INISTRATIVE CODE
BOARSD&: COUNTY COMMISSIONERS

CATEGORY : CODE NUMBER:
Adminigtration T.C- 1-5:
ADOPTED:
AILE: 5/26/76
McrofilmRetention Policy
AMENDED:
1/4/95

ORI G NATI NGDEPARTHENT :
Facilities Management

PURPOSE/SCOPE-
rof||m records with a retentian requirement greater, than 10 e rs can
POVl Bor‘% |on to nan¥ data retr*ev ?q § tor ge problens. tlya row des
capabl Itn}é rec%n? ructlng In orrrat|on l'es”In' the event o nat
di sast er n-nmade hol ocaust
POLICY/PROCEDURE:
To insyre the securit Lee County records, the follow ng procedures are
8opte standar d Jw del I nes: y 9P

. fil
LT L i 1 o ey
(2) WorKki ng rdes of the Orlé]rl ntaJ|f|Imvv|II be located within the department

ose s areonm
3) A security back copy will be storedinarecords retentionfacilit
( )out5| e Lee &ount Ifgnda. y

(4) Accessto a]ny|nforrrat|o[r)1|nthe mcronIibraeriLI e al|owed onl
ersonnel “desi natF y. Writt ep aut l5|zat|on f the department hea
Wno e records areon file“in the ril rary.

(5) Custodian is the Director of Facilities Mnagement or designee.
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