
Retention 
Basics






Local 
Government 

Records 
Retention 
Schedules

A retention schedule is a 
document that tells you how 
long to keep specific types of  
records and what should happen 
to those records when you no 
longer need them.



Local Records 
Board

 The Local Records Board serves as the coordinating 
board to establish proper retention schedules for all 
local governments. It derives its authority from RSMo 
109.230 and 109.255, Missouri's Business and Public 
Records Law.

 Laura Burbridge - Republic City Clerk - 2025

 Anita Cotter - Springfield City Clerk - 2026

 Annie Golden - Jasper County Archivist - -2025

 Kelly Hall - Christian County Recorder - 2028



Records 
Management

Records Management governs how 
organizations create, receive, store, use, 
access, and dispose of  records, regardless 
of  whether records are in paper or 
electronic format.
Taking care of  government records and 

retaining or disposing of  them using local 
government records retention schedules 
developed and maintained by the Local 
Records Board.





What is a 
Record?

A "record" is defined as any "document, 
book, paper, photograph, map, sound 
recording or other material, regardless 
of  physical form or characteristics, made 
or received pursuant to law or in 
connection with the transaction of  official 
business" (109.210(5) RSMo).
This definition includes those records 

created, used and maintained in electronic 
form.



Non-Records

● According to Section 109.210(5) 
RSMo, the following are not 
records…

● Superseded manuals, blank forms
● Work papers and drafts of  reports 

or correspondence.
● Catalogs, trade journals and other 

reference materials
● Extra copies of  official copies; 

identical copies of  documents 
maintained in the same file.



Non-Records

Non-records do not require retention 
scheduling or destruction authorization or 
reporting.

To control excessive accumulation, it is 
necessary to keep only current, useful 
materials and to destroy non-records 
immediately after needs have been 
satisfied.

Avoid filing non-record material with 
records.





Destruction of  
Records

The records classification and retention 
periods…constitute legal authority for 
retention and disposal of  official records. 
No records can be destroyed until they 
meet the minimum retention period listed 
in this manual. In cases where there is no 
schedule for a particular record series, the 
Local Records Board must grant 
permission for the destruction.



Destruction of  
Records

The disposition of  records should be 
recorded in a document such as the 
minutes of  the city council or other legally 
constituted authority that has permanent 
record status. The record should include 
the description and quantity of  each 
record series disposed of, manner of  
destruction, inclusive dates covered and 
the date on which destruction was 
accomplished.
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