention: 30 Years after substance last received in workplace.

Legal Citation: §29 CFR 1910.1200.

Dr. Ted Hale, Director — Arizona State Archives, Record and Arizona Capitol Museum Page 2 of 7



General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30282 5/18/2016

Accident and Incident Prevention / Safety Program and Safety Training Records - Occupational
Safety and Health Administration (OSHA) Records, All Other Records

Description: Including, but not limited to, accident reports, annual summaries, citation records, hazard
communication records, hazardous energy control program (HECP) records, logs, safety health audits, safety
log books, safety personnel protection records, worksite safety inspections).

Retention: 5 Years after created or received or citation resolved, whichever is later.

General Record Series 30283 5/18/2016

Accident and Incident Prevention / Safety Program and Safety Training Records - Safety
Permits

Retention: 1 Year after calendar year superseded or obsolete.

General Record Series 30286 5/18/2016
Accident and Incident Prevention / Safety Program and Safety Training Records - Safety Programs

Description: Including, but not limited to, safety incentive program reports, respirator program records, and
safety incentive program records.

Retention: 5 Years after superseded or obsolete.

General Record Series 30287 7/1/2016
Accident and Incident Prevention / Safety Program and Safety Training Records - Training

Description: Including, but not limited to, Asbestos training records, blood-borne pathogen training records,
and hazardous materials (HAZMAT) training records.

Retention: 1 Year after employee terminated.

Legal Citation: §§29 CFR 1910.1001(m)(4), 20 CFR 1010.1030(h)(2)(ii), 29 CFR 1910.120.
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General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30288
5/18/2016
Certificates of Insurance

Description: Includes proof of insurance coverage provided by public body to businesses, individuals, and
other public bodies. In the event of litigation, the insurance policy provides proof of coverage.

Retention: 19 Years after created or received.

General Record Series 30289

5/18/2016
Certificates of Liability
Description: Includes proof of insurance for vendors who have done work for the public body.
Retention: 6 Years after contract with vendor expired, cancelled, or revoked.
General Record Series 30291
6/7/2016

Claim Records - Adults

Description: Including, but not limited to, checks for reimbursement, claim forms, incident reports,
investigation records, invoices, notices of claims, pictures, recovery documentation on efforts at cost recovery
for damage to public body buildings, equipment, vehicles, property, and subpoenas for paid and denied claims.
(If juvenile is incapacitated and reaches 24 years of age from date of birth, use this record series).

Retention: 5 Years after claim closed.

General Record Series 30323

5/27/2016
Claim Records / Incapacitated Adults

Description: Including, but not limited to, checks for reimbursement, claim forms, incident reports,
investigation records, invoices, notices of claims, pictures, recovery documentation on efforts at cost recovery
for damage to public body buildings, equipment, vehicles, property, and subpoenas for paid and denied claims
(for incapacitated juveniles who reach 24th birthday, use this record series).

Retention: 80 Years after claim closed.

Legal Citation: 8ARS 12-502
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General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30290

6/7/2016
Claim Records - Juvenile

Description: Including, but not limited to, checks for reimbursement, claim forms, incident reports,
investigation records, invoices, notices of claims, pictures, recovery documentation on efforts at cost recovery
for damage to public body buildings, equipment, vehicles, property, and subpoenas for paid and denied claims
(for incapacitated juveniles who reach 24th birthday, use Claim Records / Incapacitated Adults record series G-
30323).

Retention: 24 Years after date of birth.
General Record Series 30677
6/28/2016
Claim Records - Property Damage
Description: Including, but not limited to, checks for reimbursement, claim forms, incident reports,
investigation records, invoices, notices of claims, pictures, recovery documentation on efforts at cost recovery

for damage to public body buildings, equipment, vehicles, property, and subpoenas for paid and denied claims.

Retention: 6 Years after claim closed.

General Record Series 30293

5/18/2016
Claim Registers
Description: Includes voucher registers.
Retention: 6 Years after calendar year created.
General Record Series 30294
5/18/2016

Claim Related Queries and Reports

Retention: after administrative value has been served.
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General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30299

5/18/2016
Insurance Policies - Liability

Description: Includes auto, environmental, liability, and property. Including, but not limited to, directors and
officers, errors and omissions, policies, and pollution.

Retention: 6 Years after audited, cancelled, expired, or revoked.

General Record Series 30300 5/18/2016
Insurance Policies - Medical Malpractice
Retention: 18 Years after audited, cancelled, expired, or revoked.

General Record Series 30298

5/18/2016

Insurance Policies - Property
Description: Includes auto, environmental, liability, and property. Including, but not limited to, audits of
policies, aviation policies and bonds, crime, difference in conditions (DIC), earthquake, fine arts, flood, vehicle
physical damage.
Retention: 6 Years after audited, cancelled, expired, or revoked.

General Record Series 30301 5/18/2016
Insurance Policies - Workers’ Compensation
Retention: 25 Years after audited, cancelled, expired, or revoked.

General Record Series 30324

5/27/2016
Loss Control Records & Reports

Description: Including, but not limited to, Arizona division of occupational safety and health (ADOSH)
collision investigation records, consultation, inspection audits, insurance carrier, internal reports, stolen
property reports, and vandalism records (including reports and records of restitution).

Retention: 5 Years after closed.
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General Retention Schedule for Report Date: 7/18/2016
All State and Local Agencies

Risk Management Records

GS 1038

General Record Series 30303 5/18/2016
Risk Analysis Records - Health Claims
Retention: 6 Years after calendar year created.
General Record Series 30304
5/18/2016
Risk Analysis Records - All others

Retention: after administrative value has been served.
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