From:
To:

Date:
Subject:

Hello all -

I will be advising everyone on our document retention policy so that we can properly archive records of this
administration. | am meeting with archives on Tuesday morning to discuss what we do with paper and what we do
with digital records, and how digitized we should be. Afterwards | will come around and meet with each of you on
what needs to be saved and how best to accomplish this. | think it is best to cover each shop separately as each shop
is so different.

In the meantime, we have received shred bins so that we can properly destroy items such as personally identifiable
information that is not to be maintained (such as social security numbers from appointments). And, as we digitize, we
may have additional hard copies that we do not need to maintain. However, please wait to shred documents until |

Taylor, Richele <RicheleTaylor@gov.sc.gov>

Patel, Swati <SwatiPatel@gov.sc.gov>

Jones, Sheila <SheilaJones@gov.sc.gov>

Veldran, Katherine <KatherineVeldran@gov.sc.gov>
Mottel, Haley <HaleyMottel@gov.sc.gov>

Webb, Beth <BethWebb@gov.sc.gov>

Philpott, Katie <KatiePhilpott@gov.sc.gov>

Peters, Hal <HalPeters@gov.sc.gov>

Glaccum, David <DavidGlaccum@gov.sc.gov>
Wolfe, Jay <JayWolfe@gov.sc.gov>

Smith, Austin <AustinSmith@gov.sc.gov>

Schimsa, Rebecca <RebeccaSchimsa@gov.sc.gov>

Haltiwanger, Katherine <KatherineHaltiwanger@gov.sc.gov>

Priester, Nicole <NicolePriester@gov.sc.gov>
Scott, Abby <AbbyScott@gov.sc.gov>

Adams, Chaney <ChaneyAdams@gov.sc.gov>
Godfrey, Rob <RobGodfrey@gov.sc.gov>
Symmes, Brian <BrianSymmes@gov.sc.gov>
Moore, Camlin <CamlinMoore@gov.sc.gov>
12/2/2016 5:40:22 PM

RE: Transition

meet with you so that we can lawfully handle the transition.

Thank you,

Richele
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