
    STATE OF NEW JERSEY 

  STATE RECORDS COMMITTEE 

   PO BOX 661, TRENTON, NJ, 08625-0661 609.530.3200 

www.nj.gov/treasury/ 

AGENDA 
STATE RECORDS COMMITTEE 

July 21, 2016 
10:00AM 

 Location: New Jersey State Records Center Conference Room 
2300 Stuyvesant Avenue 
Trenton, NJ 08625-0661 
(www.nj.gov/treasury/revenue/rms/directions.shtml) 

Announcement of Open Public Meeting 

I. Review of January 21, 2016 minutes

II. Administrative Actions:

A. Announcement of Approval of Destruction Authorization:
1. Routine Request:   #87-297 – 87-411
2. Artemis Request:   #523645 – 528472

B. Registered Imaging Systems / Amendments / Annual Reviews:
Report to the State Records Committee:  (See Attached)

III. Old Business:

A. Special Request and Authorization for Records Disposal: (See Attached)
Dept. of Human Services, Division of Developmental Disabilities, Green Brook Regional
Center – Damaged Records – Presented by James Jenkins

IV. New Business:

A. Records Retention Schedules:  (See Attached)

1. Law and Public Safety – Presented by John Berry
Division of Consumer Affairs – Securities – S660906-003

2. State General Schedule – Presented by Nichole Carthan
Body Worn Cameras (BWC) – G100000-009 Item 2101-0000

3. County General Schedule – Presented by Nichole Carthan
Body Worn Cameras (BWC) – C820000-012 Item 0707-0000

4. Municipal General Schedule – Presented by Nichole Carthan
Body Worn Cameras (BWC) – M100000-012 Item 0707-0000

B. Special Request and Authorization for Records Disposal: (See Attached)
Mount Olive Police Department – Damaged Records – Presented by Vilirie Perry

http://www.treas.state.nj.us/
http://www.nj.gov/treasury/revenue/rms/directions.shtml
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V. Other Business:

A. Procedures Regarding the Disposal of Hardcopy Records Scanned with Permanent or Archives /
Archival Review Retention – Presented by Irwin Nadel

B. Re-Adoption of N.J.A.C. 15:3 with non-substantive streamlining changes

1. Explanation of Current Situation

• Multiple Versions
• Considered Re-adoption without change
• Preference to get some streamlining consistent with Governor’s Office direction
• Will circulate that version and ask for vote in an August Special Meeting.

2. Planned Approach to Substantive Rule Revisions

• Use non-substantive streamlined version as the baseline
• Group to go over the rules and create a consensus version that streamlines further (eliminating

outdated and unnecessary language), modernizes the rules, and provides clear direction for records
custodians

• Regular meetings, with a goal to get agreement on each section of the rules. Designate a “lead” for
each subchapter (Archives or DORES) and they will draft the section and then we will review and
meet to discuss changes

• Anything that can’t be resolved by this group will be summarized and presented to management in
the Department of State and the Department of the Treasury for a policy decision

• Once policy is set, the rules will be finalized accordingly
• Final consensus draft reviewed by interest groups and sent to the SRC for review

3. SRC Members Discussion of Direction for Rule Revisions



STATE OF NEW JERSEY 
STATE RECORDS COMMITTEE 

PO Box 661, Trenton, NJ, 08625-0661  609.530.3200 

www.nj.gov/treasury/ 

MINUTES 
STATE RECORDS COMMITTEE 

  January 21, 2016 

Michael J. Tyger, Secretary, called the 421st meeting of the State Records Committee to order at 10:05 a.m. 
on the above date.  He stated that notice of the meeting had been posted in the Secretary of State’s Office and 
published in the state’s daily newspapers in conformance with the requirements of the Open Public Meetings 
Act. 

Mr. Tyger stated that there is a quorum with all members present except for the representative from the State 
Auditor’s office, who was unable to attend the meeting.  

Mr. Tyger welcomed Stacy Spera from the Division of Local Government Services to the State Records 
Committee. 

ATTENDANCE: 

   SRC:  State Treasurer, Michael Tyger, designee 
Division of Local Government Services, Stacy Spera, designee 
Attorney General, Cameryn Hinton, alternate designee 
State Archives, Joseph Klett  

 Staff:  Sharon Allen, Technical Assistant II, Records Management Services 
 John Berry, Records Analyst I, Records Management Services 
Ellen Callahan, Supervising Archivist, NJ State Archives, Department of State 
Marcella Campbell, Technical Assistant I, Records Management Services  

 Nichole Carthan, Records Manager, Records Management Services 
 Virma Guzman-Reyes, Head Audit Account Clerk, Records Management Services 
 James Jenkins, Records Analyst III, Records Management Services 
 Irwin Nadel, Chief of Operations, Records Management Services 
 Baljinder Pannu, Data Entry Operator, Records Management Services  
 Vilirie D. Perry, Records Analyst I, Records Management Services 
 Esther Watkins, Secretarial Assistant II, Records Management Services 

  Other: 
Denise Hollingsworth, Law & Public Safety, Criminal Justice 
David Brice, Michele Everly, Gloucester County Clerk’s Office 
Lauren Wiley, Mercer County Clerk’s Office 
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MINUTES: 
 
APPROVAL OF PREVIOUS SRC MEETING MINUTES: 
Upon motion, seconded, the Committee voted to approve the December 17, 2015 minutes four (4) yes, none (0) 
no.   
  

I. ADMINISTRATIVE ACTIONS:  
 

A. Announcement of Approval of Destruction Authorizations: 
   1. Secretary Tyger announced the approval of routine hardcopy request for disposal of public 
       Records: #87-264 – #87-296 

 2. Secretary Tyger announced the approval of routine online Artemis requests for disposal of  
   public records: #523224 – #523644 

 
B. Registered Imaging Systems / Amendments / Annual Reviews: 
  Report to the State Records Committee: (See Attached) 
 
 

II.  NEW BUSINESS: 
 

A.  Records Retention Schedules (See Attached)  
Law and Public Safety – Presented by John Berry   
Criminal Justice – S660400 Items 0100-0000 – 0100-0002 - Approved without change 
  

  
III.   OTHER BUSINESS: 

 
Mr. Tyger inquired if there were any updates for the Special Request and Authorization for Records    
Disposal for the Department of Human Services, Division of Developmental Disabilities.   
Ms. Carthan stated that the agency is working to have the information available by the next SRC 
meeting. 
 
  

 
There being no other business, the Committee adjourned at 10:17 a.m. 
 
 
        ____________________________ 
        Michael Tyger 
        Secretary 
        State Records Committee 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

New Registration: 
Vilirie Perry 

16020401-
MP 

Passaic County 
Vocational 

School District 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

New Registration: 
James Jenkins 

16020402-
NM 

Evesham 
Township 

Police 

System meets all requirements for 
registration 

Dell USA, LP 

New Registration: 
John Berry 

16021803-
MP 

Township of 
Gloucester 
Municipal 

Utilities 
Authority 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

New Registration: 
John Berry 

16031001-
NM 

Hudson 
County, 

Division of 
Finance 

System meets all requirements for 
registration. 

Municipal Software, Inc 

New Registration: 
James Jenkins 

16031002-
NM 

OCSS Division 
of  Family 

Development 
Electronic 
Content 

Management 

System meets all requirements for 
registration. 

Protech Solutions 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

New Registration: 
James Jenkins 

16032403-
MP 

Township of 
Denville 

System meets all requirements for 
registration 

ShoreScan Solutions 

New Registration: 
Vilirie Perry 

16041401-
MP 

Lyndhurst 
School District 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

New Registration: 
Vilirie Perry 

16042802-
MP 

Denville 
Township 
Board of 

Education 

System meets all requirements for 
registration 

ShoreScan Solutions 

New Registration: 
Vilirie Perry 

16042803-
MP 

Bethlehem 
Township 

School District 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

New Registration 
Vilirie Perry 

16051201-
MP 

Deptford 
Township 

School District 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

New Registration 
Vilirie Perry 

16051202-
MP 

Somerset 
County 

Vocational & 
Technical 
Schools 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

New Registration 
Vilirie Perry 

16062301-
MP 

Rockaway 
Township 

Public Schools 

System meets all requirements for 
registration 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 

Marcella Campbell 

04021902-
MF 

Township of 
Woodbridge 

Building 
Department 

Added Record Series N/A 

Annual Review & 
Amendment: 
Vilirie Perry 

04121604-
MF 

Ocean County 
Surrogate’s 

Office 
Added Record Series N/A 

Annual Review & 
Amendment: 
Vilirie Perry 

09071601-
MF 

Township of 
Middletown 

Added Record Series N/A 

Annual Review & 
Amendment: 
James Jenkins 

091012236-
MF 

County of 
Bergen Office 
of the County 
Clerk, LRMS 

Added Record Series N/A 

Annual Review & 
Amendment: 

John Berry 

11072105-
MF 

Township of 
Jefferson Police 

Department 
Added Record Series N/A 

Annual Review & 
Amendment: 
Vilirie Perry 

15011502-
MF 

Borough of 
Red Bank 

Added Record Series N/A 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment: 
James Jenkins 

03051501-
MP 

Township of 
Brick 

Municipal 
Utilities 

Authority 
Accounting 

Approved Migration Path ShoreScan Solutions 

Annual Review & 
Amendment: 
James Jenkins 

06061506-
MP 

Township of 
Brick 

Enterprise 
Added Record Series N/A 

Annual Review & 
Amendment: 

Marcella Campbell 

06110903-
MP 

Township of 
Woodbridge Approved Migration Path Hyland OnBase 

Annual Review & 
Amendment: 

Marcella Campbell 

07062101-
MP 

County of 
Ocean Clerk of 

the Board 
Approved Migration Path Sunrise Systems 

Annual Review & 
Amendment: 

Marcella Campbell 

08022101-
MP 

County of 
Somerset 

Enterprise 

Approved Migration Path & 
Added Record Series Hyland OnBase 

Annual Review & 
Amendment: 
Vilirie Perry 

09082007-
MP 

Township of 
Readington Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment: 
James Jenkins 

09101502-
MP 

Borough of 
Atlantic 

Highlands 
Approved Migration Path ShoreScan Solutions 

Annual Review & 
Amendment: 
Vilirie Perry 

09121706-
MP 

Hunterdon 
Central 

Regional 
School District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 

Marcella Campbell 

10021803-
MP 

County of 
Sussex Approved Migration Path Hyland Software 

Annual Review & 
Amendment: 
Vilirie Perry 

10041501-
MP 

South Orange 
Maplewood 

School District 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

10081901-
MP 

Newton Public 
Schools Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 

John Berry 
1010206-MP City of Garfield Added Record Series & Approved 

Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment: 
Vilirie Perry 

10111003-
MP 

Carteret School 
District Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

11072106-
MP 

City of 
Millville 

Added Record Series & Approved 
Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

11072107-
MP 

Millville Board 
of Education 

Added Record Series & Approved 
Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA  

Annual Review & 
Amendment: 
Vilirie Perry 

11091501-
MP 

Ewing Public 
Schools 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

12041902-
MP 

Atlantic 
County 

Vocational 
Technical 

School District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

12041906-
MP 

Englewood 
Public School 

District 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

6 



  

        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment: 
Vilirie Perry 

12062108-
MP 

South Bergen 
Jointure 

Commission 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

12081605-
MP 

South 
Plainfield 

School District 

Added Record Series & Approved 
Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

12081606-
MP 

Bergenfield 
Public School 

District 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

12101807-
MP 

Brick 
Township 

Public School 
District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

13032104-
MP 

Burlington 
County Special 
Services School 

District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

130710805-
MP 

Hopewell 
Valley 

Regional 
School District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment: 
Vilirie Perry 

13091906-
MP 

Linden Public 
Schools Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

13121201-
MP 

South 
Brunswick 
Township 

School District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

14032005-
MP 

Cumberland 
Regional High 

School 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

14032007-
MP 

Somerset Hills 
School District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

14032008-
MP 

City of Ocean 
City 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

14051511-
MP 

Sterling High 
School District 

Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment: 
Vilirie Perry 

14071703-
MP 

Monroe 
Township 

School District 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

14121804-
MP 

Township of 
Willingboro Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 
Vilirie Perry 

15052101-
MP 

Franklin 
Township 

Public Schools 
Approved Migration Path 

AccuScan Digital 
Archival Solutions/ 

ACCSES New Jersey 
CNA 

Annual Review & 
Amendment: 

John Berry 

07021505-
NM 

County of 
Hudson 

Enterprise 
Wide 

Added Record Series N/A 

Annual Review & 
Amendment: 
Vilirie Perry 

08121804-
NM 

New Jersey 
Transit Corp 

Accounts 
Payable 

Department 

Upgraded Software N/A 

Annual Review & 
Amendment: 

Marcella Campbell 

09101523-
NM 

Borough of 
Tinton Falls 

Added Record Series N/A 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review & 
Amendment 
James Jenkins 

13121207-
NM 

Greystone Park 
Psychiatric 

Hospital 
Added Record Series N/A 

Annual Review & 
Amendment: 
James Jenkins 

15011501-
NM 

City of East 
Orange Added Records Series N/A 

Annual Review & 
Amendment: 

Marcella Campbell 

01111401-
MF 

County of 
Passaic County 

Clerk 
N/A N/A 

Annual Review: 
James Jenkins 

05072101-
MF 

County of 
Gloucester 
Surrogate’s 

Office 

N/A N/A 

Annual Review: 
James Jenkins 

05102001-
MF 

County of 
Cape May 
Surrogate 

N/A N/A 

Annual Review: 
Marcella Campbell 

06031602-
MF 

County of 
Passaic County 

Clerk eFiling 
N/A N/A 

Annual Review: 
Vilirie Perry 

06110901-
MF City of Newark N/A N/A 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review: 
James Jenkins 

06121408-
MF 

County of 
Gloucester 

N/A N/A 

Annual Review: 
John Berry 

08011703-
MF 

Township of 
Jefferson N/A N/A 

Annual Review: 
James Jenkins 

11051909-
MF 

County of 
Gloucester 

Clerk, LRMS 
N/A N/A 

Annual Review: 
James Jenkins 

15071602-
MP 

Clearview 
Regional High 
School District 

N/A N/A 

Annual Review: 
John Berry 

00101901-
NM 

Township of 
Holmdel 

N/A N/A 

Annual Review: 
James Jenkins 

04041501-
NM 

Department of 
Labor and 
Workforce 

Development/
Division of 
Temporary 
Disability 
Insurance 

N/A N/A 
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        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review: 
Marcella Campbell 

07092001-
NM 

Township of 
Winslow 

N/A N/A 

Annual Review: 
James Jenkins 

08032002-
NM 

County of 
Gloucester 

Prosecutor’s 
Office 

N/A N/A 

Annual Review: 
John Berry 

09021903-
NM 

Hunterdon 
County 

Prosecutor’s 
Office 

N/A N/A 

Annual Review: 
James Jenkins 

09091703-
NM 

City of Clifton 
Fire 

Department 
and Fire 

Prevention 
Bureau 

N/A N/A 

Annual Review: 
James Jenkins 

09101506-
NM 

Borough of Fair 
Haven 

N/A N/A 

Annual Review: 
James Jenkins 

10071501-
NM 

Ocean County 
Utilities 

Authority 
N/A N/A 

12 



  

        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review: 
Vilirie Perry 

11051906-
NM 

Ocean County 
College 

Financial Aid, 
Admissions & 

Records, 
Accounting 

N/A N/A 

Annual Review: 
Marcella Campbell 

12021604-
NM 

County of 
Passaic N/A N/A 

Annual Review: 
John Berry 

 

13032108-
NM 

Borough of 
Franklin Lakes N/A N/A 

Annual Review: 
James Jenkins 

14011602-
NM 

Hunterdon 
County CWA N/A N/A 

Annual Review: 
Vilirie Perry 

14032010-
NM 

Middlesex 
County Board 

of Social 
Services 

N/A N/A 

Annual Review: 
Vilirie Perry 

14051503-
NM 

Department of 
Human Service 
Ocean County 
Board of Social 

Services 

N/A N/A 

13 



  

        Registered Imaging Systems / Amendments / Annual Reviews July 21, 2016 
Action 

Type/Analyst 
Registration 

# 
Agency Comments Vendor  (if Applicable) 

Annual Review: 
Marcella Campbell 

15052104-
NM 

Monmouth 
County 

Sheriff’s Office 
N/A N/A 

 

14 











RReeccoorrddss  RReetteennttiioonn  aanndd  DDiissppoossiittiioonn  SScchheedduullee  AAmmeennddmmeenntt  
 

DEPARTMENT: Law and Public Safety AGENCY # S660906  

DIVISION: Consumer Affairs SCHEDULE # 003  

BUREAU: Securities PAGE # 1 OF 6 
 
 

Agency Level Amendments 
 

Former Agency Name (Department/Division/Bureau) Law and Public Safety – Consumer Affairs - Securities 

Former Agency Number 002 

 
 

Records Series Level Amendments 
 

Record Series # Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

0001-0000 
Administrative Action Files 
 Description 

Contains investigation reports, 
correspondence, transcripts, orders, and 
other materials pertaining to 
administrative, criminal, appellate and 
civil proceedings. 

Contains investigation reports, 
correspondence, transcripts, orders, 
and other materials pertaining to 
administrative, criminal, appellate 
and civil proceedings.  N.J.S.A. 49:3-
68 and N.J.A.C. 47A-14.1 – 14.16. 

0002-0000 Issuer Agent Application Files Description; 
Retention 

Contains U-4 applications, renewals, 
amendments and correspondence 
relating to issuer agents.;   
 
 
25 years after failure to renew/ Destroy 

Contains U-4 applications, renewals, 
amendments and correspondence 
relating to issuer agents.  N.J.S.A. 
49:3-56 and N.J.A.C. 47A-3.1 – 3.4.;  
 
25 years after last Bureau 
registration/Destroy 

0003-0000 Broker-Dealer and Investment Advisor 
Application Files 

Superseded  

Explanation: This record series header 
is now divided  between new record 
series 0013-0000 (Broker-Dealer And 
Broker-Dealer Application Files) & 
0014-0000 (Investment Adviser And 
Investment Adviser Representative 
Application Files) 

* DEPARTMENT OF THE TREASURY – DIVISION OF REVENUE AND ENTERPRISE SERVICES   – RECORDS MANAGEMENT SERVICES    FORM RM-10 – REV 01/2013  
 



RREECCOORRDDSS  RREETTEENNTTIIOONN  AANNDD  DDIISSPPOOSSIITTIIOONN  SSCCHHEEDDUULLEE    
AGENCY # SCHEDULE # PAGE # 

S660906 003 2 OF 6 
 
Record Series # Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

0003-0001 Broker-Dealer Application Files Superseded, 
Retention 50 years after failure to renew/Destroy 

RS 0013-0001 Broker-Dealer 
Application Files 
 
20 years after last bureau registration 
/ Destroy 

0003-0002 Investment Advisor Application Files Superseded, 
Retention 

50 years after failure to renew/Destroy 

RS 0014-0001 Investment Adviser 
Application Files 
 
20 years after last bureau registration 
/ Destroy 

0004-0000 Exemption Files Description; 
Retention 

Contains confidential requests for 
exemption under N.J.S.A 49:3-50. 
Includes “no fee” “fee”, Mutual Fund 
and Unit Investment Trusts (UIT) 
exemptions.;  
 
25 years/Destroy 

 
Contains offerings filed under several 
exemption and notice filing provision 
including but not limited to N.J.S.A 
49:3-50(b)(12) and N.J.S.A 49:3-60.1(b) 
 
55 years from filing date/Destroy 

0005-0000 Exemption Index Card File Obsolete  
Retention Period: Permanent/Permanent 

 
 
 
Explanation:  Record was destroyed 15 
years ago.  All of the information that 
was contained in those card files is 
currently contained on the Central 
Registration Depository (CRD), which is 
jointly owned and administered by state 
securities regulators, Financial Industry 
Regulatory Authority (FINRA) and the 
U.S. Securities and Exchange 
Commission (SEC).   
 
 
 
 

* DEPARTMENT OF THE TREASURY – DIVISION OF REVENUE AND ENTERPRISE SERVICES   – RECORDS MANAGEMENT SERVICES    FORM RM-10 – REV 01/2013  
 



RREECCOORRDDSS  RREETTEENNTTIIOONN  AANNDD  DDIISSPPOOSSIITTIIOONN  SSCCHHEEDDUULLEE    
AGENCY # SCHEDULE # PAGE # 

S660906 003 3 OF 6 
 
Record Series # Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

0006-0000 Investigation Files 
Description; 
Retention 

Contains investigation reports, 
complaints, responses, transcripts, 
orders, depositions, and other materials 
related to possible violations. 
 
70 years after final disposition / Destroy 

Contains: investigation reports, 
examination reports, complaints, 
responses, transcripts, orders, 
depositions, document productions, 
subpoenas, and other materials 
related to possible violations.  N.J.S.A. 
49:3-68 and N.J.A.C. 47A4.1-4.4 and 
47A-14.1 – 14.16.;  
 
42 years after final disposition and/or 
completion of all related litigation, 
whichever is later / Destroy 

0007-0000 Registration Register Card File Obsolete Retention Period: Permanent/Permanent 
 

 
 
 
 
Explanation:  Record was destroyed 
15 years ago.  All of the information 
that was contained in those card files 
is currently contained on the Central 
Registration Depository (CRD), which 
is jointly owned and administered by 
state securities regulators, Financial 
Industry Regulatory Authority 
(FINRA) and the U.S. Securities and 
Exchange Commission (SEC). 
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RREECCOORRDDSS  RREETTEENNTTIIOONN  AANNDD  DDIISSPPOOSSIITTIIOONN  SSCCHHEEDDUULLEE    
AGENCY # SCHEDULE # PAGE # 

S660906 003 4 OF 6 
 
Record Series # Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

0008-0000 Renewal Index Card File Obsolete 
 
Retention Period: Permanent/Permanent 
 

 
 
 
 
 
Explanation:  Record was destroyed 15 
years ago.  All of the information that 
was contained in those card files is 
currently contained on the Central 
Registration Depository (CRD), which is 
jointly owned and administered by state 
securities regulators, Financial Industry 
Regulatory Authority (FINRA) and the 
U.S. Securities and Exchange 
Commission (SEC). 
 
 
 

0009-0000 Securities Registration File Description; 
Retention 

Contains registrations, prospectuses, 
consent and amendments for intrastate 
and other offerings.  
 
Permanent/Permanent 
 

Contains registrations, prospectuses, 
consent and amendments for 
intrastate and other offerings.  
N.J.S.A. 49:3-61 - 63 and N.J.A.C. 47A-
10.1 – 10.4.;  
 
55 years from date of effectiveness, 
withdrawal, or abandonment / 
Destroy 

0010-0000 Investor Inquiries and Complaints Files 
Description; 
Retention 

Contains investor inquiries and 
complaints, correspondence, 
memoranda, and responses to inquiries 
and complaints. 
 
15 years/Destroy  
 

Contains investor inquiries and 
complaints, correspondence, 
memoranda, and responses to 
inquiries and complaints. 
N.J.S.A. 49:3-68 and N.J.A.C. 47A-14.1 
– 14.16.;  
10 years / Destroy 
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Record Series # Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

0011-0000 No-Action and Interpretation Files  
Title; Description; 
Retention 

Contains applications and 
correspondence pertaining to requests 
for exemptions, interpretations, no-
actions, orders and waivers. 
 
Permanent / Permanent   

 
Order, No-Action and Interpretation 
Files 
 

Contains official copies of Bureau 
orders, court pleadings, applications 
and correspondence pertaining to 
requests for exemptions, 
interpretations, no-actions, orders and 
waivers, as well as applications and 
correspondence pertaining to requests 
for exemptions, interpretations, no-
actions, orders and waivers.  N.J.S.A. 
49:3-66, N.J.S.A. 49:3-67 and CCH 
Blue Sky Reporter Paragraph 40,632. 
 
Life of Bureau or any successor 
agency / Archival Review 

0012-0000 Registered Representatives Files 
Superseded, 
Description, 
Retention 

Contains information and 
correspondence relating to broker-dealer 
agents who have disciplinary inquiries 
or actions. 
 
Permanent /Permanent 
 

This record series has been divided into 
two new record series with identical 
description and retention: 
 

RS 0013-0002 Broker-Dealer Agent 
Application Files Application Files 
 

RS 0014-0002 Investment Adviser 
Representative Application Files 
 

Description:  Contains registration 
application, background summary 
information, and correspondence 
relating to disciplinary inquiries or 
actions. N.J.S.A. 49:3-56 and N.J.A.C. 
13:47A-3A.1-3A.2. 
 

Retention:  40 years after no longer 
registered in any jurisdiction 
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Record Series # Record Series Name Type of Change Former Designation (if applicable) New Designation (if applicable) 

0013-0000 
Broker-Dealer And Broker-Dealer 
Application Files New   

0013-0001 Broker-Dealer Application Files New   

0013-0002 Broker-Dealer Agent Application Files New   

0014-0000 
Investment Adviser And Investment 
Adviser Representative Application Files New   

0014-0001 Investment Adviser Application Files New   

0014-0002 
Investment Adviser Representative 
Application Files New   

0015-0000 Covered Security Files New   
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STATE OF NEW JERSEY

Law and Public Safety-Consumer Affairs-Securities

S660906-003

Prepared by: 
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Record Record Title and Description Retention Policy Disposition Citation
Series #

A
udit

A
lternate M

edia
A

rchival R
eview

V
ital R

ecord
C

onfidential

Total 
Retention 
Period

Minimum 
Period in 
Agency

0001-0000 Administrative Action Files
---
Contains investigation reports, correspondence, transcripts, orders, and 
other materials pertaining to administrative, criminal, appellate and civil 
proceedings. N.J.S.A. 49:3-68 and N.J.A.C. 13:47A-14.1 – 14.16.

C  

40 years 
after final 
disposition

10 years 
after final 
disposition

Destroy

0002-0000 Issuer Agent Application Files
---
Contains U-4 applications, renewals, amendments and correspondence 
relating to issuer agents.  N.J.S.A. 49:3-56 and N.J.A.C. 13:47A-3.1 – 3.4.

C  

25 years 
after last 
Bureau 
registration

5 years 
after last 
Bureau 
registration

Destroy

0004-0000 Exemption Files
---
Contains offerings filed under several exemption and notice filing provision 
including but not limited to N.J.S.A. 49:3-50(b)(12) and N.J.S.A. 49:3-
60.1(b).

P  

55 years 
from filing 
date

5 years 
from filing 
date

Destroy

Department: Law and Public Safety-Consumer Affairs-Securities Agency Representative: Laura H. Posner

Division: Title: Bureau Chief

Bureau: Phone #:

SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no continuing value to the State of New Jersey and will be 
disposed of as indicated in accordance with the law and regulations of the State Records Committee. This schedule will become effective on the date approved by the State Records Committee.

Agency Representative Signature: Date: Secretary, State Records Committee Signature: Date:

* P - Public, C - Confidential

Page #:1 of 4Schedule: 003Agency: S660906Records Retention and Disposition Schedule



Record Record Title and Description Retention Policy Disposition Citation
Series #
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onfidential

Total 
Retention 
Period

Minimum 
Period in 
Agency

0006-0000 Investigation Files
---
Contains: investigation reports, examination reports, complaints, 
responses, transcripts, orders, depositions, document productions, 
subpoenas, and other materials related to possible violations.
N.J.S.A. 49:3-68 and N.J.A.C. 13:47A-4.1 - 4.4 and 13:47A-14.1 – 14.16.

C  

42 years 
after final 
disposition 
and/or 
completion of 
all related 
litigation, 
whichever is 
later

2 years 
after final 
disposition 
and/or 
completion 
of all 
related 
litigation, 
whichever 
is later

Destroy

0009-0000 Securities Registration File
---
Contains registrations, prospectuses, consent and amendments for 
intrastate and other offerings.
N.J.S.A. 49:3-61 - 63 and N.J.A.C. 13:47A-10.1 – 10.4.

C  

55 years 
from date of 
effectiveness
, withdrawal, 
or 
abandonmen
t

5 years 
from date 
of 
effectivene
ss, 
withdrawal, 
or 
abandonm
ent

Destroy

0010-0000 Investor Inquiries And Complaints Files
---
Contains investor inquiries and complaints, correspondence, memoranda, 
and responses to inquiries and complaints.  N.J.S.A. 49:3-68 and N.J.A.C. 
13:47A-14.1 – 14.16.

C 10 Years
 

5 Years Destroy

0011-0000 Order, No-Action And Interpretation Files
---
Contains official copies of Bureau orders, court pleadings, applications and 
correspondence pertaining to requests for exemptions, interpretations, no-
actions, orders and waivers, as well as applications and correspondence 
pertaining to requests for exemptions, interpretations, no-actions, orders 
and waivers.  N.J.S.A. 49:3-66, N.J.S.A. 49:3-67 and CCH Blue Sky 
Reporter Paragraph 40,632.

X P  

Life of 
Bureau or 
any 
successor 
agency

Archival Review

0013-0000 Broker-Dealer And Broker-Dealer Agent Application Files
---
N.J.S.A. 49:3-56 and N.J.A.C. 13:47A-1.1 – 1.13 and 13:47A-3.1 – 3.4.

 
 

* P - Public, C - Confidential
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Record Record Title and Description Retention Policy Disposition Citation
Series #

A
udit

A
lternate M
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A

rchival R
eview

V
ital R
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C

onfidential

Total 
Retention 
Period

Minimum 
Period in 
Agency

0013-0001 Broker-Dealer Application Files
---
Contains registration application, background summary information, and 
other related information.  N.J.S.A. 49:3-56 and N.J.A.C. 13:47A-1.1 – 
1.13.

C  

20 years 
after last 
bureau 
registration

5 years 
after last 
bureau 
registration

Destroy

0013-0002 Broker-Dealer Agent Application Files
---
Contains registration application, background summary information, and 
correspondence relating to disciplinary inquiries or actions.  N.J.S.A. 49:3-
56 and N.J.A.C. 13:47A-3.1 – 3.4.

C  

40 years 
after no 
longer 
registered in 
any 
jurisdiction

10 years 
after no 
longer 
registered 
in any 
jurisdiction

Destroy

0014-0000 Investment Adviser And Investment Adviser Representative Application 
Files
---
N.J.S.A. 49:3-56 and N.J.A.C. 13:47A-2.1 – 2.11 and 13:47A-3A.1 – 3A.2.

 
 

0014-0001 Investment Adviser Application Files
---
Contains registration applications, background summary information, and 
other related information.  N.J.S.A. 49:3-56 and N.J.A.C. 13:47A-2.1 – 
2.11.

C  

20 years 
after last 
bureau 
registration

5 years 
after last 
bureau 
registration

Destroy

0014-0002 Investment Adviser  Representative Application Files
---
Contains registration application, background summary information, and 
correspondence relating to disciplinary inquiries or actions.  N.J.S.A. 49:3-
56 and N.J.A.C. 13:47A-3A.1 – 3A.2.

C  

40 years 
after no 
longer 
registered in 
any 
jurisdiction

10 years 
after no 
longer 
registered 
in any 
jurisdiction

Destroy

* P - Public, C - Confidential
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Record Record Title and Description Retention Policy Disposition Citation
Series #

A
udit

A
lternate M
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A

rchival R
eview

V
ital R
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C

onfidential

Total 
Retention 
Period

Minimum 
Period in 
Agency

0015-0000 Covered Security Files
---
Contains mutual fund and Unit Investment Trust (UIT) notice filings. 
N.J.S.A. 49:3-60.1(a) and N.J.S.A. 13:47A-7.9.

P  

15 years 
from 
termination 
or withdrawal 
of filing

5 years 
from 
termination 
or 
withdrawal 
of filing

Destroy

* P - Public, C - Confidential
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RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT  

DEPARTMENT  State Agency General Records Retention Schedule AGENCY #   G100000  

DIVISION:  SCHEDULE #  009  

BUREAU:  PAGE # 1 OF 1 

 
 

AGENCY AMENDMENTS 
 
FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) State Agency General Records Retention Schedule 

FORMER AGENCY NUMBER G100000 

FORMER SCHEDULE #   008 

 
 

RECORDS SERIES AMENDMENTS 
 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

2101-0000 Body Worn Cameras (BWC) 
 

New 
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RREECCOORRDDSS  RREETTEENNTTIIOONN  AANNDD  DDIISSPPOOSSIITTIIOONN  SSCCHHEEDDUULLEE    
AGENCY # SCHEDULE # PAGE # 
G100000 009 1 OF 69 

DEPARTMENT: State General Records Retention Schedule AGENCY 
REPRESENTATIVE: Irwin Nadel 

DIVISION:  TITLE:                               Chief of Operations 

BUREAU:  PHONE#                                        609.292.8650 
SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no 
continuing value to the State of New Jersey and will be disposed of as indicated in accordance with the law and regulations of the State Records Committee.  
This schedule will become effective on the date approved by the State Records Committee. 
AGENCY REPRESENTATIVE SIGNATURE DATE: SECRETARY, STATE RECORDS COMMITTEE SIGNATURE DATE: 

    

 

DEPARTMENT OF TREASURY – DIVISION OF REVENUE OF ENTERPRISE SERVICES – RECORDS MANAGEMENT SERVICES          FORM CR-AA-0004 (10/89 – REV (01/2013) 
 

     

 

 
Acknowledgement 

 
Please review the attached Records Retention Schedule, making any additions, 
deletions or changes as necessary. Once the schedule has met your 
satisfaction, please sign this page as the agency representative. With this 
signature, you acknowledge that you have reviewed and approved this 
schedule. Please be advised that changes may subsequently be 
suggested/made to this schedule by a panel of Records Analysts at the State 
Records Center. If revisions are suggested/made, you will be notified of such. 
The schedule will then be presented to the State Records Committee for final 
approval. 
 

 
Management of Electronic Records 

 
This records retention schedule includes records series which are maintained 
in an electronic format. In the normal course of business, the agency will take 
the necessary actions to ensure: hardware and software maintenance, backup 
procedures, security measures, and compliance with the rules and regulations 
pertaining to the maintenance of public records.  Any reference made herein 
to the process of data erasure means the process of data degaussing. 
 
 

   

 



Record Record Title and Description Retention Policy Disposition Citation
Series #

A
udit

A
lternate M

edia
A
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onfidential

Total
Retention
Period

Minimum
Period in 
Agency

2101-0000 Body Worn Cameras (BWC)
---
Device worn by a law enforcement officer that makes an electronic 
audio/video recording of activities that take place during any law 
enforcement action. This does not include mobile video recording devices 
(MVR), any form of electronic recording device worn by a law enforcement 
officer while acting in an undercover capacity, or electronic recording 
devices when used to comply with the requirement of Rule 3:17 (electronic 
recording station house custodial interrogations). 
(N.J.S.A. 52:17B-98; Attorney General Law Enforcement Directive No. 
2015-1)

Exceptions:
A. Recording pertains to a criminal investigation or otherwise records 
information that may be subject to discovery in a prosecution.  Recording 
shall be treated as evidence and held for the applicable retention.

B. Recording of an arrest that did not result in an ongoing prosecution, or 
records use of police force.  Recording shall be kept until the expiration of 
the statute of limitations for filing a civil complaint.

C. Recording of an incident that is the subject of an internal affairs 
complaint.  Recording shall be kept pending final resolution of the internal 
affairs investigation and any administrative action.

P 90 Days

unless one of 
the
exceptions
are met

Destroy

* P - Public, C - Confidential
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RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT  

DEPARTMENT  County Agency General Records Retention Schedule AGENCY #   C820000  

DIVISION:  SCHEDULE #  012  

BUREAU:  PAGE # 1 OF 1 

 
 

AGENCY AMENDMENTS 
 
FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) County Agency General Records Retention Schedule 

FORMER AGENCY NUMBER C820000 

FORMER SCHEDULE #   011 

 
 

RECORDS SERIES AMENDMENTS 
 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

0707-0000 Body Worn Cameras (BWC) 
 

New 
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RECORDS RETENTION AND DISPOSITION SCHEDULE  
AGENCY # SCHEDULE # PAGE # 

C820000 012  1 OF 36 

DEPARTMENT: County Agency General Records Retention Schedule  AGENCY REPRESENTATIVE: Stacy Spera 

DIVISION:  TITLE: Confidential Assistant, Local Gov't Services, DCA 

BUREAU:  PHONE #: 609-984-6696     
SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no 
continuing value to the State of New Jersey and will be disposed of as indicated in accordance with the law and regulations of the State Records Committee.  
This schedule will become effective on the date approved by the State Records Committee. 
AGENCY REPRESENTATIVE SIGNATURE DATE: SECRETARY, STATE RECORDS COMMITTEE SIGNATURE DATE: 

    
 

RECORDS SERIES # RECORD TITLE & DESCRIPTION 
RETAIN IN 

DISPOSITION AGENCY RECORDS CENTER 

 

Acknowledgement 
 

Please review the attached Records Retention Schedule, making 
any additions, deletions or changes as necessary. Once the 
schedule has met your satisfaction, please sign this page as the 
agency representative. With this signature, you acknowledge that 
you have reviewed and approved this schedule. Please be advised 
that changes may subsequently be suggested/made to this 
schedule by a panel of Records Analysts at the State Records 
Center. If revisions are suggested/made, you will be notified of 
such. The schedule will then be presented to the State Records 
Committee for final approval. 

 
Management of Electronic Records 

 
This records retention schedule includes records series which are 
maintained in an electronic format. In the normal course of 
business, the agency will take the necessary actions to ensure: 
hardware and software maintenance, backup procedures, security 
measures, and compliance with the rules and regulations 
pertaining to the maintenance of public records.  Any reference 
made herein to the process of data erasure means the process of 
data degaussing. 
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0707-0000 Body Worn Cameras (BWC)
---
Device worn by a law enforcement officer that makes an electronic 
audio/video recording of activities that take place during any law 
enforcement action. This does not include mobile video recording devices 
(MVR), any form of electronic recording device worn by a law enforcement 
officer while acting in an undercover capacity, or electronic recording 
devices when used to comply with the requirement of Rule 3:17 (electronic 
recording station house custodial interrogations). 
(N.J.S.A. 52:17B-98; Attorney General Law Enforcement Directive No. 
2015-1)

Exceptions:
A. Recording pertains to a criminal investigation or otherwise records 
information that may be subject to discovery in a prosecution.  Recording 
shall be treated as evidence and held for the applicable retention.

B. Recording of an arrest that did not result in an ongoing prosecution, or 
records use of police force.  Recording shall be kept until the expiration of 
the statute of limitations for filing a civil complaint.

C. Recording of an incident that is the subject of an internal affairs 
complaint.  Recording shall be kept pending final resolution of the internal 
affairs investigation and any administrative action.

P 90 Days

unless one of 
the
exceptions
are met

Destroy

* P - Public, C - Confidential
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RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT  

DEPARTMENT  Municipal Agency General Records Retention Schedule AGENCY #   M100000  

DIVISION:  SCHEDULE #  012  

BUREAU:  PAGE # 1 OF 1 

 
 

AGENCY AMENDMENTS 
 
FORMER AGENCY NAME 
(DEPARTMENT/DIVISION/BUREAU) Municipal Agency General Records Retention Schedule 

FORMER AGENCY NUMBER M100000 

FORMER SCHEDULE #   011 

 
 

RECORDS SERIES AMENDMENTS 
 

RECORD SERIES 
# 

RECORD SERIES NAME TYPE OF 
CHANGE 

FORMER DESIGNATION (IF APPLICABLE) NEW DESIGNATION (IF APPLICABLE) 

0707-0000 Body Worn Cameras (BWC) 
 

New 
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RECORDS RETENTION AND DISPOSITION SCHEDULE  
AGENCY # SCHEDULE # PAGE # 

M100000 012 
 1 OF 36 

DEPARTMENT: Municipal Agency General Records Retention Schedule AGENCY REPRESENTATIVE: Stacy Spera  

DIVISION:  TITLE: Confidential Assistant, Local Gov't Services, DCA 

BUREAU:  PHONE #: 609-984-6696     
SCHEDULE APPROVAL: Unless in litigation, the records covered by this schedule, upon expiration of their retention periods, will be deemed to have no 
continuing value to the State of New Jersey and will be disposed of as indicated in accordance with the law and regulations of the State Records Committee.  
This schedule will become effective on the date approved by the State Records Committee. 
AGENCY REPRESENTATIVE SIGNATURE DATE: SECRETARY, STATE RECORDS COMMITTEE SIGNATURE DATE: 

    
 

RECORDS SERIES # RECORD TITLE & DESCRIPTION 
RETAIN IN 

DISPOSITION AGENCY RECORDS CENTER 

 

Acknowledgement 
 

Please review the attached Records Retention Schedule, making 
any additions, deletions or changes as necessary. Once the 
schedule has met your satisfaction, please sign this page as the 
agency representative. With this signature, you acknowledge that 
you have reviewed and approved this schedule. Please be advised 
that changes may subsequently be suggested/made to this 
schedule by a panel of Records Analysts at the State Records 
Center. If revisions are suggested/made, you will be notified of 
such. The schedule will then be presented to the State Records 
Committee for final approval. 

 
Management of Electronic Records 

 
This records retention schedule includes records series which are 
maintained in an electronic format. In the normal course of 
business, the agency will take the necessary actions to ensure: 
hardware and software maintenance, backup procedures, security 
measures, and compliance with the rules and regulations 
pertaining to the maintenance of public records.  Any reference 
made herein to the process of data erasure means the process of 
data degaussing. 
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0707-0000 Body Worn Cameras (BWC)
---
Device worn by a law enforcement officer that makes an electronic 
audio/video recording of activities that take place during any law 
enforcement action. This does not include mobile video recording devices 
(MVR), any form of electronic recording device worn by a law enforcement 
officer while acting in an undercover capacity, or electronic recording 
devices when used to comply with the requirement of Rule 3:17 (electronic 
recording station house custodial interrogations). 
(N.J.S.A. 52:17B-98; Attorney General Law Enforcement Directive No. 
2015-1)

Exceptions:
A. Recording pertains to a criminal investigation or otherwise records 
information that may be subject to discovery in a prosecution.  Recording 
shall be treated as evidence and held for the applicable retention.

B. Recording of an arrest that did not result in an ongoing prosecution, or 
records use of police force.  Recording shall be kept until the expiration of 
the statute of limitations for filing a civil complaint.

C. Recording of an incident that is the subject of an internal affairs 
complaint.  Recording shall be kept pending final resolution of the internal 
affairs investigation and any administrative action.

P 90 Days

unless one of 
the
exceptions
are met

Destroy

* P - Public, C - Confidential
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Damaged Records Disposal Recommendation 
 

TO:        State Records Committee: 
 
FROM:  Vilirie D. Perry, Records Analyst 1 
 
DATE:   July 21, 2016 
 
SUBJECT: Mount Olive Police Department for Disposal of Damaged Records Recommendation 
 
Agency Disaster Narrative: 
 
The Mount Olive Police Department, 204 Flanders‐Drakestown Road, Budd Lake, New Jersey 07828 
is requesting a Special Request for Disposal of Damaged Records.   
 
On February 12, 2016, a complaint from two Mount Olive (MO) Police Department employees 
regarding the conditions present in the Police Departmentʹs records storage trailer; resulted into an 
investigation by MO Health Department.  The MO Health Department deemed the present 
condition, a public and employee health hazard to those exposed to the environment (See attached).  
 
Mount Olive Police department records have been stored in a large metal trailer container for over 
17 years.  The trailer has poor ventilation and holes on the ceiling and sides exposing it to the 
elements and rodents. The documents within the unit are stored  in steel file cabinets however water 
and dampness has seeped  in and caused  significant mold and water damage.  There are also a 
significant number of documents that have been destroyed by rodents eating the files and creating 
nests. 
                                                                                                                                                                                                  
There are 18 individual records series listed on the Damaged Records Inventory.  Of the 18 records 
series, six have not met their retention period. The 6 outstanding records series are:  
 
Records         Records Series title:                        Inclusive                      Retention   
Series # _______________________________   _      Dates ____________   Period_    
36‐0001   Criminal, Excluding Homicide ‐ Arrest  1960‐1994                    75 years/Destroy   
36‐0005   Homicide (Record Copy)                        1960‐1994                   Permanent 
36‐0006   Sudden and Accidental Deaths                 1960‐1994        Permanent       

         36‐0009   Latent Prints, Photographs, and                1960‐1994                   Permanent                                                   
                            Negatives In Cases of Fatalities And Sudden Deaths             

             53‐0002   Fatal Accident Report Files‐ Closed         1960‐1994                   Permanent         
             95‐0001   Crime Scene Video Tapes ‐                        1960 1994                   Permanent 
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These records are the only report copies available and there is no other way to recover them.   
However, the police department maintains a master name file within the police department  that  
contains limited  information about an incident and the people involved. 
 
The remaining 12 records series have met their retention period and can be destroyed, upon the  
approval  of the State Records Committee.   
. 

  Measures  have  been taken  to prevent future damage to the agencyʹs  records. Mount Olive     
             Township has two newer climate  controlled  (Heat & AC equipped)  records  trailers where newer   
             archived  records (1994‐ 2008) are currently stored. The police department  utilizes 1/3 of one of 
         these  t railers.   The township plans  to purchase a new trailer  in 2016 to be used solely by the   
             police department which will also be climate controlled.  The police department  stores all     
             records from 2009‐ present on site at the police department. 
 
  Please find letters reports, pictures, quotes and other related materials. 
 
   
            Contact  Person:   L t .  Michael Spitzer Deputy Records Custodian 973‐691‐0900 Ext. 7571 
                                                           Trevor Weigle, Mount Olive Local  health  officer 



DEPARTMENT OF THE TREASURY 
DIVISION OF REVENUE AND ENTERPRISE SERVICES 

RECORDS MANAGEMENT SERVICES 
Mailing: PO Box 661, Trenton, NJ 08625 

Location: 2300 Stuyvesant Avenue, Trenton, NJ 08618 

Damaged Records Report 

Agency Name:  

Address:   

Phone:   

Email:  

Contact Person:  

Date the damage occurred:  

Date the damage was discovered:  

Complete the following.  (Answer field will expand to accommodate all answers) 

MOUNT OLIVE TOWNSHIP OLIVE DEPARTMENT 

204 FLANDERS DRAKESTOWN ROAD, BUDD LAKE,NJ 07828 

mikespitzer@mopd.org

973-691-0900 Ext. 7571

Lt. Michael T. Spitzer

Unknown - Long Term

02/12/2016

 1.  Describe circumstances of how the damage occurred. 
Records have been stored in a large metal trailer container for over 17 years.  The crate has poor ventilation and holes on 
the ceiling & sides exposing it to the elements and rodents.  The documents within the unit are stored in steel file cabinets 
however water and dampness has seeped in and caused significant mold and water damage.  There are also a significant 
number of documents that have been destroyed by rodents eating the files and creating nests.  In addition rodent feces & 
urine have been observed on a large number of records in the container as well.  
 2.  What salvage attempts were made?  
No salvage attempts have been made because the damage is so significant and the storage unit has been deemed 
uninhabitable by the local health officer, Trevor Weigle.

 3.  Were any of the records affected by this event salvageable? 
No.



 4.  Why are these records unsalvageable? 

The documents are covered in mold and most multi-paged documents can't be separated due to water damage.  A large 
number of the documents have been contaminated with rodent feces and urine.  In addition many of the records have 
been shredded and eaten by rodents creating nests. 

 5.  Who determined that the records could not be salvaged? 

Lt. Michael Spitzer, the Deputy Records Custodian along with the recommendation of the the Mount Olive Township 
Health Officer, Trevor Weigle. 

 6.  Are there other copies of the damaged records in other locations or are there ways to reconstruct the damaged records 
(i.e. payroll records could be recovered from your payroll service provider)?   
The documents stored in this unit are incident and arrest records of all different types from the years 1960-1994.  Files 
may contain photographs, latent prints, property reports or other supporting documents as well.  These records are the 
only report copies available and there is no other way to recover them.  The department does however maintain a master 
name file within the police department that contains limited information about an incident and the people involved. 
 7.  Are there additional records still maintained in the building?  If yes, how are these records being protected?
No, the only records in this location are those mentioned above in question #6. 

 8.  What measures are being taken to prevent future damage to the agency’s records?  

Mount Olive Township has two newer climate controlled (Heat & AC equipped) records trailers where newer archived 
records (1994 - 2008) are currently stored. The police department utilizes 1/3 of one of these trailers.  The township plans 
to purchase a new trailer in 2016 to be used solely by the police department which will also be climate controlled.  The 
police department stores all records from 2009 - present on site at the police department.  

Submit by Email



Damaged Records Inventory 

DEPARTMENT OF THE TREASURY 
DIVISION OF REVENUE AND ENTERPRISE SERVICES  
RECORDS MANAGEMENT SERVICES  
Mailing: PO Box 661, Trenton, NJ 08625 
Location: 2300 Stuyvesant Avenue, Trenton, NJ 08618 

SCHEDULE NUMBER: 

Record 

Series 
Number 

Record Series Name 
Retention 

Time 
Inclusive Years 

Volume 

(cubic feet) 
Damage Type

Other copies 

available? 

Criminal, Excluding Homicide - Ar 75 Years

0036-004

0036-007

0036-005

0036-006

Criminal, Excluding Homiced, Miss

Drunk Driving (Record Copy)

Homicide (Record Copy)

Sudden & Accidental Death (Record

Incident Reports (Copy)

7 Years

6 Years

Permanent

Permanent

1 Year

1960-1994

1960-1994

1960-1994

1960-1994

1960-1994

1960-1994

300

25

100

15

75

25

Mold0036-0001

0036-002

No

Mold

Mold

Mold

Mold

Mold

No

No

No

No

No

0036-0010

0036-0008

0036-0009

Latent Prints, Photo & Negs.-Non 

Latent Prints, Photo & Negs.-Fat

Drunk Driving Video Tape

Retain with 

Permannet

30 Days Afte 1960-1994

1960-1994

1960-1994

25

10

10

Mold

Mold

Mold

No

No

No

MOUNT OLIVE TOWNSHIP POLICE DEPARTMENT

0038-0000 Juvenile Case Files 5 Years Afte 1960-1994 125
Mold No

0046-0000

0041-0000

0045-0000

Juvenile Pictures & Fingerprints

Missing Person Log

Missing Person Report - Juvenile 

5 Years Afte

3 Years Afte

1 Year After 1960-1994

1960-1994

1960-1994

10

5

75

Mold

Mold

Mold

No

No

No

 RETENTION SCHEDULE AGENCY NUMBER: M900000-006

006

AGENCY NAME



Record 

Series 
Number 

Record Series Name 
Retention 

Time 
Inclusive Years 

Volume 

(cubic feet) 
Damage Type

Other copies 

available? 

Reportable & Non-Reportable Accid 3 Years

0064-0000

0095-0001

0095-0002

Fatal Accident Report Files - Clo

Property Sheet/Receipt

Crime Scene Video Tapes - In Case

Crime Scene Video Tapes - In Case

Permanent

3 Years Afte

Permanent

Retain with 

1960-1994

1960-1994

1960-1994

1960-1994

1960-1994

200

40

50

5

5

Mold0053-0001

0053-0002

No

Mold

Mold

Mold

Mold

No

No

No

No
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DEPARTMENT OF THE TREASURY  
DIVISION OF REVENUE AND ENTERPRISE SERVICES 

RECORDS MANAGEMENT SERVICES  

Damaged Records  
Disposal Certification 

TO:  State Records Committee

FROM: 

DATE: 

SUBJECT: 

I hereby certify that the records listed on the attached Request and Authorization for 

All attempts to salvage said records have proven unsuccessful or not cost-effective.
 Subsequently, continued retention of said records has been deemed impratical.    

Signature 

Lt. Michael T. Spitzer

Mount Olive Township Police Department - Request to Destroy Damaged Documents

Michael Spitzer

Title 

Lt. Michael Spitzer - Deputy Records Custodian, Mt. Olive Police

March 7, 2016

Records Disposal  form(s) have sustained significant damage that warrants their disposal.

Submit by Email























 

BELFORUSA 2425 Blue Smoke Court South, Fort. Worth TX 76105     Tel: 817.535.6793   Fax: 817.536.1167 

24/7 emergency hotline: 800.856.3333 · www.belforusa.com 

 

 

 

 

 

 

04-18-16 

 

 

Ms. Laura Harris 

Administrator  

Mount Olive Township 

204 Flanders-Drakestown Road 

Budd Lake, NJ 07828 

 

Re: Records Decontamination 

 

Ms. Harris, 

 

Thank you for considering Belfor for restoring your court records damaged by mold and 

pest infestation. As we discussed Belfor is considered the leader within the document 

restoration field and has successfully completed numerous projects for New Jersey 

Government entities associated with damage from Hurricane Irene and Tropical Storm 

Lee. 

 

Normally we treat documents with Gamma Radiation which renders any organic 

contaminants non-viable. Cleaning and decontamination will remove the majority of 

remaining non-viable mold and other contaminants. Some staining of the documents will 

remain. The goal of the process is to make the documents legible and safe to handle.  

 

Please feel free to call with questions or for clarifications. 

 

Thank you, 

 

Mitchell Parks 

Belfor Technical Services 

 

 

 

 

 

 

 

 

 

 

 



 

BELFORUSA 2425 Blue Smoke Court South, Fort. Worth TX 76105     Tel: 817.535.6793   Fax: 817.536.1167 

24/7 emergency hotline: 800.856.3333 · www.belforusa.com 

 

Decontamination Pricing 

 

1. Shipping to Belfor Document Laboratory-     $1,250 

 

2. Document Decontamination  

360 cubic feet CF x$135       $48,600 

 

3. Gamma Radiation 360 CF x $25                  $9,000 

 

4. Re-boxing (Belfor provided boxes) 240 x $5    $1,200 

 

5. Return shipping        $1,250  

 

Total          $61,300 

 

Imaging Pricing 

 

360 CF x 2500 pages per CF =900,000 x $.22 per image =              $198,000 

 

Price includes decontamination of documents using proper PPE for technicians to prep 

for imaging. Also includes decontaminating equipment and imaging space post project 

completion. 

 

Imaging will utilize DARM standards unless instructed differently 

 

Certified Destruction Pricing 

 

360 cubic feet x 35 pounds per CF= 12,600 pounds @ $.22   $2,722 

 

Shipping          $1,250 

 

Total          $3,972 

 

Quantities are based on an inspection of the container by William Reiss on 04-14-16 

any changes in quantity may result in additional charges. 

 

 

 

 

 

 



 

 

 

 

 

 

Mount Olive, NJ 

Document Restoration 

Scanning 
 

        April 18th, 2016 

 

 

 

 

 

 

 

 

 

 

 

 

SUBMITTED BY:  

Vincent DeTommaso 

Foveonics Imaging Technologies, Inc. 

310 Main Street, Suite 6 

Toms River, NJ 08754 

866-330-6577 Phone 

732-228-6101 Fax 

vincent@foveonics.com 

www.foveonics.com 
 

 

mailto:vincent@foveonics.com
http://www.foveonics.com/


Mount Olive Township, Restoration   April  11th,  2015 
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G: Pricing Option 1 
Description Quantity Total 

Forklift Rental 1.0 $1,200.00 

Document Supervisor 16.0 $880.00 

Document General Laborer 64.0 $2,080.00 

Cleaning - Level 3 (per cu. ft.) 1200.0 $150,192.0 

   

Freeze Drying - (1001+ cu. ft) 0.0 $0.00 

Cost per cu. ft. if documents are wet. Each box will be checked to     
determine moisture content. $50.00 per cu. ft. 

  

Cleaning - Additional (per cu. ft) 0.0 $0.00 

Additional charge if microbial growth is present. $109.54 per cu. ft.   

Shipping 1.0 $5,000.00 

Cost + 20%   

Gamma Irradiation (per cu. ft.) 1200.0 $15,000.00 

 

          SUB-TOTAL                                                                   $174,352 

 

Approximately 1.2m to 1.5m Images to be scanned after cleaning 

Scanning Costs  (.10cents to .30 cents 8 ½ x 11 up to 8 ½ x 14).  (20 cents average)  $240K to 300K                              

 

      Grand Totals:                                     $414,352 to $474,352 

Quote estimate is based on no physical site survey.  We reserve the right to raise or lower the quote 

based on actual count and site survey. 

 

 



Request to Dispose of Hardcopy Version of Scanned Records with Permanent or 
Archives/Archival Review Retention  

Public Agency  

Submits Destruction 
Request Via Artemis

Records Management Services 
Review 

(Advance on “yes “answers)

Image System 
Registered?
• If No, Rejection Notice

Valid Record 
Series and 
Retention Met?
• If No, Rejection Notice 

Required 
Metadata and 
Approved File 
Format?
• If No, Rejection Notice

Approved 
Migration Path?
• If No, Rejection Notice

Archives 
Review 

(Advance on “no” answers)

Accession Into 
State Archives?
• If Yes, Notice to Agency 
about Accessioning 
Process

Hardcopy Has Intrinsic 
Value?
• If Yes, discussions regarding 
holding at agency or at 
Archives

Specific Reason for 
Human‐Readable 
Back‐up?
• If Yes, Archives presents to SRC 
as non‐routine request.

State Records Committee

Routine Destruction requests are recorded  as 
part of meetings.  Non‐Routine Request (with 
justification for recommending human readable 
back‐up) will be presented by Archives, with 

testimony by  the  agency  involved if  the agency 
wishes to be heard on the matter,  for SRC 

consideration and vote.) 
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