
PART I - Office or Department 

BERKELEY COUNTY 
Local Government Subdivision 

RECORDS MANAGEMENT 
Office or Department 

8 
Record Group Number 

(- tify that I am authorized to act for this agency in the disposition of its public records and hereby approve the 
a\:cached Records Retention Schedule. The schedule meets all legal and audit requirements and the records have no 
further administrative, fiscal, or legal value to this agency after the expiration of the prescribed retention periods. 

Records series included in this approval are numbered: 16713 

" Date 
-1'--+;t=.-"'u£~'--=-~J~_,_,_Q ----"i(tl--,\::::Jf'-}\_,_

1 

_______ f2qo~p 
Signature of Approving Authority 

PART II - Governing Body 
I am authorized to act for the governing body of this local overnment subdivision and certify that the governing 
body has approved the Records enti n Schedule as d crib in Part I, above. 

I 

Signature of Approving Authority 

PART III - Department of Archives and History 
The records listed in the attached Records Retention Schedule h ve been evaluated by this department for their 
nf gement, research, and permanent value and f retention or disposal as described in the 
s~nc:dule. 

Date Director, Department of Archives and History 
ARM-3 



South Carolina Depart~e?~ of Archives and History =~~~:~~N 
Records Management D1V1s1on SCHEDULE 

BERKELEY COUNTY RECORD GROUP NUMBER: 8 

RECORDS MANAGEMENT 

16713 TRANSMITTAL AND RECEIPT 
(Transmittal Forms) 

Description: 

Records used to document the transfer of records from a county office to 
the county's records storage facility for storage, reference and final 
disposition. Information includes department name, address, phone 
number, records approved for microfilming, date filmed, department box 
number, title of records, inclusive dates, retention schedule number, 
destruction date, records bin number, department signature, title, date, 
received by, date, copy returned to department, date, and date information 
entered into the Simple Records Management System. 

Retention: 

Until information is entered into Simple Records Management System, 
then destroy. 

SCHEDULE APPROVED I~ I'-/ I~ D 1'-f 
I I 

The approval and implementation of this records retention schedule should comply with the Department of Archives and History's Guidelines for Understanding & Implementing Records Retention Schedules. 



For All Generations 

PART I - Office or Department 

BERKELEY CQIINTY 
Local Government Subdivision 

RECORDS MANAGEMENT 
Office or Department 

8 
Record Group Number 

:V~ i:ify that I am authorized to act for this agency in the disposition of its public records and hereby approve the 
a\-__ .::hed Records Retention Schedule. The schedule meets all legal and audit requirements and the records have no 
further administrative, fiscal, or legal value to this agency after the expiration of the prescribed retention periods. 

Records series included in this approval are numbered: 
16743 

Date 

PART II - Governing Body 
I am authorized to act for the governing body of this local government subdivision and certify that the governing 
body has approved the Records Retention Schedule as describ in Part I, above. 

Date Signature of Approving Authority Title 

PART III - Department of Archives and History 
The records listed in the attached Records Retention Schedule have been evaluated by this department for their 
IT},..-•gement, research, and permanent value~nd ap:Pr e for retention or disposal as described in the 
sl Jute. 

I 

2~:s-!5 , L 
Date Director, Department of Archives and History 

ARM-3 



~ . . RECORDS 
South Carolina Depart~e?~ of Archives and History RETENTION 
Records Ma?agement DIVISion SCHEDULE 

BERKELEY COUNTY RECORD GROUP NUMBER: 8 

RECORDS MANAGEMENT 

16743 RECORDS DESTRUCTION REPORTS 
(SCDAH Forms ARM-11 and ARM-13) 

Description: 

Forms completed by the Records Management staff indicating the boxes 
or files that are eligible for destruction in accordance with approved 
Records Retention Schedules issued by the South Carolina Department of 
Archives and History. Information includes ARM-11: office/agency name, 
record group number, division/office, signature of records officer or 
representative, record series title(s), record series number(s), inclusive 
dates, volume (cubic feet) and date of destruction; ARM-13: 
agency/government name, division/section/office name, record series title, 
schedule number, inclusive dates, cubic feet, retention period, vital record, 
off-site security copy, storage location, name and phone number of person 
completing the form, information certifying compliance with Public Records 
Stored as Digital Images Policy Statement, name and signature of 
authorized representative, date, disposal approved/not approved, reason, 
signature of Archives representative and date, signature of person 
disposing of records and date of disposal. 

Retention: 

PERMANENT. 

The approval and implementation of this records retention schedule should comply with the Department of Archives and History's Guidelines for Understanding & Implementing Records Retention Schedules. 




