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[ Pursuant to ARS §41-1351. the followihg retention periods represent the maximum time records may. fJe ept Unless/records relate to pending or
current litigation, or are necessary for an audit, keeping records beyond their retention period is illegal. If you believe that special circumstances warrant
the extension of any of these retention periods that records should be kept longer than the period listed below or that any of these record series.may be

appropriate for transfer to the Archives, please contact the Records Management Division fo inguire about a change fo the retention period. Only the
Records Management Division has the authority to extend records retention periods.

RECORDS SERIES R.S. RETENTION (YR.) REMARKS
Code Off. R.C. Total (Include start point of retention.)
1. Constituent Correspondence
a. | Pre 2002 040618 (6 mo| 1.5 | 2 | After month prepared or received. Return to

Constituent Services. Historical materials
will be separated and transferred to

Archives.
b. | Post 2002
[1] Historical materials 150618 |6 mo| 1.5 | 2 | After month prepared or received. Transfer
to Archives.
[2] Non-historical materials 160618 |6 mo| 1.5 | 2 | After month prepared or received
2. Scheduling Correspondence (Batch 1) 007818 | - 3 3 | After transfer date.

Supersedes schedule dated 6-28-96
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