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Law Offices

Christiansen D hn r p A
63 Sarasota Center Blvd Suite 107Sarasoi Florida34240 941 377 2200 Fax 941 377 4848
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MEMORANDUM

TO All Board ofTrustees
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FROM Christiansen Dehner PA
JI

I f

SUBJECT Public Records Management
tsJ l j l it

DATE Ja1u ry 18 20114
t

We continue to have a nurilber Ifqucstions rrgarding the requirements fonecords retention and
disposal ofpension plandocuments Somerequirementshave changed since our memorandum in 2003 This
memorandum is irit mdedto updaie cind cIarify these requirements

Boards ofTrustees ofpubI icpension funds have some specialrequirements under the lawrega ding
the t r I5 retr JioV ar d tJU tonofpi q ic cord elbw is q tItne of th requirements ofthe law
as provIded for III Flonda Statutes Chapter257 and F10nda Admllllstratlve Code Rule IB 24
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The first respollsjbility ofa B6ardisto appointaRecords Management Liaison Officer also known
as anBMLq The RMLOis the co iactpointbetween theB6ardand tI1eFl6Hda Division of Library and
Information S rvices the entityresponsible for oversight of the recor s management functions ofFlori9a
lodd governments The RMLOdoes 110t fiayeto bea Trus ee The name ofthe designated RMLOmust be
providedto the Florida Divisionof Libr fia dAnformation Services bYcqmBleting and sub1Tlitti g the
attache memobmdum to the Division A Word version ofthe memorandinn is available on the Division s

website at
1 l tl
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htip I d lis os stateJl llslind
eXRecordsMal agers cfm

second the Bdard should establ ish lihd adopt a recordslrefehtion schedule Records retention
schedules identify the Board s records and establishes periods oftime that the records are to beretained The
Board can adopt tHe9fficiaIDivi io1 orLibrati and Ihjf8hnation SeviSe schedule for State and Local

Government Agencie Schedule G l L or cancreat a BoardsRecifi sch du e whic has beerLapproved
by the Division We f commend adopting Schedule GSl SL which can be downloaded from

http dlis dos staie tl us reordsmglTtgen records schedu les cfm

Finally the Boa d will be sked to ann ally attestto thecomplianc ewith records disposition laws
rules and procedures

e

Attached is a sample resolutionoftheBoard ofTrustees to appoint an RMLO and to adopt the GS 1
SL records retention schedule Evenifthe Board previously adopted a resolution we are recommending a

new resolution be adopted since the name oftheretention schedule has been changed Once completed the
resolution and t e memorandum should be seTh toPivisionofLibrary and Information Servicesi Florida
Department ofState MailStition 9A Tallahassee Florida 32399 0250

Please place this on the agenda fonhe nextmeetihg for 30arCl consideration
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ARESOLUTIONFTlIEIJOARDOF TRUSTEES OFTHE
CJTy OF PALM rTO GE EMh MPtYEFS

RETIREMENT SYSTEM cDE IGNATING A RECORDS
MANAGEMENFLWS ONPFFICER AND ADOPTING A

RECORDS RETENTION SCHEDULE 3 J
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WHE@AS Florida Statutes 25736 creates the R foras EUid TrlfClrrna ol I1 agement

t9Wa1i1within theS Qi 1iSionoftibr servlces w dl1 isxe PQ sibl fO f d i4 lnamig rit
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WBEREAS FloridaStatutes 257 36req1lires t4e o dtodes te R sordsM agement
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and cohtintiing progranl for the ecopo iCfll apd ffi ientm ag l11 hto records
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Bureau of Archiy and RecQ s Man ement

Division ofLibrary and Inforination Services

5OOS Bro riugh Str et i

Tal1ahaSs e Flodda 3
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0250

I

1

r 1 J lftl rt I

f

i
I

I
I
I

t
I

I

I
I

I
I

If



c
o

i
u

2
6 uCPI

B
ur c

Q
S
o
u

c
o
I
III
s

i e

Os
I c
U

i

C
CP

c

c
0
I

i real

E
22

cU

O

0

o

i

RECRDSMANAG MENT CQMPLIANCE STATEMENT
forFlscll1 Year200 2 1

A en y ID N0001462

1 n1 agencyI6IncomplianC8wlth Sectlon257 38 5 Florlda Statute81 and R le 1 e 24 003 9 Florida
Administrative Code2 forallpubllcrecords regardless of media or format e g paper electronlc Including e
mall mlcrofllm audio vld o e c i

Yes 2No Please explain an dJndJcat areas In Eledof8ssistancElon reverse side

Thl agjncy haS dl 08ed
Of

Ublc etof r8 C rd6forthe fiscal yellrlndlcated above
nece 6ary tolndl tev l meofelectronlcrecrd8 dl p08

f

It Is not

Agenc Head Signature 1Z IO I O

Name ofAgency Head rI p
Tltl ofAgency Head Plelsepril1t

Date

Cfarhes R FfZ UYAN
r

Ct taK
J

j

c

Ple seindicat cha gestoAgency Informati onlll1es provided on right
J

J

Current Information
PI6asa do not eraS6orcovallnformationbe ow IndIcate changes oradditions on flnas below

J r

Agency Name CltyoofPalmetto General Employees Retlrement System
i

Ifc r
n

J i

IgenC Y Head J ines Freeman

516 ElghthtvenueWesf

Post OffIce Box 1209

Palmetto Florida 34220 1209

ectlon 257 36 5 a Fionda Statllt s
r ftQutrespublc gencle to deslgnate RecbrdsManagement Liaison OffiberRMLO Please indicate cherigesito RMLOlnformatlonon lines provided on right IfCurrent Information is blank please

designatesn RMLO for youragency onlnes provided oniight
Currerit lnfoTllatlon

f16aSe donot 6rase arcover informat onbe 6w In icat6chang6s oradditIons on IInas below

Address

RftftLO Ms Diane on r

Address 516 Eighth Avenuewest Post Office Box 209

Palmetto Florida 34220 1209

Phone 941 723 4570

Fax 941 7234576

E Mail dponder@palmettofl ofg

Ext
t

fSeetlon 257 38 5 Florlda Statutes For tilepurposes of lhlssectl6n thetenn agency shall mean any state county district or municipalofficer department division bureau board commlsslon or other separate unit of government created or established by law ItIs the duty of
eac agency to a Cooperate with ithe d Ivlslon Incomplying with the provisions of thl chapter and deslgnatea records managementliaison
officer b Establish and maln ln an active and continuing program for the FnomlCClI and efficient management of records

zRule1B 24 003 9 FIOrldaAdmlnlstratlve COdj Publlcrecofds may be destroyed or otherwise disposed of only In accordance with
retention schedules established by the Divislon PhOtographlcreprOductlons orreproductlons throughelectronic recordkeeplng systems may
substitute for the original or papereopy per Section 92 29 F S Photographic oreleClronic copies Priorto records disposition agencies
must enSUre that all retention requirementS have been satisfied ForeachrecOra series belng dlsposed of agencies shan Identify and
documentthe following 1 Records reteritJon schedule number 2 ltemOnumber 3 Reeordserles title 4 Inclusive dates of the records 5
Volume In cubic feelfor paper records forelectronlcrecords recorcl the niJinber of bytesand OT records and or files If known or Indicate that
the disposed records were lri electronlc fonn and 6 Di posltlon action manne of disposition and date n

Pleasecomplete and return thiscompll nce state entbyec8mber31 2010 to
i L

Department fSlate
Record8 arJagemel1t Program MaUStatlcn9A OR Fax to 850 245 6795
Tallaha see FL 32399 0250
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