




INSTRUCTIONS FOR USING THIS SCHEDULE 

Records retention and disposition schedules are designed to serve as your records 
management guideline for storing and disposing of agency records, regardless of the 
media on which they reside, including paper, microfilm, diskettes, optical disks, CDs, 
DVDs, servers, computer hard drives, etc.  State Agencies General Records Schedule 
No. 124 contains those records common to most state government agencies. This 
schedule takes precedence over General Records Schedule 124.   
 
This schedule provides ongoing authority to dispose of paper records that do not have 
a permanent retention period after electronic copies have been made in accordance 
with Neb. Rev. Stat. § 25-12,112 (Reissue 1995) and to dispose of paper or electronic 
records once the record’s retention period has expired unless it is subject to a legal 
hold.  The University of Nebraska assumes the responsibility to migrate these electronic 
records to a new system, software, and/or storage medium when the current system, 
software, and/or storage medium become obsolete, to ensure that this information 
remains accessible for the entire required retention period. 
 

DISPOSING OF RECORDS 
 

 1. Check your schedules to see what the retention period is.   
 
 2. Dispose of records that have met their retention periods unless they  
  are subject to a legal hold. 
 
 3. Complete a Records Disposition Report for the records you dispose. The 

Records Disposition Report form is the last page of this schedule. Remove 
the form, copy it, complete the form, copy it for your records, and send the 
completed form to the Records Management Division at the address below. If 
you wish, you may receive this form electronically by contacting the Records 
Management Division.  The completed report establishes that the destruction 
or other disposition of records was done in the normal course of office 
activities. 

 
Nebraska Secretary of State 

Records Management Division 
440 South 8th Street, Suite 210 

Lincoln, NE  68508-2294 
SOS.RecordsManagement@nebraska.gov 

402-471-9778 
 

QUESTIONS 
 
If you have any questions about these procedures, please contact your University 
human resources office. 
 
 

 

 










