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	Margaret Cross-Norton Building
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Records Management Section

Margaret Cross Norton Building

Capitol Complex

Springfield, IL  62756

(217)782-1082
ghuston@ilsos.net

Contacts

Local Records Unit:
   (217)782-7075 or (217)782-7076

To Schedule Appointments With Local Records Unit Field Representatives:             (217)782-1080 – Sheila Cowles
To See If You Have Security Microfilm Stored At The State Archives:                (217)782-7548 – Bob Lyons
IL Regional Depository:  (217)782-1266 – Karl Moore
History of the  

“Local Records Act”

Before the “Local Records Act”, records management among local units of government had no uniformity.  Each unit of local government decided how long to keep its records. 

Because the officials of each unit of government were elected and changed fairly frequently, many did not even know what records they possessed or where those records were located.  

Some looked at old records as a nuisance and either stored them poorly or discarded them.  The problems of such a system were obvious, especially in terms of legal considerations, public access, and historical concerns. 

The Local Records Act (50 ILCS 205) regulates the preservation or disposal of the public record of all units of Local Government in Illinois. The law’s purpose is to maintain a mechanism for the retention of those records that are necessary for the proper functioning of government, the destruction of obsolete and valueless records, and the archival preservation of those records that have long-term research values but are not necessary for the routine operations of local government. By disposing of useless records and by preserving archival records, valuable storage space can be freed for the ever-increasing quantities of current records, which are vital for the daily business of local officials.
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What is a public record under the “Local Records Act”?

"Public record" means any book, paper, map, photograph, digitized electronic material, or other official documentary material, regardless of physical form or characteristics, made, produced, executed or received by any agency or officer pursuant to law or in connection with the transaction of public business and preserved or appropriate for preservation by such agency or officer, or any successor thereof, as evidence of the organization, function, policies, decisions, procedures, or other activities thereof, or because of the informational data contained therein. 

Library and museum material made or acquired and preserved solely for reference or exhibition purposes, extra copies of documents preserved only for convenience of reference, and stocks of publications and of processed documents are not included within the definition of public record. 
(Source: P.A. 89‑272, eff. 8‑10‑95.)

Are faxes, videos, emails, and instant messages records, etc.?

Yes, depending on the information contained in the fax, email or instant message or the information recorded on the dvd, cd, video, or cassette tape.  If the information fits the definition above it is a public record subject to the provisions of the “Local Records Act” regardless of the media the data is maintained in. 

We no longer maintain records simply on paper or on microfilm. Data can be stored on many types of media including cassette tapes, magnetic tapes, floppy disks, hard-drives, cd’s,  dvd’s, etc.

Effective January 1, 2001, the Local Records Act (50 ILCS 205) was amended to allow Local Government agencies to reproduce existing public records in a digitized electronic format with the intent to dispose of the original records. This practice is only allowable if the electronic records are reproduced on a "durable medium that accurately and legibly reproduces the original record in all details," and "that does not permit additions, deletions, or changes to the original document images." 

In addition, the digital records must be "retained in a trustworthy manner so that the records, and the information contained in the records, are accessible and usable for subsequent reference at all times while the information must be retained."  Agencies must remember that any information that was a public record when produced in paper remains a public record when produced or maintained in any digital format, and that any information created as, or converted to, an electronic format is a government asset and must be retained for any period required by law or Local Records Commission regulations. 

Each agency is also under the obligation to file a Records Disposal Certificate with the appropriate Local Records Commission before any original record may be disposed of and before the reproduced digital record is disposed of.

How Can I Legally Dispose of Records?

1. Each agency must submit an “Application for Authority to Dispose of Local Records” to the appropriate Local Records Commission prior to the destruction of any record. (See sample Application in  packet)

2. After the Application has been approved by the Local Records Commission it will become your agency’s Records Retention Schedule. 

3. You can then dispose of records after the minimum retention period listed for each record series is met, provided no litigation is pending or anticipated and providing all audit requirements (local, state, and federal) have been met and after your have submitted and received  an approved Local Records Disposal Certificate from the appropriate Local Records Commission.

4. Disposal Certificates must be submitted to the Local Records Commission authorizing the destruction at least sixty (60) days before the date the agency wishes to dispose of the records per Section 400.40 of the Illinois Administrative Code. 

5. Under 720 ILCS 5/32-8. Tampering with public records. A person who knowingly and without lawful authority alters, destroys, defaces, removes or conceals any public record commits a Class 4 felony. (Source: Public Act 77-2638)

6. Who prepares the Application?  A Local Records Unit field representative from the State Archives will inventory your agency’s records for you at no charge to the agency and submit the Application to the Commission for your agency.

7. The Local Records field representative can also prepare your first Local Records Disposal Certificate for you at no charge and explain the procedures for preparing the Disposal Certificate. 

8. If you already have a schedule and would like assistance in completing the disposal certificate, need to have additional record series added to your current application, or need a new application please call our office at (217)782-1080 and ask to have an appointment scheduled with a field representative.

9. If  you intend to microfilm your records, the Local Records Commission has established standards for microfilming. Copies of the standards for microfilming may be printed out from our web page. If you do not have access to the internet and need copies of the regulations please call our office at (217)782-7075 and ask to have copies mailed to your office.

On the following pages you will find:

Sample Application for Authority to Dispose of Local Records

Sample Records Disposal Certificate with instructions

Chart for computing cubic feet

Chart for computing retention periods

Internet access instructions

Local Records Act

Administrative Code – Local Records Commission 

Electronic Records Guide

Sample 

Records Retention Schedule 


APPLICATION FOR AUTHORITY
Application No. 91:284  

TO DISPOSE OF LOCAL RECORDS
Page 1 of  13

State of Illinois

Local Records Commission

Archives Building

SPRINGFIELD, IL  62756

(217)782-7075
	County                                                                                              City
 Lake
                                                        Barrington    60010  
AGENCY
XYZ Township
  
ADDRESS
1234 Main Street  
PHONE     (708)555-1212

I hereby request authority to dispose of local government records according to the schedule below. I certify that any microfilm or digitized copies will be made in accordance with standards of the Local Records Commission and will be adequate substitutes for the original records.

________________________________________________   _______________________________

                        Signature of Agency Head                                    Date


	
	LOCAL RECORDS COMMISSION APPROVAL

Robert E. Ausbury

CHAIRMAN
John Daly

DIRECTOR, STATE ARCHIVES
November 5, 1991

DATE


RECORDS LISTED ON THIS APPLICATION MAY BE  DISPOSED OF 

After their individual retention period is complete:

	-
	if they are correctly listed on a Records Disposal Certificate submitted to and approved by the Local Records Commission  sixty (60) days prior to disposal,

	-
	providing any local, state, and federal audit requirements have been met,

	-
	as long as they are not needed for any litigation either pending or anticipated,

	-
	This records retention schedule does not relieve local governments of retention requirements mandated by other state and federal statutes and regulations. When such an obligation does exist, then the longer retention period takes precedence.


Any record on this application may be microfilmed or digitized and the record disposed of if the record is microfilmed or digitized in accordance with the standards of the Local Records Commission Rules and if the film or digitized record is retained for the prescribed retention period. Disposal of records after microfilming or digitizing must be noted on the Records Disposal Certificate.
.
	
	
	Administrative & Miscellaneous Records

	
	
	

	100.     
	
	Applications for authority to dispose of local records and records disposal certificates

	
	
	

	
	
	Dates:
	2004-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Alphabetical by subject

	
	
	

	
	
	Recommendation:
	Retain permanently.



	101.
	
	acknowledgements of receipt of reports by state agencies

	
	
	

	
	
	Dates:
	1974-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for two (2) years, then dispose of.



	102.
	
	administrative files (correspondence, pamphlets from public and private agencies, legislation copies of minutes from professional organizations, etc.)

	
	
	

	
	
	Dates:
	1953-

	
	
	Volume:
	4½ Cu. Ft. 

	
	
	Annual Accumulation:
	¼ Cu. Ft. 

	
	
	Arrangement:
	Alphabetical by subject

	
	
	

	
	
	Recommendation:
	Retain for one (1) year, then dispose of records no longer possessing any further administrative, fiscal, legal, and/or historical value.



	103.
	
	bids, specifications and proposals

	
	
	

	
	
	Dates:
	1966-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological and Alphabetical by Project 

	
	
	

	
	
	Recommendation:
	Retain successful bids for ten (10) years after terms of the related contract are completed, then dispose of. Retain unsuccessful bids for three (3) years after rejection, then dispose of.  Retain departmental copies until the bidding process is complete, then dispose of.



	104.
	
	cemetery records

	
	
	

	
	
	Dates:
	1999-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain permanently.



	105.
	
	certificates of membership – township officials of illinois

	
	
	

	
	
	Dates:
	1996-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain until administrative use is complete, then dispose of.


	106.
	
	complaints by citizens

	
	
	

	
	
	Dates:
	1969-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for seven (7) years after retirement, then dispose of.



	107.
	
	contracts, leases, and agreements for goods and services

	
	
	

	
	
	Dates:
	1965-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Alphabetical by subject

	
	
	

	
	
	Recommendation:
	Retain contracts and contract renewals for ten (10) years after termination or completion of the terms of the contract, agreement, or lease, then dispose of. Copies: retain for two (2) years, then dispose of.



	108.
	
	decennial census records

	
	
	

	
	
	Dates:
	1999-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for ten (10) years, then dispose of.



	109.
	
	equipment and vehicle records (operation manuals, service orders, warranties, repair tickets, bills of sale, etc.)

	
	
	

	
	
	Dates:
	1965-

	
	
	Volume:
	1 Cu. Ft. 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological and alphabetical by equipment

	
	
	

	
	
	Recommendation:
	Retain until equipment is sold, traded, or junked, then dispose of.



	110.
	
	“freedom of information act” requests and denials

	
	
	

	
	
	Dates:
	2004-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for two (2) years from date of filing, then dispose of.



	111.
	
	gas tickets

	
	
	

	
	
	Dates:
	1975-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then dispose of.



	112.
	
	illinois commerce commission records concerning indian point township

	
	
	

	
	
	Dates:
	1983-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for three (3) years following settlement of case, then dispose of.



	113.
	
	inventories of equipment, supplies, etc.

	
	
	

	
	
	Dates:
	1966-

	
	
	Volume:
	Negligible 

	
	
	Annual Accumulation:
	Negligible 

	
	
	Arrangement:
	Chronological 

	
	
	

	
	
	Recommendation:
	Retain for two (2) years after superseded by new inventory, then dispose of.




Sample 

Local Records Disposal Certificate

	RECORDS DISPOSAL CERTIFICATE

MAIL TO:     Local Records Commission

         
         Margaret Cross Norton Bldg.

                      Capital Complex

         
          Springfield, Illinois  62756

         
          (217) 782-7075
Directions:

1. Fill in all blanks and columns using your Application For                                                                            Authority to Dispose of   Local Records as a guideline.
2.  Sign and send  the Disposal Certificate to the address above
 sixty (60) days prior to the disposal date. 

3. Retain records  and a copy of this Disposal Certificate until  the  disposal certificate is approved and a copy is  returned.

	application no.


91:284

cOUNTY:

Lake

AGENCY:

XYZ Township

sTREET aDDRESS:

1234  Main St. PO Box 283

cITY & zIP CODE

Barrington  60010

tELEPHONE:

(815)555-1212

cONTACT pERSON

Jane Smith

Note:  Please Retain the approved copy of this Disposal Certificate permanently, with your Application for Authority to Dispose of Local Records.

	     Application 

Item No.
	RECORD SERIES
	Inclusive

Dates
	Cubic Feet to  

be disposed 

	103.

	Bids, Specs., and Proposals (Unsuccessful)
	1999-2000
	Neg.

	103.
	Bids, Specs., and Proposals (Successful)
	1966-1986
	Neg.

	111.
	Gas Tickets
	1975-2000
	Neg.

	Please list each record series  in numeric order by the item number from your application for each series. Also, please enter the titles for each record series as listed on your application.



	Do not list any record series on this Disposal Certificate which have not been approved for disposal by the Local Records Commission.  If you have records to dispose of which are not listed on your Application then please call our office and request that a field representative add the items to your Application.  In some instances it may be necessary to do a new inventory



	Computing Cubic Feet:

1 Full Letter Size Drawer = 1.5 Cu. Ft.

	1 Full Legal Size Drawer = 2.0 Cu. Ft.

	1 Full Lateral File Size Drawer or Banker Box = 2.5 Cu. Ft.

	If you just have a few files folders (less than .25 Cu. Ft. then enter “Negligible” as the cubic feet to be disposed of

	A box about the size, copy paper is received in generally holds approximately 1 Cu. Ft.

	

	For assistance in computing the retention period see the attached chart.

	If you need additional assistance please call the Local Records Unit (217)782-7075

	If you would like a copy of a blank Disposal Certificate to use as template in Microsoft Word 97 

please send an email  to scowles@ilsos.net  and request a blank disposal certificate.

	If any of the above records are filmed, I hereby certify that the film

on which the records were reproduced complies with the standards
	I hereby  certify that in compliance with authorization received from the Local Records Commission the records listed above will be disposed of on or after the following date:

	given in Sections 4000.50 and 4000.60 of the Regulations of the 
	November 1, 2007

	Local Records Commission.  If records are digitized, I certify that the original is reproduced accurately and legibly in all details in a medium
	                       This date should be 60 days after the date of signature           
                             

	 that does not permit additions, deletions, or changes to the images.

       X

     ______________________________________________

                                                                                  
	     Jane Doe                     September 1, 2007                        

SIGNATURE                          ENTER CURRENT DATE HERE
                                     Jane Does, Township Supervisor




	Computing Retention Periods For Disposal Certificates

	In accordance with the Illinois Administrative Code, Section 4000.40 please submit Disposal Certificates at least 60 days in advance 

of when you intend to dispose of the records.

	In 2012 You May Submit A Disposal Certificate To Dispose of Records Listed on Your Application For Authority to Dispose of Local Records 

For The Following Calendar Years.  

	If The Retention Period Is:
	Note
	Latest Date of Records

	1 Year
	You May Dispose of Records Dated  December 2010 or earlier
	2010

	2 Years
	You May Dispose of Records Dated  December 2009 or earlier
	2009

	3 Years
	You May Dispose of Records Dated  December 2008 or earlier
	2008

	4 Years
	You May Dispose of Records Dated  December 2007 or earlier
	2007

	5 Years
	You May Dispose of Records Dated  December 2006 or earlier
	2006

	6 Years
	You May Dispose of Records Dated  December 2005 or earlier
	2005

	7 Years
	You May Dispose of Records Dated  December 2004 or earlier
	2004

	8 Years
	You May Dispose of Records Dated  December 2003 or earlier
	2003

	9 Years
	You May Dispose of Records Dated  December 2002 or earlier
	2002

	10 Years
	You May Dispose of Records Dated  December 2001 or earlier
	2001

	11 Years
	You May Dispose of Records Dated  December 2000 or earlier
	2000

	12 Years
	You May Dispose of Records Dated  December 1999 or earlier
	1999

	13 Years
	You May Dispose of Records Dated  December 1998 or earlier
	1998

	14 Years
	You May Dispose of Records Dated  December 1997or earlier
	1997

	15 Years
	You May Dispose of Records Dated  December 1996 or earlier
	1996

	22 Months
	You May Dispose of Federal Election Records Dated November 2009
	On or after September 30, 2011

	The above are sample retention periods, your application may contain retention periods longer than 15 years which you may compute accordingly.

	
	Computing Cubic Feet:
	

	
	1 Full Letter Size Drawer = 1.5 Cu. Ft.
	

	
	1 Full Legal Size Drawer = 2.0 Cu. Ft.
	

	
	1 Full Lateral File Size Drawer or Banker Box = 2.5 Cu. Ft.
	

	If you just have a few files folders (less than .25 Cu. Ft.  just enter Negligible as the cubic feet to be dispose of.

	A box about the size, copy paper is received in is around 1 Cu. Ft.

	Approximately 2500 sheets of paper are contained in 1 Cu. Ft.

	If you need assistance please call (217)782-1080


Once the Disposal Certificate has been approved, then you can proceed with the disposal of the records listed on the Disposal Certificate on or after the date listed for disposal.
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	Local Records Disposal Certificate 

A Local Records Disposal Certificate must be filed with and approved by the Local Records Commission before any records may be destroyed. A Local Records Disposal Certificate form can be downloaded in Adobe Acrobat format. The form can be completed using Adobe Acrobat Reader 3.0 or later in your web browser or the file can be saved to disk and used with Adobe Acrobat Reader 3.0 outside your web browser. Macintosh and Windows versions of Acrobat Reader may be downloaded free of charge from Adobe. 

· To use the form in your web browser with Adobe Acrobat Reader 3.0 or later, simply click on the link below. 

· To save the file to disk, right click on the link below and choose a download location. After the file has been saved to disk, you can open the form in Acrobat Reader 3.0 or later and complete it at any time. 

· If you need help in filling out this form or need a paper copy sent to your agency, call (217) 782-7075. 



Instructions for Completing a Local Records Disposal Certificate
When you open the Local Records Disposal Certificate form in Adobe Acrobat Reader, the cursor will be located at the first point at which data  should be entered. Use the Tab key to move to the various data entry points or place your cursor where you would like to enter data.
Data Entry Points 

· Application Number
On the line in the upper right-hand corner of the form, enter the record application number from the Application for Authority to Dispose of Local Records which lists the records to be disposed of. This number will automatically be filled in at the bottom of the form.
  
· County
Enter the name of county.
  
· Agency and Division
Enter the agency and division.
  
· Address and Telephone Number
Enter the address and telephone number of the agency.
 
· Item Number from Application
Enter the item number from the Application for Authority to Dispose of Local Records for each individual item to be disposed of.
  
· Title of Record Series
Enter the title of each record series to be disposed of.
 
· Inclusive Dates
List the beginning and ending date span for each record series to be disposed of.
  
· Cubic Feet to be Destroyed
List the number of cubic feet of records for each record series to be disposed of.
  
· Disposal Date
Enter the date on or after which the records will be disposed of. 

Print the completed Local Records Disposal Certificate form in Adobe Acrobat Reader. At the bottom of the form, the person requesting disposal should sign and date the disposal certificate. Please also indicate the title of the person requesting disposal and print the person's name below the signature. Agencies planning to microfilm and dispose of paper records must also sign the microfilm certification statement on the bottom left portion of the Local Records Disposal Certificate.
Send the Local Records Disposal Certificate to the Local Records Commission, Illinois State Archives, sixty (60) days prior to the disposal date. Retain a copy for your file until an approved copy is returned to your agency.
Do not dispose of materials until the approved copy of the Local Records Disposal Certificate is returned to your agency in compliance with Section 4000.40(b) of the rules of the Downstate Local Records Commission and Section 4500.40(b) of the rules of the Cook County Local Records Commission.


Download a Local Records Disposal Certificate



Click here to find out how to obtain the Adobe Acrobat Reader.



Download a Local Records Disposal Certificate now (Requires Adobe Acrobat Reader 3.0 or later).

	 
	 
	 
	 
	 

	




	


VISITING OUR WEBSITE

HTTP://ILSOS.NET or  HTTP://CYBERDRIVEILLINOIS.COM
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	1.
	Click on “Departments”

	2.
	Click on “Illinois State Archives”

	3.
	Click on “State and Local Records Management”



	4.
	Click on “Local Records Management Services (For Local Government Agencies)”
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          NOTICES:  Securities Dept. relocates to new quarters in both Chicago & Springfield
                    Personalized license plate fees changed effective Jan 1, 2004
Privacy Policy
Site Map
Land of Lincoln screen saver
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The Illinois Office of the Secretary of State is the most diverse of its kind in the nation. From issuing driver licenses and registering vehicles, to promoting organ donation awareness, overseeing the Illinois State Library and administering the state's literacy efforts, my office directly touches the lives of nearly everyone in Illinois.
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Click here for:
CHANGE IN NON-RESIDENT RESEARCH FEE POLICY



The Illinois State Archives serves by law as the depository of public records of Illinois state and local governmental agencies which possess permanent administrative, legal, or historical research values. Its collections do not include manuscript, newspaper, or other nonofficial sources. 

“the archivist is bound by law to protect the integrity of…records in such a manner that their value to the individual  shall not be impaired.”
—
Margaret Cross Norton, 
First Director of the
Illinois State Archives
 
	  
	ABOUT THE ILLINOIS STATE ARCHIVES 
HOLDINGS OF THE ILLINOIS STATE ARCHIVES
GENEALOGICAL RESEARCH
ILLINOIS STATE ARCHIVES FEE SCHEDULE
DESCRIPTIVE INVENTORY OF THE ARCHIVES OF THE STATE OF ILLINOIS (SECOND EDITION) 
ILLINOIS REGIONAL ARCHIVES DEPOSITORY
SYSTEM (IRAD) 

SEARCH OUR ONLINE DATABASES 

FEDERAL TOWNSHIP PLATS OF ILLINOIS 

FOR THE RECORD: NEWSLETTER OF THE ISA AND ISHRAB 

PUBLICATIONS 

DOCUMENT TEACHING PACKAGES 

IRAD INTERNSHIPS 

STATE AND LOCAL RECORDS MANAGEMENT 

17TH ANNUAL MIDWEST STATES MICROGRAPHICS CONFERENCE 
LINCOLN DOCUMENTS 

ILLINOIS STATE HISTORICAL RECORDS
ADVISORY BOARD 

FREQUENTLY ASKED QUESTIONS
	  
	Illinois State Archives
Norton Building
Capitol Complex
Springfield, IL 62756 
TELEPHONE: 
(217) 782-4682
Fax: (217) 524-3930 

HOURS: 
Monday – Friday
8:00 a.m. – 4:30 p.m.
 
Saturday
8:00 a.m. – 3:30 p.m.
(except on holiday weekends)
 
Click here for important information about Saturday visits.
  


Send questions or comments about the Illinois State Archives website to:  
ISA Webmaster.
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	State and Local Government Records Management Programs 

The Records Management Section of the Illinois State Archives is responsible for assisting state and local government agencies with the disposal of records. In Illinois, no public record may be disposed of without the approval of the appropriate records commission.
· Local Records Management Services (For Local Government Agencies) 

· State Records Management Services (For State Government Agencies) 

· Freedom of Information (For both State and Local Government Agencies) 

· How to obtain Vital Records. 

For information about the procedures to dispose of state records call (217) 782-2647. To dispose of local government records call (217) 782-7075. You may also contact our office through mail, fax, or e-mail.
Records Management Section
Illinois State Archives
Springfield, Illinois 62756
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Fax: (217) 524-3930
Illinois State Archives Contact Form
(Choose Records Management as the subject)


Vital Records
Although Records Management does not have access to vital records, you may wish to try one of the following sources for birth, death, marriage and divorce records: 

· For birth, death and marriage records: 

Illinois State Archives
Deaths, 1916–1947
Illinois Regional Archives Depositories (IRAD)
Births, Deaths and Marriages
County Clerks
Births, Deaths and Marriages (certified copies)
Department of Public Health,
Office of Vital Records
Births and Deaths (certified copies)
· For divorce records: 

Illinois Regional Archives Depositories (IRAD)
Circuit Clerks (Address inquiries to the Circuit Clerk)


Local Records Management Services
(For Local Government Agencies) 

· The Local Records Act (50 ILCS ACT 205) 

· Guidelines for Using Electronic Records 

· Filmed Records Certification Act (50 ILCS 210) 

· Filmed Records Destruction Act (50 ILCS 215) 

· Destruction of Public Records Penalty (720 ILCS 5/32-8) 

· Rules of the Downstate Local Records Commission
(44 Ill Admin Code Title PART 4000) 

· Cook County Local Records Commission Rules
(44 Ill Admin Code Title PART 4500) 

· Local Records Disposal Certificate 

· Illinois School Student Records Act (105 ILCS 10) 

· National Media Lab—Media Stability Studies 



State Records Management Services
(For State Government Agencies) 

· The State Records Act (5 ILCS 160) 

· Filmed Records Reproduction Act (5 ILCS 170) 

· State Records Commission Rules (44 Ill Admin Code PART 4400) 

· State Records Management Manual for Illinois State Agencies 

· Download a State Records Disposal Certificate 

· Guidelines for Use of the State Records Center 

· Download a State Records Center Transfer Sheet 

· Disaster Preparedness Guidelines and Information 

Forms to Transfer Records to the Illinois State Archives
(Contact the Inventory Control Section at (217) 782-4866 with questions about state records transfers to the Illinois State Archives.)
· State Records Transfer Sheet 

· State Records Security Microfilm Transfer Sheet 



Freedom of Information
(For all State and Local Government Agencies) 

· Freedom of Information Act (5 ILCS ACT 140) 

· A Guide to the Freedom of Information Act 


	 
	 
	 
	 
	 

	




	


A copy of a Local Records Disposal Certificate in Adobe Acrobat is also available on-line.

If you would like a copy of a blank Local Records Disposal  Certificate in Microsoft Word 97, which can be saved as either a template or in auto text, please send an email to :

scowles@ilsos.net

requesting a copy of the Local Records Disposal Certificate in Word.

LOCAL GOVERNMENT
(50 ILCS 205/) Local Records Act.
	    (50 ILCS 205/1) (from Ch. 116, par. 43.101) 
    Sec. 1. This Act may be cited as the Local Records Act. 
(Source: P.A. 86‑1475.) 




	    (50 ILCS 205/2) (from Ch. 116, par. 43.102) 
    Sec. 2. This Act declares that a program for the efficient and economical management of local records will promote economy and efficiency in the day‑by‑day recordkeeping activities of local governments and will facilitate and expedite governmental operations. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/3) (from Ch. 116, par. 43.103) 
    Sec. 3. Except where the context indicates otherwise, the terms used in this Act are defined as follows: 
    "Agency" means any court, and all parts, boards, departments, bureaus and commissions of any county, municipal corporation or political subdivision. 
    "Archivist" means the Secretary of State. 
    "Commission" means a Local Records Commission. 
    "Court" means a court, other than the Supreme Court. 
    "Officer" means any elected or appointed official of a court, county, municipal corporation or political subdivision. 
    "Public record" means any book, paper, map, photograph, digitized electronic material, or other official documentary material, regardless of physical form or characteristics, made, produced, executed or received by any agency or officer pursuant to law or in connection with the transaction of public business and preserved or appropriate for preservation by such agency or officer, or any successor thereof, as evidence of the organization, function, policies, decisions, procedures, or other activities thereof, or because of the informational data contained therein. Library and museum material made or acquired and preserved solely for reference or exhibition purposes, extra copies of documents preserved only for convenience of reference, and stocks of publications and of processed documents are not included within the definition of public record. 
(Source: P.A. 89‑272, eff. 8‑10‑95.) 




	    (50 ILCS 205/3a) (from Ch. 116, par. 43.103a) 
    Sec. 3a. Reports and records of the obligation, receipt and use of public funds of the units of local government and school districts, including certified audits, management letters and other audit reports made by the Auditor General, County Auditors, other officers or by licensed Certified Public Accountants permitted to perform audits under the Illinois Public Accounting Act and presented to the corporate authorities or boards of the units of local government, are public records available for inspection by the public. These records shall be kept at the official place of business of each unit of local government and school district or at a designated place of business of the unit or district. These records shall be available for public inspection during regular office hours except when in immediate use by persons exercising official duties which require the use of those records. The person in charge of such records may require a notice in writing to be submitted 24 hours prior to inspection and may require that such notice specify which records are to be inspected. Nothing in this Section shall require units of local government and school districts to invade or assist in the invasion of any person's right to privacy. 
(Source: P.A. 94‑465, eff. 8‑4‑05.) 




	    (50 ILCS 205/3b) 
    Sec. 3b. Arrest reports. 
    (a) When an individual is arrested, the following information must be made available to the news media for inspection and copying: 
        (1) Information that identifies the individual, 

	    
including the name, age, address, and photograph, when and if available.


	        (2) Information detailing any charges relating to 

	    
the arrest.


	        (3) The time and location of the arrest. 
        (4) The name of the investigating or arresting law 

	    
enforcement agency.


	        (5) If the individual is incarcerated, the amount of 

	    
any bail or bond.


	        (6) If the individual is incarcerated, the time and 

	    
date that the individual was received, discharged, or transferred from the arresting agency's custody.


	    (b) The information required by this Section must be made available to the news media for inspection and copying as soon as practicable, but in no event shall the time period exceed 72 hours from the arrest. The information described in paragraphs (3), (4), (5), and (6) of subsection (a), however, may be withheld if it is determined that disclosure would: 
        (1) interfere with pending or actually and 

	    
reasonably contemplated law enforcement proceedings conducted by any law enforcement or correctional agency;


	        (2) endanger the life or physical safety of law 

	    
enforcement or correctional personnel or any other person; or


	        (3) compromise the security of any correctional 

	    
facility.


	    (c) For the purposes of this Section the term "news media" means personnel of a newspaper or other periodical issued at regular intervals whether in print or electronic format, a news service whether in print or electronic format, a radio station, a television station, a television network, a community antenna television service, or a person or corporation engaged in making news reels or other motion picture news for public showing. 
    (d) Each law enforcement or correctional agency may charge fees for arrest records, but in no instance may the fee exceed the actual cost of copying and reproduction. The fees may not include the cost of the labor used to reproduce the arrest record. 
    (e) The provisions of this Section do not supersede the confidentiality provisions for arrest records of the Juvenile Court Act of 1987. 
(Source: P.A. 91‑309, eff. 7‑29‑99; 92‑16, eff. 6‑28‑01; 92‑335, eff. 8‑10‑01.) 




	    (50 ILCS 205/4) (from Ch. 116, par. 43.104) 
    Sec. 4. All public records made or received by, or under the authority of, or coming into the custody, control or possession of any officer or agency shall not be mutilated, destroyed, transferred, removed or otherwise damaged or disposed of, in whole or in part, except as provided by law. 
    Court records filed with the clerks of the Circuit Court shall be destroyed in accordance with the Supreme Court's General Administrative Order on Recordkeeping in the Circuit Courts. The clerks of the Circuit Courts shall notify the Supreme Court, in writing, specifying case records or other documents which they intend to destroy. The Supreme Court shall review the schedule of items to be destroyed and notify the appropriate Local Records Commission of the Court's intent to destroy such records. The Local Records Commission, within 90 days after receipt of the Supreme Court's notice, may undertake to photograph, microphotograph, or digitize electronically any or all such records and documents, or, in the alternative, may transport such original records to the State Archives or other storage location under its supervision. 
    The Archivist may accept for deposit in the State Archives or regional depositories official papers, drawings, maps, writings and records of every description of counties, municipal corporations, political subdivisions and courts of this State, when such materials are deemed by the Archivist to have sufficient historical or other value to warrant their continued preservation by the State of Illinois. 
    The officer or clerk depositing such records may, upon request, obtain from the Archivist, without charge, a certified copy or reproduction of any specific record, paper or document when such record, paper or document is required for public use. 
(Source: P.A. 89‑272, eff. 8‑10‑95.) 




	    (50 ILCS 205/5) (from Ch. 116, par. 43.105) 
    Sec. 5. The Archivist shall be local records advisor and shall appoint such assistants as necessary to assist local governments in carrying out the purposes of this Act. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/6) (from Ch. 116, par. 43.106) 
    Sec. 6. For those agencies comprising counties of 3,000,000 or more inhabitants or located in or co‑terminous with any such county or a majority of whose inhabitants reside in any such county, this Act shall be administered by a Local Records Commission consisting of the president of the county board of the county wherein the records are kept, the mayor of the most populous city in such county, the State's attorney of such county, the County comptroller, the State archivist, and the State historian. The president of the county board shall be the chairman of the Commission. 
    For all other agencies, this Act shall be administered by a Local Records Commission consisting of a chairman of a county board, who shall be chairman of the Commission, a mayor or president of a city, village or incorporated town, a county auditor, and a State's attorney, all of whom shall be appointed by the Governor, the State archivist, and the State historian. 
    A member of either Commission may designate a substitute. 
    Either Commission may employ such technical, professional and clerical assistants as are necessary. 
    Either Commission shall meet upon call of its chairman. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/7) (from Ch. 116, par. 43.107) 
    Sec. 7. Disposition rules. Except as otherwise provided by law, no public record shall be disposed of by any officer or agency unless the written approval of the appropriate Local Records Commission is first obtained. 
    The Commission shall issue regulations which shall be binding on all such officers. Such regulations shall establish procedures for compiling and submitting to the Commission lists and schedules of public records proposed for disposal; procedures for the physical destruction or other disposition of such public records; and standards for the reproduction of such public records by photography, microphotographic processes, or digitized electronic format. Such standards shall relate to the quality of the film to be used, preparation of the public records for filming or electronic conversion, proper identification matter on such records so that an individual document or series of documents can be located on the film or digitized electronic form with reasonable facility, and that the copies contain all significant record detail, to the end that the copies will be adequate. Any public record may be reproduced in a microfilm or digitized electronic format. The agency may dispose of the original of any reproduced record providing: (i) the reproduction process forms a durable medium that accurately and legibly reproduces the original record in all details, that does not permit additions, deletions, or changes to the original document images, and, if electronic, that are retained in a trustworthy manner so that the records, and the information contained in the records, are accessible and usable for subsequent reference at all times while the information must be retained, (ii) the reproduction is retained for the prescribed retention period, and (iii) the Commission is notified when the original record is disposed of and also when the reproduced record is disposed of. 
    Such regulations shall also provide that the State archivist may retain any records which the Commission has authorized to be destroyed, where they have a historical value, and that the State archivist may deposit them in the State Archives, State Historical Library, or a university library, or with a historical society, museum, or library. 
(Source: P.A. 90‑701, eff. 1‑1‑99; 91‑886, eff. 1‑1‑01.) 




	    (50 ILCS 205/8) (from Ch. 116, par. 43.108) 
    Sec. 8. Any such reproduction shall be deemed to be an original public record for all purposes including introduction in evidence in all courts or before administrative agencies. A transcript, exemplification or certified copy of such reproduction shall, for all purposes recited herein, be deemed to be a transcript, exemplification, or certified copy of the original public record. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/9) (from Ch. 116, par. 43.109) 
    Sec. 9. Nonrecord materials or materials not included within the definition of records as contained in this Act may be destroyed at any time by the agency in possession of such materials without the prior approval of the Commission. The Commission may formulate advisory procedures and interpretations to guide in the disposition of nonrecord materials. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/10) (from Ch. 116, par. 43.110) 
    Sec. 10. The head of each agency shall submit to the appropriate Commission, in accordance with the regulations of the Commission, lists or schedules of public records in his custody that are not needed in the transaction of current business and that do not have sufficient administrative, legal or fiscal value to warrant their further preservation. The head of each agency shall also submit lists or schedules proposing the length of time each records series warrants retention for administrative, legal or fiscal purposes after it has been received by the agency. The Commission shall determine what public records have no administrative, legal, research or historical value and should be destroyed or otherwise disposed of and shall authorize destruction or other disposal thereof. No public record shall be destroyed or otherwise disposed of by any Local Records Commission on its own initiative, nor contrary to law. This Section shall not apply to court records as governed by Section 4 of this Act. 
(Source: P.A. 85‑1278.) 




	    (50 ILCS 205/11) (from Ch. 116, par. 43.111) 
    Sec. 11. Both Commissions with the assistance of the Secretary of State and State Archivist, shall establish a system for the protection and preservation of essential local records necessary for the continuity of governmental functions in the event of emergency arising from enemy action or natural disaster and for the reestablishment of local government thereafter. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/12) (from Ch. 116, par. 43.112) 
    Sec. 12. Both Commissions shall with the assistance of the Secretary of State and State Archivist determine what records are essential for emergency government operation through consultation with all branches of government, state agencies, and with the State Civilian Defense agency, to determine what records are essential for post‑emergency government operation and provide for their protection and preservation and provide for the security storage or relocation of essential local records in the event of an emergency arising from enemy attack or natural disaster. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/13) (from Ch. 116, par. 43.113) 
    Sec. 13. In any case where public records have been reproduced by photography, microphotography or other reproductions on film, in accordance with the provisions of this Act, any person or organization shall be supplied with copies of such photographs, microphotographs, or other reproductions on film upon payment of the required fee to the officer having custody thereof. The fee required to be paid shall be the actual cost of such copies, plus a service charge of 15% of such cost. 
(Source: Laws 1961, p. 3503.) 




	    (50 ILCS 205/14) (from Ch. 116, par. 43.114) 
    Sec. 14. Part 5 of Article 9 of the Uniform Commercial Code is subject to the provisions of this Act. 
(Source: P.A. 91‑893, eff. 7‑1‑01.) 




	    (50 ILCS 205/15) (from Ch. 116, par. 43.115) 
    Sec. 15. Beginning July 1, 1984, the provisions of Section 3a of this Act, as it relates to inspection of records, shall apply only as to records and reports prepared or received prior to this date. Records and reports prepared or received on or after July 1, 1984, shall be covered under the provisions of "The Freedom of Information Act", approved by the 83rd General Assembly. 
(Source: P.A. 83‑1013.) 





Illinois Compiled Statutes
Criminal Offenses
Criminal Code of 1961
720 ILCS 5/32-8
Tampering with Public Records

[ HOME ] [ CHAPTERS ] [ PUBLIC ACTS ] [ SEARCH ] 



(720 ILCS 5/32-8) Sec. 32-8. Tampering with public records. A person who knowingly and without lawful authority alters, destroys, defaces, removes or conceals any public record commits a Class 4 felony. (Source: P. A. 77-2638.)

LOCAL GOVERNMENT
(50 ILCS 210/) Filmed Records Certification Act.
	    (50 ILCS 210/1) (from Ch. 116, par. 34.2) 
    Sec. 1. At the time that records, papers or documents are reproduced as permitted by "The Local Records Act", enacted by the Seventy‑Second General Assembly, the person making such reproduction shall attach to each reproduction or roll of reproductions, as the case may be, a certification substantially as follows: 
CERTIFICATE OF AUTHENTICITY
(Service Company Letterhead)
    This is to certify that the microfilmed images on this roll of microfilm starting with .... and ending with .... are true and accurate images of the documents of the ....(Describe office). These documents are microfilmed in the ordinary course of business as a part of the ....(Service Company) procedures. 
....(Camera Operator)
    When the retaking of images are required due to faulty machine operations, or manual dexterity, the following would be required: 
CERTIFICATE OF ADDITIONS
(Service Company Letterhead)
    This is to certify that the microfilmed images appearing on this roll of film between Start Additions and End Additions are true and accurate images of those documents of the ....(Describe office), which were missing or proved unreadable upon inspection of the original roll, and are to be spliced to such original roll for its completion. 
....(Camera Operator)
(Source: Laws 1961, p. 3507.) 




	    (50 ILCS 210/2) (from Ch. 116, par. 34.3) 
    Sec. 2. Short title. This Act may be cited as the Filmed Records Certification Act. 
(Source: P.A. 86‑1324.) 


 LOCAL GOVERNMENT
(50 ILCS 215/) Filmed Records Destruction Act.
	    (50 ILCS 215/0.01) (from Ch. 116, par. 47.01) 
    Sec. 0.01. Short title. This Act may be cited as the Filmed Records Destruction Act. 
(Source: P.A. 86‑1324.) 




	    (50 ILCS 215/1) (from Ch. 116, par. 47.1) 
    Sec. 1. Prior to destruction of any of the original records, papers or documents as permitted by "The Local Records Act", enacted by the Seventy‑Second General Assembly, the officer of the county, municipal corporation, political subdivision or court, as the case may be, having such records, papers or documents in his custody or under his supervision shall attach to each reproduction or continuous roll of reproductions, as the case may be, a certification substantially as follows: 
CERTIFICATE OF INTENT
(Letterhead of Certifying Officer)
    This is to certify and declare that the microfilmed records which appear on this roll of film are accurate and true images of records of the ...., (Describe office) State of Illinois, and that such records are microfilmed in the ordinary course of business and are preserved by microphotography on this roll of microfilm, exactly as in the original. 
    We also certify that the original records on this roll are to be destroyed or disposed of in accordance to statutes, and only after inspection of the film has assured the accuracy and completeness of these records and their film images. 
    We also certify that the microphotography used to commit these documents and records to microfilm complies with requirements of State Records Commission for permanency of film images. 
......................
(Signature of Officer)
......................
(Title)
(Source: Laws 1961, p. 3506.) 
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	TITLE 44: GOVERNMENT CONTRACTS, PROCUREMENT AND PROPERTY MANAGEMENT 
SUBTITLE C: GOVERNMENTAL RECORDS
CHAPTER I: LOCAL RECORDS COMMISSION
PART 4000 LOCAL RECORDS COMMISSION 



The General Assembly's Illinois Administrative Code database includes only those rulemakings that have been permanently adopted. This menu will point out the Sections on which an emergency rule (valid for a maximum of 150 days, usually until replaced by a permanent rulemaking) exists. The emergency rulemaking is linked through the notation that follows the Section heading in the menu.

· Section 4000.10 General 
· Section 4000.20 Definitions 
· Section 4000.30 Procedures for Compiling and Submitting Lists and Schedules of Records for Disposal 
· Section 4000.40 Procedures for the Physical Destruction or Other Disposition of Records Proposed for Disposal 
· Section 4000.50 Standards for the Reproduction of Records by Microphotographic Processes with a View to the Disposal of the Original Records 
· Section 4000.60 Minimum Standards of Quality for Permanent Record Photographic Microcopying Film 
· Section 4000.APPENDIX A Limits for Residual Thiosulfate (Repealed) 


AUTHORITY: Implementing and authorized by the Local Records Act (Ill. Rev. Stat. 1989, ch. 116, pars. 43.101 et seq.) 

SOURCE: Filed August 6, 1975; amended at 4 Ill. Reg. 29, p. 274, effective July 3, 1980; codified at 8 Ill. Reg. 15501; recodified from Secretary of State to Local Records Commission at 9 Ill. Reg. 15502; amended at 9 Ill. Reg. 17796, effective November 5, 1985; amended at 15 Ill. Reg. 11932, effective August 6, 1991. 
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	TITLE 44: GOVERNMENT CONTRACTS, PROCUREMENT AND PROPERTY MANAGEMENT 
SUBTITLE C: GOVERNMENTAL RECORDS 
CHAPTER I: LOCAL RECORDS COMMISSION 
PART 4000 LOCAL RECORDS COMMISSION 
SECTION 4000.10 GENERAL 


 
Section 4000.10  General 
 
a) 
1)         The Local Records Commission for agencies comprising counties of less than 3,000,000 inhabitants shall consist of a chairman of a county board, a mayor or president of a city, village or incorporated town, a county auditor, and a State's attorney – all of whom shall be appointed by the Governor; the State Archivist, and the State Historian. 
 
2)         A member of the Commission may designate a substitute. 
 
b)         The Commission shall meet whenever called by the Chairman, who shall be a chairman of a county board. 
 
c)         All meetings of the Commission shall be open to the public and will be held in the conference room of the State Archives Building, Springfield, Illinois unless otherwise stated in the call for the meeting. 
 
d)         It shall be the duty of the Commission to determine what records no longer have any administrative, legal, fiscal, research, or historical value and should be destroyed or otherwise disposed of. The State archivist may retain any records which the Commission has authorized to be destroyed, where they have a historical value, and may deposit them in the State Library or State Historical Museum or with a historical society, museum or library.
 
e)         No public record shall be disposed of by any local government agency, unless written approval of the Local Records Commission is first obtained.
 
f)          "Agency" means any Court, and all parts, boards, departments, bureaus and commissions of any county, municipal corporation or political subdivision.
 
g)         The Commission reserves the rights to review, modify, or revoke approved records disposal schedules after due notice to the agency has been given and an open meeting on the subject has been held. 
 
h)         The presiding judge of any court of record or the head of each agency shall provide for compliance with provisions of these rules. In the case of a violation of the Local Records Act (Ill. Rev. Stat. 1983, ch. 116, pars. 43.101 et seq.) or of this Part discovered by the Commission, the Attorney General, and the State's Attorney of the county in which the alleged violation occured, will be notified. 
 
(Source:  Amended at 9 Ill. Reg. 17796, effective November 5, 1985) 
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	TITLE 44: GOVERNMENT CONTRACTS, PROCUREMENT AND PROPERTY MANAGEMENT 
SUBTITLE C: GOVERNMENTAL RECORDS 
CHAPTER I: LOCAL RECORDS COMMISSION 
PART 4000 LOCAL RECORDS COMMISSION 
SECTION 4000.20 DEFINITIONS 


 
Section 4000.20  Definitions 
 
a)         "Public record" means any book, paper, map, photograph or other official documentary material, regardless of physical form or characteristics, made, produced, executed or received by any agency or officer pursuant to law or in connection with the transaction of public business and preserved or appropriate for preservation by such agency or officer, or any successor thereof, as evidence of the organization, function, policies, decisions, procedures, or other activities thereof, or because of the informational data contained therein. The preceding definition includes among other things, microfilm, magnetic tapes and punch cards. 
 
b)         Types of "nonrecord" materials are: 
 
1)         Material not filed as evidence of administrative activity or for the informational content thereof. 
 
2)         Library and museum material made or acquired and preserved solely for reference or exhibition purposes. 
 
3)         Extra copies of documents preserved solely for convenience of reference. 
 
4)         Stocks of publications and of processed documents kept for supply purposes only. 
 
5)         Perforated, magnetized and photographically coded cards and tapes, provided that documents containing the same information have been filed in the same office and such cards and tapes were not prepared as evidence of administrative decisions or transactions subject to audit. 
 
(Source:  Amended at 9 Ill. Reg. 17796, effective November 5, 1985) 


	[image: image79.png]Joint Committee on Administrative Rules

ADMINISTRATIVE CODE





	TITLE 44: GOVERNMENT CONTRACTS, PROCUREMENT AND PROPERTY MANAGEMENT 
SUBTITLE C: GOVERNMENTAL RECORDS 
CHAPTER I: LOCAL RECORDS COMMISSION 
PART 4000 LOCAL RECORDS COMMISSION 
SECTION 4000.30 PROCEDURES FOR COMPILING AND SUBMITTING LISTS AND SCHEDULES OF RECORDS FOR DISPOSAL 


 
Section 4000.30  Procedures for Compiling and Submitting Lists and Schedules of Records for Disposal 
 
a)         The presiding judge of any court of record or the head of each agency shall submit to the Local Records Commission lists or schedules of public records in his custody that are not needed in the transaction of current business and that do not have sufficient administrative, legal, or fiscal value to warrant their further preservation. 
 
1)         Lists are applications for authority to destroy records that have accumulated. 
 
2)         Schedules are applications for continuing authority to destroy records after specified periods of time or the occurrence of specified events. 
 
b)         New lists or schedules are required whenever the informational contents of a record series are changed. 
 
c)         An original and one copy of all applications for authority to destroy records shall be submitted to the Commission on forms available from the Local Records Commission, Archives Building, Springfield, Illinois, 62756. 
 
d)         Applications for authority to dispose of local records must be accompanied only by samples of each record series which the Commission has not previously reviewed.   In the case of confidential records, blank forms and explanatory statements may be submitted in place of originals. 
 
e)         Nonrecord materials may be destroyed at any time by the agency in possession of such materials without the prior approval of the Commission. However, whenever the head of any agency doubts whether certain papers are nonrecord materials, he should presume that they are records. 
 
(Source:  Amended at 15 Ill. Reg. 11932, effective August 6, 1991) 
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Section 4000.40  Procedures for the Physical Destruction or Other Disposition of Records Proposed for Disposal 
 
a)         Subject to statutory provisions, agencies may dispose of  records authorized for destruction by the Commission. 
 
b)         At least 60 days before disposing of their records, agency chiefs shall fill out in duplicate a Records Disposal Certificate which shall show the date on which the records are to be disposed of, and the number of the application approved by the Local Records Commission authorizing the records destruction.  This form shall be signed by the officer having jurisdiction over the records.  The original copy of the Records Disposal Certificate shall be kept in the files of the Local Records Commission, and the duplicate copy shall be retained by the local government officer for his records. 
 
(Source:  Amended at 9 Ill. Reg. 17796, effective November 5, 1985) 
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Section 4000.50  Standards for the Reproduction of Records by Microphotographic Processes with a View to the Disposal of the Original Records 
 
a)         Prior to the destruction of any original records, papers or documents, the agency head having such records in his custody or under his supervision shall attach to each reproduction or continuous roll of reproductions, as the case may be, a certification substantially as follows: 
 
Certificate of Intent
(Letterhead of Certifying Officer)
 
            This is to certify and declare that the microfilmed records which appear on this roll of film are accurate and true images of records of the (Describe Office), __________________ State of Illinois, and that such records are microfilmed in the ordinary course of business and are preserved by microphotography on this roll of microfilm, exactly as in the original.          
 
We also certify that the original records on this roll are to be destroyed or disposed of in accordance with statutes, and only after inspection of the film has assured the accuracy and completeness of these records and their film images.     
 
We also certify that the microphotography used to commit these documents and records to microfilm complies with requirements of the Local Records Commission for permanency of film images. 
 
 
 
(Signature of Officer)
 
 
(Title)
 
 b)        Preparation of the records for filming. 
 
            All documents in the file shall be microfilmed, unless their size or physical form prevents microfilming, in which case an explanation of their omission shall be microfilmed at the appropriate point on the roll. 
 
c)         Integrity of the original records. 
 
1)         The integrity of the original records shall be preserved on photographic or microfilm copies, so that such copies will be adequate substitutes for the original records in that they will serve the purposes for which such records were created or maintained and that such copies will contain all significant record detail needed for probable future reference. 
 
2)         Prior to microfilming, the original documents shall be so prepared, arranged, classified and indexed as to readily permit the subsequent location, examination and reproduction of the photographs thereof.  Any significant characteristics of the records which would not reflect photographically (e.g., that the record is indistinct or that certain figures are of a color not suited to recording on microfilm) shall be noted by the use of explanatory targets. 
 
3)         Each film roll shall be identified by: 
 
A)        a title target showing the name of the office having custody of the records, a brief title of the record series, inclusive dates, file arrangement and the number of the approved application authorizing the microfilming of the records. 
 
B)        a Certificate of intent, title target information (as listed in Section 4000.50 (c)(3)(A) and a "start file" target at the beginning of each reel of roll film. 
 
C)        an "end file" target and a Certificate of Authenticity placed at the end of each reel of roll film. 
 
D)        explanatory targets placed between the start file and end file targets as needed.  Explanatory targets, for example, show omissions, deletions, misfiles, retakes, and information required pursuant to Subsection 4000.50(c)(2). 
 
4)         Each roll of original film or camera negative must be inspected after processing and before duplicate copies are made.  The inspection must be conducted in such a manner as to reveal defects such as improper density, poor resolution, blurred or obscurred images, improper document sequence, or improper identification targets.  If a defect prohibits a clear, legible, hard copy print from the film, the original records must be re-photographed.  The inspection must follow one of the following procedures: 
 
A)        randomly sampling the film, making sure that the samples include the beginning, middle, and end of the roll or microfilm.  (It is suggested that this be done on all film as a minimum quality control). 
 
B)        visually inspecting the film by passing each image through a reader and checking for overlapping, double or folded images, or other types of problems that would impair retreiving any information on the micro-images. 
 
C)        performing all of subsection (B) plus, counting the number of microimages on the film and comparing that against the number of documents that were to be microfilmed.  (If the numbers coincide, the conclusion is made that every document has been microfilmed.) 
 
D)        individually comparing each document with each micro-image that was actually created.  (This visual verification provides the highest assurance that every document has been properly filmed.) 
 
5)         If more than one percent of the original images need to be refilmed (approximately 30 images per roll), the entire roll must be refilmed. 
 
6)         The retake of documents must be spliced to the end of the film along with a Certificate of Addition.  The storage container must be labeled to reflect these additions. 
 
7)         At the end of each roll shall be a certificate worded substantially as follows: 
 
Certificate of Authenticity
(Service Company or Agency Letterhead)
 
This is to certify that the microfilmed images on this roll of microfilm starting with  ___________ and ending with ____________ are true and accurate images of the documents of the (Describe office) ________________________________ 
 
These documents are microfilmed in the ordinary course of business as a part of the _________________________ (Service Company or Agency) procedures. 
 
 
(Camera Operator)
(or Certifying Officer)
 
8)         When the retaking of images is necessary the following certificate shall be required. 
 
Certificate of Additions
 
(Service Company or Agency Letterhead)
 
This is to certify that the microfilmed images appearing on this roll of film between Start Additions and End Additions are true and accurate images of those documents of the (Describe office) ________________________ which were missing or proved unreadable upon inspection of the original roll, and are to be spliced to such original roll for its completion. 
 
 
(Camera Operator)
(or Certifying Officer)
 
9)         No splice will be permitted between the start file and end file targets except for the court ordered expungement of specific records.  When such an order is issued, and deletions are made from the roll of film, a certification substantially as follows must be inserted at the beginning of the reel of film. 
 
CERTIFICATE OF DELETION
 
This is to certify the deletion of microfilm images on this roll of microfilm occurred due to Court Order # _____________, dated_______________, signed by Judge ________________.  No other images other than those listed in this order were deleted. 
 
 
Signature of Officer
Title
 
10)         Each film carton shall be identified by a label or exterior marking showing: 
 
A)        roll number 
 
B)        name of office 
 
C)        title of record series 
 
D)        names of file units at the start of the roll, at space targets, and at the end of the roll. 
 
E)         the number of the application authorizing the microfilming of the record/record series. 
 
11)         Computer Output Microfilm (COM) is to be considered an original record and not a copy of an original record.  Therefore, authentication requirements for source document microfilm, described in Sections 4000.50(c)(7),(8) and (9), do not apply to COM. 
 
12)         Microfiche and Aperture Cards 
 
A)        the microform must be an accurate representation of the original records. 
 
B)        the Certificate of Intent and Authenticity must appear on each microfiche or aperture card. 
 
C)        the headings on each fiche or aperture card must be legible without magnification, and must include the name of the office having custody of the records, a brief title of the record series, inclusive dates and approved application number. 
 
D)        any index registers or other finding aids must be microfilmed and located within the collection of filmed records. 
 
13)         Updateable Microfiche Systems: 
 
An agency considering using an updateable microfiche system should first contact the Local Records Unit to review the proposed application.  The use of the updateable system will be approved if the Updateable Microfiche meet the following specifications: 
 
A)        each microfiche must have the specified targets at the beginning and end of each fiche.  A certificate of intent and a certificate of authenticity are the minimum allowed. 
 
B)        each time a microfiche is updated, either a certificate of authenticity must be inserted at the end of the added documents or annotated reference to the certificate of authenticity must appear on each added image. 
 
C)        only records bearing retention periods of seven years or less may be placed on updateable microforms. 
 
D)        if a court ordered expungement is necessary a certificate of deletion must appear at the place of the deleted image. 
 
14)         Prior to the destruction of records microfilmed under the authority of approved records schedules, the agency shall file with the Local Records Commission a statement of compliance with its standards governing the microfilming of records.  The statement shall include: 
 
A)        Name of agency having custody of the records. 
 
B)        Date 
 
C)        Title and inclusive dates of the records series 
 
D)        The number of the list or schedule approved by the Local Records Commission authorizing the project. 
 
E)         A statement as follows: 
 
"I hereby certify that the film on which the records were reproduced complies with the standards given in Section 4000.60 of the rules of the Local Records Commission." 
F)         Signature of the microfilm project supervisor or records custodian. 
 
15)         Master or Security Copy 
 
The security or master microform shall not be used for reference purposes.  Duplicates shall be used for reference and for further duplication on a recurring basis or for large-scale duplication, as for distribution of records on microforms.  Agency procedures shall ensure that master microforms remain clean and undamaged during the duplication process.  The agency may deposit a silver based film of permanent record materials in the Illinois State Archives, in roll form only. 
16)         Inspection 
 
Security or Master films of permanent record microforms, and records microfilmed to dispose of the original record, shall be inspected every 2 years during their scheduled life.  The inspection shall be made using a 1 percent randomly selected sample in the following categories:  70 percent – microforms not previously tested, 20 percent – microforms tested in the last inspection, and 10 percent – control group. The control group shall represent samples of microforms from the oldest microforms filmed through the most current. 
 
(Source:  Amended at 9 Ill. Reg. 17796, effective November 5, 1985) 
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Section 4000.50  Standards for the Reproduction of Records by Microphotographic Processes with a View to the Disposal of the Original Records 
 
a)         Prior to the destruction of any original records, papers or documents, the agency head having such records in his custody or under his supervision shall attach to each reproduction or continuous roll of reproductions, as the case may be, a certification substantially as follows: 
 
Certificate of Intent
(Letterhead of Certifying Officer)
 
            This is to certify and declare that the microfilmed records which appear on this roll of film are accurate and true images of records of the (Describe Office), __________________ State of Illinois, and that such records are microfilmed in the ordinary course of business and are preserved by microphotography on this roll of microfilm, exactly as in the original.          
 
We also certify that the original records on this roll are to be destroyed or disposed of in accordance with statutes, and only after inspection of the film has assured the accuracy and completeness of these records and their film images.     
 
We also certify that the microphotography used to commit these documents and records to microfilm complies with requirements of the Local Records Commission for permanency of film images. 
 
 
 
(Signature of Officer)
 
 
(Title)
 
 b)        Preparation of the records for filming. 
 
            All documents in the file shall be microfilmed, unless their size or physical form prevents microfilming, in which case an explanation of their omission shall be microfilmed at the appropriate point on the roll. 
 
c)         Integrity of the original records. 
 
1)         The integrity of the original records shall be preserved on photographic or microfilm copies, so that such copies will be adequate substitutes for the original records in that they will serve the purposes for which such records were created or maintained and that such copies will contain all significant record detail needed for probable future reference. 
 
2)         Prior to microfilming, the original documents shall be so prepared, arranged, classified and indexed as to readily permit the subsequent location, examination and reproduction of the photographs thereof.  Any significant characteristics of the records which would not reflect photographically (e.g., that the record is indistinct or that certain figures are of a color not suited to recording on microfilm) shall be noted by the use of explanatory targets. 
 
3)         Each film roll shall be identified by: 
 
A)        a title target showing the name of the office having custody of the records, a brief title of the record series, inclusive dates, file arrangement and the number of the approved application authorizing the microfilming of the records. 
 
B)        a Certificate of intent, title target information (as listed in Section 4000.50 (c)(3)(A) and a "start file" target at the beginning of each reel of roll film. 
 
C)        an "end file" target and a Certificate of Authenticity placed at the end of each reel of roll film. 
 
D)        explanatory targets placed between the start file and end file targets as needed.  Explanatory targets, for example, show omissions, deletions, misfiles, retakes, and information required pursuant to Subsection 4000.50(c)(2). 
 
4)         Each roll of original film or camera negative must be inspected after processing and before duplicate copies are made.  The inspection must be conducted in such a manner as to reveal defects such as improper density, poor resolution, blurred or obscurred images, improper document sequence, or improper identification targets.  If a defect prohibits a clear, legible, hard copy print from the film, the original records must be re-photographed.  The inspection must follow one of the following procedures: 
 
A)        randomly sampling the film, making sure that the samples include the beginning, middle, and end of the roll or microfilm.  (It is suggested that this be done on all film as a minimum quality control). 
 
B)        visually inspecting the film by passing each image through a reader and checking for overlapping, double or folded images, or other types of problems that would impair retreiving any information on the micro-images. 
 
C)        performing all of subsection (B) plus, counting the number of microimages on the film and comparing that against the number of documents that were to be microfilmed.  (If the numbers coincide, the conclusion is made that every document has been microfilmed.) 
 
D)        individually comparing each document with each micro-image that was actually created.  (This visual verification provides the highest assurance that every document has been properly filmed.) 
 
5)         If more than one percent of the original images need to be refilmed (approximately 30 images per roll), the entire roll must be refilmed. 
 
6)         The retake of documents must be spliced to the end of the film along with a Certificate of Addition.  The storage container must be labeled to reflect these additions. 
 
7)         At the end of each roll shall be a certificate worded substantially as follows: 
 
Certificate of Authenticity
(Service Company or Agency Letterhead)
 
This is to certify that the microfilmed images on this roll of microfilm starting with  ___________ and ending with ____________ are true and accurate images of the documents of the (Describe office) ________________________________ 
 
These documents are microfilmed in the ordinary course of business as a part of the _________________________ (Service Company or Agency) procedures. 
 
 
(Camera Operator)
(or Certifying Officer)
 
8)         When the retaking of images is necessary the following certificate shall be required. 
 
Certificate of Additions
 
(Service Company or Agency Letterhead)
 
This is to certify that the microfilmed images appearing on this roll of film between Start Additions and End Additions are true and accurate images of those documents of the (Describe office) ________________________ which were missing or proved unreadable upon inspection of the original roll, and are to be spliced to such original roll for its completion. 
 
 
(Camera Operator)
(or Certifying Officer)
 
9)         No splice will be permitted between the start file and end file targets except for the court ordered expungement of specific records.  When such an order is issued, and deletions are made from the roll of film, a certification substantially as follows must be inserted at the beginning of the reel of film. 
 
CERTIFICATE OF DELETION
 
This is to certify the deletion of microfilm images on this roll of microfilm occurred due to Court Order # _____________, dated_______________, signed by Judge ________________.  No other images other than those listed in this order were deleted. 
 
 
Signature of Officer
Title
 
10)         Each film carton shall be identified by a label or exterior marking showing: 
 
A)        roll number 
 
B)        name of office 
 
C)        title of record series 
 
D)        names of file units at the start of the roll, at space targets, and at the end of the roll. 
 
E)         the number of the application authorizing the microfilming of the record/record series. 
 
11)         Computer Output Microfilm (COM) is to be considered an original record and not a copy of an original record.  Therefore, authentication requirements for source document microfilm, described in Sections 4000.50(c)(7),(8) and (9), do not apply to COM. 
 
12)         Microfiche and Aperture Cards 
 
A)        the microform must be an accurate representation of the original records. 
 
B)        the Certificate of Intent and Authenticity must appear on each microfiche or aperture card. 
 
C)        the headings on each fiche or aperture card must be legible without magnification, and must include the name of the office having custody of the records, a brief title of the record series, inclusive dates and approved application number. 
 
D)        any index registers or other finding aids must be microfilmed and located within the collection of filmed records. 
 
13)         Updateable Microfiche Systems: 
 
An agency considering using an updateable microfiche system should first contact the Local Records Unit to review the proposed application.  The use of the updateable system will be approved if the Updateable Microfiche meet the following specifications: 
 
A)        each microfiche must have the specified targets at the beginning and end of each fiche.  A certificate of intent and a certificate of authenticity are the minimum allowed. 
 
B)        each time a microfiche is updated, either a certificate of authenticity must be inserted at the end of the added documents or annotated reference to the certificate of authenticity must appear on each added image. 
 
C)        only records bearing retention periods of seven years or less may be placed on updateable microforms. 
 
D)        if a court ordered expungement is necessary a certificate of deletion must appear at the place of the deleted image. 
 
14)         Prior to the destruction of records microfilmed under the authority of approved records schedules, the agency shall file with the Local Records Commission a statement of compliance with its standards governing the microfilming of records.  The statement shall include: 
 
A)        Name of agency having custody of the records. 
 
B)        Date 
 
C)        Title and inclusive dates of the records series 
 
D)        The number of the list or schedule approved by the Local Records Commission authorizing the project. 
 
E)         A statement as follows: 
 
"I hereby certify that the film on which the records were reproduced complies with the standards given in Section 4000.60 of the rules of the Local Records Commission." 
F)         Signature of the microfilm project supervisor or records custodian. 
 
15)         Master or Security Copy 
 
The security or master microform shall not be used for reference purposes.  Duplicates shall be used for reference and for further duplication on a recurring basis or for large-scale duplication, as for distribution of records on microforms.  Agency procedures shall ensure that master microforms remain clean and undamaged during the duplication process.  The agency may deposit a silver based film of permanent record materials in the Illinois State Archives, in roll form only. 
16)         Inspection 
 
Security or Master films of permanent record microforms, and records microfilmed to dispose of the original record, shall be inspected every 2 years during their scheduled life.  The inspection shall be made using a 1 percent randomly selected sample in the following categories:  70 percent – microforms not previously tested, 20 percent – microforms tested in the last inspection, and 10 percent – control group. The control group shall represent samples of microforms from the oldest microforms filmed through the most current. 
 
(Source:  Amended at 9 Ill. Reg. 17796, effective November 5, 1985) 
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Section 4000.60  Minimum Standards of Quality for Permanent Record Photographic Microcopying Film 
 
a)         These standards are concerned with both raw stock for permanent record films and with the processed films ready for storage.  No incorporation by reference in Section 4000.60 includes any later amendments or editions. 
 
b)         All such film stock shall be of approved permanent type such as meets the minimum specifications of the American National Standards Institute (ANSI) as found in: 
 
                        PH 1.25 – 1984
 
                        PH 1.28 – 1984
 
                        PH 1.41 – 1984
 
c)         Each frame of microfilm shall be exposed and processed so that every line and character on the document appears on the microfilm with sufficient clarity to permit reproducibility through three successive generations of reproduction. Microimages and paper copies thereof must "exhibit a high degree of legibility and readability."  Legibility is defined as "the quality of a letter or number that enables the observer to identify it positively and quickly to the exclusion of all other letters or numerals."  Readability is "the quality of a group of letters or numerals being recognizable as words or complete numbers."  Agencies filming public records before disposal of the originals must comply with the following ANSI standards relating to preparing and filming of records and the use, storage and inspection of developed film:  ANSI PH1.25-1984, ANSI PH1.28-1984, ANSI PH1.41-1984, ANSI PH1.43-1983, ANSI PH4.8-1985, ANSI PH5.8-1972-R1978, and ANSI/AIIM MS19-1978. 
 
d)         The photographic densities must be appropriate to the type of documents being filmed. 
 
1)         Appropriate background densities are as follows: 
 
 
Classification
Description of Documents
Background Density
Group 1
High-quality printed books, periodicals, and dense typing.................................. 
1.10-1.40
Group 2
Fine-line originals, letters typed with a worn ribbon, pencil writing with a soft lead, and documents with small printing.......................................................... 
1.00-1.20
Group 3
Pencil drawings, faded printing, graph paper with pale, fine colored lines, and very small printing............................... 
.90-1.10
Group 4
Very weak pencil manuscripts and drawings, and poorly printed, faint documents.......................................... 
.80-1.00
Group 5
Some poor-contrast documents may require a lower background density (i.e. photo-stats or blueprints, etc........ 
.70-.90
Group 6
Computer-Output Microforms............ 
1.50-2.00
 
 
2)         The base-plus-fog density of unexposed, processed, clear based microfilm must not exceed 0.10. 
 
(Source:  Amended at 15 Ill. Reg. 11932, effective August 6, 1991) 
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Section 4000.APPENDIX A  Limits for Residual Thiosulfate (Repealed) 
 
(Source:  Repealed at 9 Ill. Reg. 17796, effective November 5, 1985) 
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	Electronic Records and the Illinois Local Records Act
 


Guidelines for Using Electronic Records
April 2001


Effective January 1, 2001, the Local Records Act (50 ILCS 205) is amended to allow Local Government agencies to reproduce existing public records in a digitized electronic format with the intent to dispose of the original records. This practice is only allowable if the electronic records are reproduced on a "durable medium that accurately and legibly reproduces the original record in all details," and "that does not permit additions, deletions, or changes to the original document images." In addition, the digital records must be "retained in a trustworthy manner so that the records, and the information contained in the records, are accessible and usable for subsequent reference at all times while the information must be retained." Each agency is also under the obligation to file a Records Disposal Certificate with the appropriate Local Records Commission before any original record may be disposed of and before the reproduced digital record is disposed of. Click here for the Guidelines Summary.
In the past, public record laws, regulations, and procedures were based on the fact that records were created and maintained in paper or microfilm formats. Although very safe for long-term storage of records, those formats only allowed access to the records by one person in one place at one time. Currently, some local government record keepers feel that paper records take up too much space and filmed records are often too difficult to use. They perceive that the wide-scale use of electronic records will increase their ability to provide records to more clients in a clearer format in a timelier manner while saving money on record storage and staff. Digital systems also greatly reduce the amount of physical space required to store paper records.
However, while electronic record technology promotes broad and rapid access to local records, it also carries the danger that those records and the information contained therein can be easily lost. It is imperative that local governments ensure that because of changing technology, electronic records are not rendered unusable before their retention and preservation requirements are met. When indicating his support for the amendment to the Local Records Act, Governor Ryan warned that there are no universal standards for the creation and storage of electronic documents and urged local governments to "be cautious in the way in which they maintain public records and protect the public interest."
Because digital media are constantly in a state of flux, few national standards exist regulating the creation, copying and preservation of electronic records. Therefore the Local Records Commissions have issued no formal standards to guide local government agencies that decide to implement an electronic records storage system. The following guidelines for electronic record keeping in Illinois are currently accepted as "best practice" by industry and are endorsed by the Local Records Commissions, the Governor’s Office on Technology, and the Secretary of State as State Archivist. These guidelines do not specify how a local government agency is to accomplish electronic record keeping and do not preclude agencies from transferring imaged records to other media or maintaining microfilm copies for long-term preservation purposes.


Legal Responsibility
Agencies must remember that any information that was a public record when produced in paper remains a public record when produced or maintained in any digital format, and that any information created as, or converted to, an electronic format is a government asset and must be retained for any period required by law or Local Records Commission regulations. Agencies are also obligated to produce and present to the public any records kept in digital formats that are needed to comply with the provisions of the Illinois Freedom of Information Act (5 ILCS 140/). Disposing of any public record, regardless of format, before its retention is complete and notification given to the Local Records Commission is a Class 4 felony. Therefore, before implementing any local government electronic record keeping system, a records inventory (Application for Authority to Dispose of Local Records) should be on file with the Local Records Unit of the Illinois State Archives (217/782-7075).
To prevent negative audit findings and to defend itself during any legal challenge to the authenticity of the document, agencies should prepare documentation that explains how its systems and procedures ensure the integrity of the electronic document. At a minimum, this documentation should explain the technology that was used during creation and use (i.e. type of media, file format, type of document management software used); the operational procedures about how the document enters the system; and the security procedures about how the agency ensures the document has not been altered.


Longevity of Digital Records
Most people realize that if you had created a text document 12 years ago using any of the most popular commercial word processing software programs, you would not be able to read it today. Even if you had kept the exact machine and software program that created the document, there is a good chance that the storage medium would have degenerated.
Therefore, although no longer required by law, the Illinois State Archives and the Local Records Commissions still suggest that digital records with a retention value of more than ten years be backed up on microfilm or paper.
When retaining long-term records in digital format, user copies should be made and the "original" digital information stored off-site in a controlled environment. Temperature and relative humidity for permanent digital information should be in a range between 65-75 degrees Fahrenheit and 30-45 percent humidity. Maintaining constant temperatures and humidity is very important in the long-term preservation of information in digital, as well as paper and microfilm formats. Users can gain guidance for the storage and use of optical disks in ANSI/AIIM TR25-1995, Use of Optical Disks for Public Records.


Digitizing Existing Records
Before beginning a digitization of records, agencies should analyze the costs associated with implementing and maintaining an imaging system. This includes the cost of hardware, software, training staff, preparation of materials, scanning current and future records and possibly converting old files. While outsourcing may be cheaper than an in-house program, agencies should be concerned about losing control of their records.
Agencies should also plan for the refreshing of digital data on a regular basis and for migrating and converting images and corollary indices to new storage media as needed to preserve the records "for subsequent reference at all times while the information must be retained." Therefore, agencies must remember to budget up to 20% of the original system acquisition expense for the migration of digital records to newer media, software and/or hardware. It is difficult to predict whether this will need to be done every 3, 5 or 10 years to prevent the loss of information. In fact, before embarking on any record conversion project from paper to digital or microfilm, agencies would be wise to perform a cost/benefit analysis that also factors in Local Record Commission record retention requirements.
Based on the requirements of the new law, agencies should establish operational practices and provide technical and administrative documentation to ensure the future usability of the system, continued access to all records, and the foundation for assuring the system’s legal integrity. Any procedures should comport to requirements for the legal acceptance of records as outlined in AIIM TR31-1992, Performance Guidelines for the Admissibility of Records Produced by Information Systems as Evidence.
To ensure images are readable in the future, agencies should require an open systems architecture for electronic imaging or require vendors to provide a bridge to systems with non-proprietary configurations. Also, if a proprietary digital image file format is used, the vendor should provide a bridge to a non-proprietary digital image file format. It is recommended that agencies use a non-proprietary image file format to ensure the ability to transfer successfully digital images between different systems or to upgraded or modified systems. A definition for file formats is found in: ANSI/AIIM MS53-1993, Standard Recommended Practice, File Format for Storage and Exchange of Images, Bi-Level Image File Format, Part 1.
While there are no formal Illinois government standards in place to guide an agency that is considering implementation of an electronic records storage system, there are a number of accepted industry standards that can increase the likelihood of long-term data accessibility. For example, the non-proprietary American Standard Code for Information Interchange (ASCII) has been a standard for text information since 1963 and is a basic building block in practically every program involving text.
It is highly recommended that every textual record an agency creates is reducible to the ASCII format.
RTF (Rich Text Format) is another transferable format. Its major advantage over ASCII is that it retains spacing, bold, italic, and underlining commands when transferring documents between most versions of Microsoft Word and WordPerfect. RTF is also the default format for certain programs like Microsoft’s Outlook e-mail software.
Hypertext Markup Language (HTML), used for text on the Internet, also can be used as a medium of exchange between word processing programs and other software programs that display text. Most programs today automatically detect HTML files and display them appropriately.
With regard to graphic files, since 1981 TIFF has become the standard, non-proprietary graphics format and is widely used to transmit document information by imaging systems, fax machines and software programs. However, even though the Adobe Portable Document Format (PDF) is a proprietary standard, it has become the de facto standard for publishing fully formatted documents on the Web. But in order to read these documents a user must have a copy of the proprietary Adobe Acrobat Reader, available free from Adobe, installed on their computer. The creator of the document must have a copy of the full Adobe Acrobat Writer installed on his/her computer. Adobe charges for the full version of Adobe Acrobat. Unlike TIFF, PDF allows for the display of the exact format of the original document on the Internet with all graphics and text formatting intact.
The resolution of scanned images shall be sufficient to permit the recording of an accurate image of the public record. Agencies should refer to AIIM TR26-1993, Resolution as it Relates to Photographic and Electronic Imaging for guidance concerning resolution criteria. Standard office text documents should be scanned at a minimum resolution of 200 dpi (dots per inch). Drawings, maps and plans require 300 dpi, while deteriorating documents or those with fine detail require 600 dpi to capture the record. Many digital technicians believe that a good image comes from a high-resolution scan that is scaled down to a workable storage size. When deciding on scanning resolutions, agencies should be guided by the law that requires a system that "legibly reproduces the original record in all details." Therefore, each agency should perform a visual quality control evaluation of each scanned image and related index data before any records are disposed of. Standards for ensuring scanner quality can be found in ANSI/AIIM MS44-1988 (R1993), Recommended Practice for Quality Control of Image Scanners.
When using optical disks, the system should provide techniques for monitoring and reporting verification of the records stored on a digital optical disk as found in ANSI/AIIM MS59-1996, "Media Error Monitoring and Reporting Techniques for Verification of Stored Data on Optical Digital Data Disks." Each year the agency should sample five percent of the images from both the primary and backup storage media to verify continued accessibility. They should also use an indexing database that provides for efficient retrieval, ease of use, and up-to-date information about the digital images stored in the system.
Since it is impossible to determine content merely by looking at a disk or tape, all digital media and storage containers should be clearly labeled identifying the agency, department, type of records, date span, system and software used, any access restrictions and the retention period assigned by the Local Records Commission. The agency should maintain specific, detailed documentation about the contents as well as the system specifications needed to access each tape or disk.


Managing Electronic Records
No matter what media or file formats are selected for creation and storage of digital documents, a system is needed that can organize and reliably retrieve all electronic information. Such a system is usually referred to as Records Management Application software (RMA). The RMA software must dependably catalog and index all of the documents and images and quickly retrieve those objects. To retrieve individual documents, each must be uniquely identified and indexed in a database. The United States Department of Defense has adopted standards (DoD 5015.2-STD) for what this software must be able to do in various file formats. It is suggested that Illinois agencies use only electronic records management software that meets the DoD 5015.2-STD that can be found on the National Archives and Records Administration web site.
However, the Archivist of the United States warns that government agencies must understand "the move towards electronic recordkeeping is more complicated than simply purchasing a 5015.2-certified records management application. Further agency analysis needs to be carried out to evaluate technical and business requirements that must be considered when automating records management, including human factors, ease of integration, scalability, system performance, reliability and provider stability."


Choosing the Right Vendor
The importance of selecting a highly qualified vendor when planning and implementing a records imaging and indexing system cannot be over-emphasized. In your Request for Proposals demand evidence the vender has a track record of successful projects of the type you wish to accomplish and that they can provide you with some of the same staff that worked on earlier projects. Confirm that the vendor has the financial, human and other resources available to actually finish your project. In your contract, consider requiring your vendor to:
· Deposit a copy of the imaging/indexing system’s application software codes and associated documentation in an escrow account with an institution acceptable to the agency for transmission to the agency if the vendor’s business fails. The vendor must verify that the code is updated every year. If the vendor goes out of business, the agency must be given a copy of the source code.
  

· Notify the agency about the discontinuation of the imaging/indexing system or its product line, changes or upgrades to the imaging system, or the cessation of service support for the digital system. 



Summary
1. "Regardless of physical form or characteristics," any information produced or received by a local government agency (including some e-mail) may be a record. For examples of non-records see the Local Records Act, 50 ILCS 205/3. [Agencies using Internet web pages to transact government business need to retain only the data from each transaction and not capture a "picture" of the web form used during each transaction. However, for legal protection, agencies should save examples/documentation of each web transaction page after the form has been modified or replaced.]
  

2. No public record may be disposed of without the permission of the appropriate Local Records Commission. Contact (217) 782-7075 for information about how to adhere to this process.
  

3. Just as record keepers in the past have used safes and locks to provide security for valuable records, agencies today must ensure that only those persons that are entitled have access to digital information. Security systems should be in place to ensure that electronic records cannot be altered, deleted or changed without documentation.
  

4. For the past two thousand years, nothing has helped information survive natural and man-made disasters more than redundancy, the preservation of the same records in different formats at different locations. All electronic records should be backed up in some manner at a remote site.
  

5. Digital information creation, storage and preservation systems are constantly changing. It is the responsibility of the local government agency to keep public records accessible as long as required by law. Agencies must plan for future refreshing, migration, emulation or reformatting of existing digital records and budgets should anticipate and reflect the necessary expense of this process.
  

6. Extensive metadata (data about your digital data) will help minimize the risk of your digital information becoming obsolete. Information should be kept separately from your digital records that identifies the record group, who created it, when created, and what technical environment is needed to access it.
  

7. In the near future there will be a need for local governments to send and receive information in digital formats to and from the public and other government agencies. Anticipating this, local governments should adopt the most universally accepted digital formats and systems in an effort to be compatible with other systems. 

Questions about the creation, preservation and disposal of all local government records, regardless of physical characteristics or format, should be addressed to the Local Records Unit, Illinois State Archives, (217) 782-7075, e-mail: Illinois State Archives Contact Form
(Choose Records Management as the subject).


GLOSSARY
ASCII (American Standard Code for Information Exchange) – The ASCII character set is the basic set of characters that can be displayed on a PC screen. When text documents are converted from their original word processor file formats to ASCII they lose all special formatting such as bold, italics, and underlining.
CD-ROM (Compact Disk – Read Only Memory)  – A CD-based storage medium that cannot be altered.
Emulation – The approach to save digital information by focusing on the applications software rather than on the files containing information. Those in favor of emulation want to build software that mimics every type of application that has ever been written for every type of file format and make them run on whatever the current computing environment is. Both migration and emulation require refreshing of data.
ERMS (Electronic Records Management System) – An automated method of maintaining and making accessible electronic records that includes retention values and disposal documentation.
GIF (Graphics Interchange Format) – A graphics format using small images that are to be displayed in a Web browser.
HTML (Hypertext Markup Language) – A tag-based language used to display text on the Internet.
JPEG (Joint Photographic Experts Group) – JPEG is a graphics file format that utilizes compression to reduce large image files into files that can be more easily stored and transferred. JPEG files are usually used for display of photographs on the Internet and also for digital photography.
Migration of Digital Data – Involves periodically moving files from a previous file-encoding format to another that is useable in a more modern computing environment. Migration seeks to limit the problem of files encoded in a wide variety of old file formats that have existed over time by gradually bringing all former formats into a limited number of contemporary formats.
PDF (Portable Document Format) – A proprietary format owned by Adobe Corp. that has become the de facto standard for displaying documents and forms on the Web.
Records Management – Systematic control of all recorded information (regardless of physical form or characteristics) created or received by an organization. The system’s objectives are to provide accurate information to the people who need it in a timely manner at the lowest possible cost from the moment of record creation, through safe storage and maintenance, to legal documented disposal.
Refreshing Digital Data – Periodically moving a file from one physical storage medium to another to avoid the physical decay or the obsolescence of that medium. Since physical storage media (such as CD-ROMs) decay, and because technological changes make older storage devices (such as 8" floppy drives) inaccessible to new computers, some ongoing form of refreshing is likely to be necessary for many years to come.
RTF (Rich Text Format) – An electronic text format that allows for preservation of special formatting such as bold, italics, spacing and underlining. Considered the best file format to save a document that will be read by a different work processor program.
TIFF (Tagged Image File Format) – A raster-based (bitmapped) graphics file format that maintains high resolution. TIFF files are much larger that JPEGs but allow for the highest fidelity to the original. TIFF files are often converted to JPEG files for display on the WEB.
WORM (Write Once, Read Many) – Any compact disk system that imprints information that can not be altered at a later date.


Websites on Imaging and Electronic Documents
http://www.cyberdriveillinois.com/departments/archives/records_management/recman.html
(Illinois State Archives) State and Local Government Records Management laws, rules and forms.
http://www.finditillinois.org/ida/bestpractices.html 
(The Illinois State Library) Best Practices for Digital Imaging and Model Requests for Digital Imaging Proposals.
http://www.nedcc.org/digital/TofC.htm
(Northeast Document Conservation Center) HANDBOOK FOR DIGITAL PROJECTS: A Management Tool for Preservation and Access, First Edition. Maxine K. Sitts, Editor. Northeast Document Conservation Center: Andover, Massachusetts, 2000.
http://www.rlg.org/ArchTF/tfadi.index.htm
(The Commission on Preservation and Access and the Research Libraries Group, Inc.) "Preserving Digital Information: Report of the Task Force on Archiving of Digital Information." 
http://www.nara.gov
(National Archives and Administration) – Records Management policies, regulations, publications and laws relating to records management for federal agencies.
http://www.arma.org
(Association of Records Managers and Administrators)
http://stnds.aiim.wegov2.com
(Association for Information and Image Management)
http://www.osta.org
(Optical Storage Technology Association) – Publications and references on optical storage issues.
http://www.nara.gov/records/dodstd.html
DoD 5015.2-STD Department of Defense records management application software standards.
http://www.cslib.org/optical.htm
(Connecticut State Library) –"Standards for the Use of Imaging Technology for Storage, Retrieval, and Disposition of Public Records."
http://cio.doe.gov/standards
(U.S. Dept. of Energy) Industry standards for many aspects of electronic records and optical disks.




  

These Guidelines have been reviewed and accepted by the Downstate Local Records Commission and the Local Records Commission of Cook County.
Last Revision May 11, 2001 
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To set up an appointment with a Local Records Unit Field Representative – Call (217)782-1080

Field Reps:

Steve Colaizzi

Michael Hall
Jeannie Hynes

Wanda Schmidgall

Steve Whitlow

David Wooten

                                   





(Signature required only if records have been microfilmed or digitized).





Please print name and title on the line above





     














7 7c�PAGE \# "'Page: '#'�'"  ��Type in the item no. from the application that corresponds to the records series, for instance item 5 (item #’s are listed in the left side of the form) are Claims for Reimbursement.  For the Record Series title please use the title as listed on the application (i.e. Claims for Reimbursement).  


�PAGE \# "'Page: '#'�'"  ��Type in the date you wish to dispose of these records.  Disposal Certificates are to be submitted 60 days before you intend to dispose of the records.  One of the reasons for the delay, is that the IL Regional Depository System  (IRAD) reviews the disposals to see if there are any historical records they may be interested in placing in one of our regional depositories located at several of the state university libraries.  
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