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This records retention schedule governs retention and disposal of records created, used and
maintained by the Teachers Retirement System. Government records in Kentucky can only
be disposed of with the approval of the State Archives and Records Commission (the
Commission). If records do not appear on a Commission-approved records retention
schedule, agencies should not destroy those records. This agency-specific schedule was
drafted by Teachers Retirement System personnel and Archives and Records Management
Division staff, and reviewed and approved by the Commission. This schedule provides the legal
authority for Teachers Retirement System to destroy the records listed, after the appropriate
retention periods have passed.

Teachers Retirement System personnel should use this agency-specific schedule in
combination with the General Schedule for State Agencies (General Schedule), also approved
by the Commission. The General Schedule applies to records that are created, used and
maintained by staff at all or most state agencies. Agency-specific retention schedules are used
only by specific agencies and apply to records that are created only by a particular state
agency, or to records that a state agency is required to retain longer than the approved time
period on the General Schedule. The General Schedule and agency-specific retention schedule
should cover all records for Teachers Retirement System.

This retention schedule applies to state agency records and information regardless of how it is
created or stored. For example, information created and sent using e-mail is as much a public
record as materials created or maintained in paper. Kentucky law defines public records, in part,
as "documentary materials, regardless of physical form or characteristics, which are prepared,
owned, used, in the possession of or retained by a public agency” (KRS 171.410[1]). This
means that records management standards and principles apply to all forms of recorded
information, from creation to final disposition, regardless of the medium. Records retention
scheduling is important in developing, using, and managing computer systems and other
electronic devices. Records management practices encourage cost-effective use of electronic
media through accurate retention scheduling and legal destruction of records.

All state government employees are responsible for maintaining records according to the
retention schedule, whether those records are stored electronically or in paper.
Information must be accessible to the appropriate parties until all legal, fiscal, and
administrative retention periods are met, regardless of the records storage medium.

This retention schedule covers the content of records created by Teachers Retirement System,
including records created or stored using computers and computer systems. The General
Schedule for Electronic and Related Records applies to records related to computers or a
computer system. Examples of these include system documentation and use records, backup
files, or website format and control records.

Audits and Legal Action

Agency records may be subject to fiscal, compliance or procedural audit. If an agency should
maintain records longer than the approved retention period, as may be the case with some
federal audits, then all affected records should be retained until the audit has been completed
and the retention period met. In no case should records that are subject to audit be destroyed
until the audit has been completed and retention periods met, or the records have been officially
exempt from any audit requirements.

Records may also be involved in legal or investigative actions, such as lawsuits, administrative
hearings or open records matters. These records must be retained at least until all legal or



investigative matters have concluded, regardless of retention period. This includes all appeals of
lawsuits.

Vital Records

Vital records are essential to the continued functioning of an agency during and after an
emergency. Vital records are also essential to the protection of the rights and interests of an
agency and of the individuals for whose rights and interests it has a responsibility. Vital records
are identified in the retention schedule with a (V).

Confidential Records

While all records created, used and maintained by government agency personnel are public
records, not all of those records are open to public inspection. Whether a record is open to
public inspection is determined by the state’s Open Records laws and other relevant state or
federal statutes and regulations. Restriction of public inspection of confidential records may
apply to the whole record or only to certain information contained in the record.

Kentucky’s public records are considered open for public inspection unless there is some
specific law or regulation that exempts them. Agency personnel who believe certain records are
confidential should submit a citation from Kentucky Revised Statutes, Administrative
Regulations, Code of Federal Regulations, or similar authority. State agency heads have the
responsibility to know all the appropriate confidentiality laws, statutes and regulations
that apply to the records maintained by their agency and to see that those laws are
enforced. Even though a record series may or may not be marked confidential on a retention
schedule, contradictory laws or regulations that are passed after the schedule has been
approved must be honored.

Copies of Records

Agency personnel often make copies of records for internal use or reference purposes.
Agencies should designate one copy as the official copy and make sure it is retained according
to the records retention schedule. Agencies can destroy all other copies when no longer useful.

Updating the Retention Schedule

Per 725 KAR 1:010, the head of each state government agency is required to designate a
member of his or her staff to serves as a records officer. The agency records officer represent
that agency in its records-related work with the Archives and Records Management Division. The
agency records officer is responsible for assisting the Archives and Records Management
Division in drafting a records retention schedule, and in finding any schedule updates to bring
before the Commission. The retention schedule should be reviewed on a regular basis to suggest
appropriate changes to the Commission.



Teachers’ Retirement System

Kentucky Teachers’ Retirement System (KTRS) operates under KRS 161.220 — 161.716.
Established by law in 1938, KTRS legally known as "Teachers' Retirement System of the State
of Kentucky" became operational on July 1, 1940. KTRS is classified as an "actuarial reserve,
joint-contributory” system, meaning that contributions of the members and employers and the
earnings from KTRS investments are placed in reserve to pay for the System's annuity
obligation.

KTRS administration is the responsibility of the Board of Trustees consisting of nine members.
The Board of Trustees appoints an Executive Secretary who is responsible for administering
KTRS under the policies established by the Board.

KTRS membership is mandatory for all persons in eligible agencies occupying positions that
require either certification or graduation from a four (4) year college or university as a condition
of employment. Additionally, any person who provides part-time or substitute teaching services
that are the same or similar to those teaching services provided by full-time, certified teachers
shall be a member of the retirement system, regardless of whether certification or graduation
from a four (4) year college or university is required. University employees, however, must be
employed on a full-time basis (seven-tenths or more of normal full-time service measured by the
contract days remaining in the position for which they are employed) and must be filling a
position requiring either certification or a four-year degree in order to be eligible for membership
in KTRS.

Agencies eligible for participation in KTRS include public elementary and secondary schools,
regional educational cooperatives, Eastern Kentucky University, Kentucky State University,
Morehead State University, Murray State University, Western Kentucky University, the School
for the Deaf, the School for the Blind, the Workforce Development Cabinet, the Kentucky
Community and Technical College System, the Department of Education, the Education
Professional Standards Board, and other agencies as specified by law.
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Schedule Date: 03/01/1981

STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS
RETENTION SCHEDULE

Records Title
Series and Description

Record Group
Number

2720

Finance and Administration Cabinet
Teachers' Retirement System

Function and Use

12 Investments Ledger
Access Restrictions
Contents

Retention and Disposition

None

Retain Permanently.

13 Investment File (V)

Access Restrictions

Contents

Retention and Disposition

This series documents the investment activities of the Teachers' Retirement System. Under the terms of KRS 161.430, it may invest in any of the following: bonds -
school improvement, revenue, industrial revenue, public utilities; notes; debentures; equipment trust certificates; conditional sales agreements; interest bearing
deposits; stocks - preferred or common; mutual funds; real estate; first mortgages; shares of beneficial interest in real estate; or life insurance contracts. It provides
complete information on all types of investments and returns on the investments.

None

Series may contain: worksheets; authorizations to acquire investments; checklists; securities purchased or sold; confirmation reports; stock purchase directives;
surveys of properties; mortgages; notes (paid in full); financial ledgers; related correspondence; Finance Committee directives; investments purchased; ledger proofs;
correspondence; investments sold

Transfer to the State Archives Center one (1) year after closure of file for Permanent retention.

14 Benefit Payments
Ledgers for Retired
Teachers and Control
Cards

Access Restrictions
Contents

Retention and Disposition

None

Retain for twenty (20) years. Transfer to the State Records Center for an additional thirty (30) years for a total retention of fifty (50) years.

15 Master Teacher

Folders - (As of 1987,

the following must be

transferred to the State

Records Center: copy
of death certificate,

court order of executor

of estate)
Access Restrictions
Contents

Retention and Disposition

Monday, April 11, 2016

KRS 161.585
May include completed ledger cards (service records); enroliment forms; application for retirement; correspondence; refunds

Transfer original files to the State Records Center for Permanent retention.
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS Finance and Administration Cabinet Record Group
RETENTION SCHEDULE Teachers' Retirement System Number
2720

Records Title
Series and Description

Function and Use

16 Teachers' Annual
Contribution Reports
File - (Bound
volumes) (V)

Access Restrictions

Contents

Retention and Disposition

8 Actuary's Reports
Access Restrictions
Contents

Retention and Disposition

Monday, April 11, 2016

This series documents all contributions processed during each fiscal year for member employees belonging to the Teachers' Retirement System. It is completed at
the close of each fiscal year and is submitted by local school districts. The reports were generated monthly from 1940 to 1962. From 1963 to 1964, it was created
semi-annually. In 1965, it reverted to an annual report basis.

None

Series contains: cover sheet (form R2); name of employer; district number; report year; social security number of retirement member; name of member; retirement
contribution amount; days paid for during the year; number of contribution days; contract salary

Retain Permanently.

None

Retain for ten (10) years. Transfer to the State Archives Center for Permanent retention.
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS Finance and Administration Cabinet Record Group
RETENTION SCHEDULE Teachers' Retirement System Number
Computer Records 2720

Records Title
Series and Description Function and Use

100 Statement Master Includes data issued on individual's annual statement
(Series dated from
1971) (Security copy
located at Department
of Technical Services)

Access Restrictions  None
Contents

Retention and Disposition  Retain Permanently.

101 Withholding Master Documents individual federal income tax withholding
(Series is continuously
updated)

Access Restrictions  None
Contents
Retention and Disposition  Purge information and reuse tape as needed.
102 Investment Master

(Series is continuously
updated)

Access Restrictions  None
Contents
Retention and Disposition  Purge information and reuse tape as needed.
90 Member Masters - Documents files of all persons who have been members: active, inactive, refunded, deceased, and retired accounts

(Master file is retained

for fiscal year-end

beginning with 1971)

(Security copy located

at Department of
Technical Services)

Access Restrictions  None
Contents

Retention and Disposition  Retain Permanently.
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS Finance and Administration Cabinet
RETENTION SCHEDULE Teachers' Retirement System

Records Title
Series and Description

Computer Records

Function and Use

Record Group
Number

2720

91 Retiree Master -
(Master file is retained
for fiscal and calendar
year- end and July,
beginning with fiscal
year 1971) (Security
copy located at
Department of
Technical Services)

Access Restrictions
Contents

Retention and Disposition

Documents files of all persons who have received payments

None

Retain Permanently.

92 History Master -
(Master is retained for
fiscal year-end starting
with fiscal year 1972)
(Security copy located
at Department of
Technical Services)

Access Restrictions
Contents

Retention and Disposition

Documents file of salary history of all persons who have been members of the agency

None

Retain Permanently.

93 W-2P Master - Earning
Statement (Series
dates from tax year
1974) (Security copy
located at Department
of Technical Services)

Access Restrictions
Contents

Retention and Disposition

None

Retain Permanently.

Monday, April 11, 2016
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS Finance and Administration Cabinet Record Group
RETENTION SCHEDULE Teachers' Retirement System Number
Computer Records 2720

Records Title
Series and Description Function and Use

94 1099 Master - Record
of Interest Refunded -
(Dates from Tax year
1975) (Security copy
located at Department
of Technical Services)

Access Restrictions  None
Contents

Retention and Disposition  Retain Permanently.

95 1099 Master - Tax
Sheltered Accounts
Interest Refunded -
(Tax year 1976)
(Security copy located
at Department of
Technical Services)

Access Restrictions  None
Contents
Retention and Disposition  Retain Permanently.
96 Escrow Master - Documents funds received from school districts for contributions withheld
(Includes fiscal year-
end, beginning with
1976) (Security copy

located at Department
of Technical Services)

Access Restrictions  None
Contents

Retention and Disposition  Retain Permanently.
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS
RETENTION SCHEDULE

Records Title
Series and Description Function and Use

Finance and Administration Cabinet

Teachers' Retirement System

Computer Records

Record Group
Number

2720

97 Federal Matching - Documents funds received from school districts for contributions withheld from federally funded programs

(Fiscal year-end,
starting 1976) (Security
copy located at
Department of
Technical Services)

Access Restrictions  None
Contents

Retention and Disposition  Retain Permanently.

98 Voluntary/Tax
Sheltered Master -
(Fiscal and calendar
year-end, and July
starting 1973) (Security
copy located at
Department of
Technical Services)

Access Restrictions  None
Contents
Retention and Disposition  Retain Permanently.
99 Contribution Master -  Individual annual contributions
(Series dates from
1970) (Security copy

located at Department
of Technical Services)

Access Restrictions  None
Contents

Retention and Disposition  Retain Permanently.

Monday, April 11, 2016
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS Finance and Administration Cabinet Record Group
RETENTION SCHEDULE Teachers' Retirement System Number
Personnel 2720

Records Title
Series and Description Function and Use

27 Lost Service Credit
Correspondence

Access Restrictions  None
Contents
Retention and Disposition  Retain for sixty (60) years.
28 Forfeited Accounts
Ledger Cards
Access Restrictions  None
Contents

Retention and Disposition  Retain for sixty (60) years.

29 Forfeited Accounts
Correspondence

Access Restrictions  None
Contents

Retention and Disposition  Retain for sixty (60) years.

30 Ledger Cards for
Retired Teachers

Access Restrictions  None
Contents

Retention and Disposition  Retain for fifteen (15) years. Transfer to the State Archives Center for an additional forty-five (45) years. Total retention is sixty (60) years.

31 Ledger Cards for
Refunded Accounts

Access Restrictions  None
Contents

Retention and Disposition  Retain for fifteen (15) years. Transfer to the State Archives Center for an additional forty-five (45) years. Total retention is sixty (60) years.
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STATE ARCHIVES AND RECORDS COMMISSION
Public Records Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS
RETENTION SCHEDULE

Records Title
Series and Description

Function and Use

Finance and Administration Cabinet

Teachers' Retirement System

Personnel

Record Group
Number

2720

36 Account Records -
Journal Vouchers -
(Member financial
accounts)

Access Restrictions
Contents
Retention and Disposition
37 Refunds to Deceased
(Active) Members -
(Information held

permanently in Master
Folder)

Access Restrictions
Contents

Retention and Disposition

None

Retain for five (5) years. Destroy after audit.

None

May Include: Correspondence Relating to Bond Issue, Special Vouchers, Pay-in Vouchers, Journal Vouchers, Bank Statement

Retain for three (3) years. Destroy after audit.

38 Refund Vouchers and
Warrant Registers

Access Restrictions
Contents

Retention and Disposition

None

Retain for three (3) years. Destroy after audit.

39 Refunds - Active
Members -
(Information held
permanently in Master
Folder)

Access Restrictions
Contents

Retention and Disposition

None

Retain for three (3) years. Destroy after audit.

Monday, April 11, 2016
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