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Archives Director Tom Owen sorting archival records in the Capitol 
basement, ca. 1901

George Doak moving archival records in the Capitol basement, 
ca. 1901

ALABAMA DEPARTMENT OF ARCHIVES & HISTORY
ESTABLISHED 1901

FOUNDING DIRECTOR
THOMAS MCADORY OWEN

ALABAMA’S ARCHIVES & WORLD WAR MEMORIAL DEDICATED
NOVEMBER 11, 1940

DIRECTOR
MARIE BANKHEAD OWEN
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MUSEUM 
OF ALABAMA 

K-12 OUTREACH
 Teacher-created, Alabama history 

lesson plans that use primary sources 
from the Archives’ collections

 Guided, customizable school group 
tours that include time in the Archives’ 
classroom

 Thematic, Trekking Through History
Traveling Backpacks available on-loan 
to teachers

 Distance learning classes reach students 
across the state

 History at Home activities and other 
resources to enhance the learning 
experience
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PUBLIC & PRIVATE 
RECORDS COLLECTIONS

EBSCO RESEARCH ROOM
Enjoy FREE access to:

Open Tues – Fri, 8:30 – 4:30 

& the second Saturday of every month

Provide advice and assistance to state and local officials with records 
concerns (Code of Alabama 1975, Section 41-13-4)

“The Department of Archives and History may examine into the condition of public records and shall at the request of the custodian thereof give advice 
and assistance to any public official in the solution of his problems of preserving, filing and making available the public records in his custody.

Provide staff support to the State and Local Government Records 
Commissions 

(Code of Alabama 1975, Sections 41-13-20 through -25)
Authorizing legislation for the State and Local Government Records Commission

Records Responsibilities
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WHAT IS RECORDS LAW IN ALABAMA?

No county, municipal, or other local 
government official and/or state 

officer shall cause any . . . record to 
be destroyed or otherwise disposed 

of without first obtaining the 
approval of the state and/or local 

government records commission
(Code of Alabama 1975, 41-13-21); (Code of Alabama 1975, 41-13-23)

STATE & LOCAL GOVERNMENT 
RECORDS COMMISSION 

Director of ADAH is chairman

Government Services Division archivists serve as 
staff

Includes state agencies involved with public records 
(Secretary of State, Attorney General, Examiners, 
university historians)

For LGRC, includes local government officials 
(county commissioners, probate judge, tax official,  
city clerk, sheriff, police chief).

LOCAL GOVERNMENT RECORDS COMMISSION

(Code of Alabama, Sections 41-13-22 through -24)
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STATE & LOCAL GOVERNMENT 
RECORDS COMMISSION

Meets twice annually (April and October) in Regions’ 
Board Room at ADAH, 10:00 AM for SRC & 11:00 
a.m.  For LGRC. Meetings are open to the public.

Reviews and approves RDAs (records disposition 
authorities) prepared by ADAH Government Services 
Division archivists

WHAT IS YOUR RESPONSIBILITY AS A PUBLIC 
OFFICIAL?
Create and maintain records that 

document the business of your office.

Protect and preserve records from 
loss, mutilation, or destruction.

Transfer to your successors in office 
all records pertaining to the office’s 
business.

WHAT IS YOUR RESPONSIBILITY AS A PUBLIC 
OFFICIAL?
Ensure that records are kept in accordance 
with accepted auditing/retention standards.

Contact the Department of Archives and 
History (ADAH) to document the legal 
destruction of out- dated records.

For most state and local agencies, to provide 
the public with access to your records.

(Code of Alabama, Title 36, Chapter 12)
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WE ARE ALL “PUBLIC OFFICIALS”

Under Title 36, Chapter 12, Section 1 of the Code of 
Alabama: 

• a PUBLIC OFFICIAL is anyone “who is paid in whole 
or in part from state, county, or municipal funds.”

This means that all state, county, and municipal 
employees, not just elected officials, are considered 
public officials within the meaning of the law.  Be-
cause we perform our jobs at public expense, the 
records we create are PUBLIC RECORDS.

WHAT ARE “PUBLIC RECORDS?”

The old definition:

“All written, typed, or printed books, papers, letters,
Documents, and maps made or received . . . by the 
public officers of the state, counties [and] municipa-
lities . . . In the transaction of public business. . . .”

(Code of Alabama 1975, Section 41-13-1)
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WHAT ARE “PUBLIC RECORDS”

The Uniform Electronic Transactions Act of 2001, now 
codified as Code of Alabama Sections 8-1A-1 through 
8-1A-20, established the terms under which elec-tronic 
records are legally acceptable, provided that both 
parties to a transaction agree to their use.

The act states that if a law requires a record to be “in 
writing,” an electronic record—under certain speci-
fied conditions—satisfies that law.  Electronic records 
may not be denied legal authority simply because 
they are electronic.

WHAT ARE “PUBLIC RECORDS?”

RECORDS MANAGEMENT HELPS 
PUBLIC OFFICIALS DO A BETTER JOB

Advantages of Good Records Management:

Increased productivity (less time searching disorganized 
electronic files or old boxes stored in the basement)

Cost savings (implement the RDA instead of purchasing 
space, equipment, or supplies for storing surplus records)

Better service to the school system and the public
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UNIFORM ELECTRONIC 
TRANSACTIONS ACT

Under the Uniform Electronic Transactions Act, 
the State and Local Government Records 

Commissions may specify additional 
requirements for electronic records.  Under all 
state and local government RDAs, electronic 

records are subject to the same record-
keeping requirements as 

records in any other format. 

ADVICE ON ELECTRONIC RECORD‐KEEPING

If an agency chooses to maintain records solely 
in electronic format, it is committed to funding 
and implementing any future system upgrades 
or data migrations necessary to ensure each 
record’s preservation and accessibility for the 
full period legally required in the RDA.  This 
commitment may become problematic when 

permanent and long-term records are involved. 
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ADVICE ON ELECTRONIC RECORD‐
KEEPING

• The agency should run frequent, reliable back-ups for 
electronic records.  At least one back-up copy of the 
records should be stored off-site.  

• Back-up media continually become outmoded as techno-
logy continues to evolve (from aperture cards and floppy 
disks to magnetic tape to “gold” CDs to external hard 
drives).  Ongoing data migration is essential!

• Employ records management software that can purge 
outdated records when their retention periods expire.

• To ensure electronic records’ legal admissibility, maintain 
operations manuals and other documentation of current 
and former record-keeping systems.

E‐MAIL COMMUNICATIONS

Policy 540-00 from ISD: E-mail Communications

Scope: This policy applies to all Executive Branch agencies, boards, and 
commission except the Board of Education and educational entities.

Responsibilities: 
 All state employees must use a government issued e-mail address 

provided by the state.
 If it is necessary to use a non-government issued e-mail address to 

send a state business message, the sender shall send a copy of the 
message (cc) to their government email account.
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ACCESS TO PUBLIC RECORDS
(CODE OF ALABAMA 1975, SECTION 36-12-40)

I

If you do not want to 
see it on the front page 

of the newspaper, 
DO NOT 

put it in email

ACCESS TO PUBLIC RECORDS
(CODE OF ALABAMA 1975, SECTION 36-12-40)

Under Alabama law, there is a general presumption 
that public records are open to the public:

“Every citizen has a right to inspect and take a 
copy of any public writing in this state, except as 

otherwise expressly provided by statute.”

However, many government record are legally restricted 
from public access (adoptions, commitments, personal tax 
records, library circulation records, 9-1-1 recordings, 
records of on-going criminal investigations, student 
records that contain grade information)

PROVIDING ACCESS TO RECORDS 
Have a legally defensible reason for denying 

access to a public record.

Allow access during normal business hours. 
Minimize waiting periods whenever possible.

Have reasonable response times for retrieving 
records and reasonable copying fees.

Post access/copying policies prominently. Ensure 
that staff applies them uniformly. 

http://www.alabamapress.org/uploads/pom1.pdf
.)
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WEBSITES AND SOCIAL MEDIA



8/17/2016

13

FACEBOOK  DIY

An email will be sent to your Facebook email 

address with a link to download your archive.
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TWITTER  DIY

YOUTUBE  DIY
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RECORDS DISPOSITION AUTHORITIES 
(RDAS)

Analyze the functions local government agencies 
perform (not in your copy; see ADAH website)

Identify permanent records needed to document 
those functions 

Provide retention requirements for temporary 
records and the legal authority to destroy them 
according to commission-approved procedures
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RECORDS DISPOSITION AUTHORITIES 
(RDAS)

State Agencies

Retain 1 year after audit

Local Agencies

Retain 2 years after audit

COMPLETING A 
RECORDS DESTRUCTION NOTICE 

Enter agency’s identifying information.

For each type of record listed: enter the RDA item 
number, record title, type/volume of records, starting 
and ending dates, and audit status (if applicable) 

List intended or actual destruction date (records may 
be destroyed prior to notification, but not 
recommended)

Estimate total volume destroyed in cubic feet 
(conversion chart on back of form)
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COMPLETING A 
RECORDS DESTRUCTION NOTICE

For local, send the form to ADAH by email

Becky.Hebert@archives.Alabama.gov

Send the form 10 days before the destruction date if 
you want us to review it prior to destruction (prior 
approval is no longer required, but recommended).

COMPLETING A 
RECORDS DESTRUCTION NOTICE

Records containing confidential information 
should be shredded, burned, or recycled 
(grades, SS#s)
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School Superintendent

RECOMMENDED RECORDS DESTRUCTION 
PROCEDURES FOR SCHOOL BOARDS

Appoint a system-wide records manager or records 
coordinators for each office.

Establish a regular records destruction cycle  (e.g., 
end of the fiscal year/after receipt of the audit 
report)

Ensure that records approved for destruction are 
fully and properly destroyed.

Questions?  See leaflet: “Records Destruction 
Procedures for Alabama Local Governments.” 
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What if it’s been awhile since your municipality had 
a records management program?

ADAH can help you solve records management problems!
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“BASICS” OF STORING PAPER RECORDS 

Apply the RDA to destroy outdated records.

Clean up and organize records storage areas.

Provide a stable environment for protecting records.  
(70 degrees F., 50% humidity is optimum, but may not be 
needed for short-term records.)

Use acid-free storage containers and metal shelving for 
permanent or long-term records.

Provide proper security in storage areas.

Correct obvious environmental hazards (water pipes, 
furnaces, leaking roofs, or broken windows).

Remove all non-record “junk” (Christmas decorations, office 
supplies, old computers, paint, maintenance supplies or 
equipment).

Paint walls white to maximize reflected light.  Allow paint to 
“off-gas.”

Install adequate lighting.  Turn lights off when room is not in 
use.  Long-term records should be protected against 
ultraviolet light.

IMPROVING RECORDS STORAGE AREAS

ENVIRONMENTAL CONTROL IN 
RECORDS STORAGE AREAS 

Drastic environmental fluctuations can cause mold 
growth and are much more damaging than stable 
conditions that are a bit too hot or humid.  Never turn 
off air-conditioners at night or over weekends!

Short-term paper records (20 years or less) do not 
require ideal humidity and temperature.  So long as 
conditions are not extreme or fluctuating, they should 
last as long as legally required.

Ideal conditions for paper records: 70 degrees, 
50% relative humidity, with minimal fluctuations.
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RECORDS STORAGE 
SUPPLIES/EQUIPMENT

Acids from wood-pulp paper (created after about 1870) or wooden shelving are 
extremely damaging to paper records.

Acid-free boxes and file folders are recommended for permanent or long-term 
records.

Acid-free boxes are expensive but are needed for only a small minority of records.

Acid-free materials are not necessary for paper records of short-term retention 
value.

Metal shelving is recommended for permanent or long- term records.  Wooden 
shelving should be painted with several coats of polyurethane to seal in acids.

Well-organized 
records storage 
areas
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ASSISTANCE AVAILABLE FROM ADAH

• RDAs, publications, website (www.archives.Alabama.gov)

• Processing records destruction notices

• On-site assistance with inventorying records, applying 
RDAs, evaluating records storage areas, etc.

• Local Records Grant Program (if funded by the NHPRC)

For assistance, contact Becky Hébert 
334-353-5039, 
Becky.Hebert@archives.Alabama.gov


