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How to Read an Agency Records Disposition Schedule 

Series Status: The indication 
of whether or not the State 
Records Commission has  
approved the record  series 

Series #: Singular 
tracking number 
used for  
identification 

Description: A brief description 
of who created the record, 
what is included, how the  
record is used, why it needs to 
be retained, and any legal  
citations if applicable 

Title: Provides a 
concise label for 
the record series 

Agency Name: The department, 
division, section and subsection 
that uses this records retention 
schedule 

Cutoff: When the record is no 
longer active and can be sent to 
the State Records Center, or 
the Missouri State Archives 

Retention: How 
long an agency 
will retain a record 
after the cutoff 

Disposition Action: What 
happens to the record once 
it  has met its retention 

Approval Date: When the 
State Records Commission 
approved the record series 

Notes: Extra information 
concerning the lifecycle 
of the record that is not 
necessary in the  
description 


