






DEPARTMENT OF CORRECTION 
INMATE GRIEVANCE COMMISSION 

ITEM   660.  DIRECTOR'S CORRESPONDENCE FILE.   
 Record copies of correspondence between the Director of the Inmate Grievance Commission and  
 inmates, state officials, and the general public. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 4 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   661.  INMATE GRIEVANCE APPEALS FILE.   
 Record copies of inmates' grievance appeals to the Commission. File includes investigation reports,  
 summary of complaint, correspondence, and other pertinent information. Amended 10-21-05. 

 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center 5 years after appeal is resolved.  
 Records will be held for agency in the State Records Center 4 additional years and then destroyed.  
 Destroy records currently held in the State Records Center 4 years from date of record. 

ITEM   662.  READING FILE.   
 Record and reference copies of information concerning the Inmate Grievance Commission. File  
 includes newspaper clippings, press releases, case examples, and various hearing records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   663.  SCRAPBOOK FILE.   
 Record copies of newspaper clippings concerning the Inmate Grievance Commission. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when administrative value ends.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. 

ITEM   10294.  COMMISSION MEMBERS' CORRESPONDENCE FILE.   
 Record copies of correspondence to the Inmate Grievance Commission. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 years. 
ITEM   10296.  GOVERNOR AND STATE OFFICIALS' CORRESPONDENCE FILE.   
 Record copies of correspondence from the Governor and state officials to the Commission concerning 
  inmate grievances. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Merge current and future correspondence with the  
 Inmate Grievance Appeals File. 

ITEM   10297.  MINUTES BOOK FILE.   
 Record copies of minutes of the Inmate Grievance Commission meetings. File also includes staff  
 reports and the agenda for each meeting. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center periodically to be microfilmed for  
 security and returned. Transfer a duplicate copy of subsequent minutes to the State Records Center  
 for security storage. Transfer returned records to the State Records Center when reference value  
 ends. Records will be held for the agency in the State Records Center 5 additional years and then  
 transferred to the custody of the Archives. 

ITEM   10299.  INMATE GRIEVANCE LOG BOOK FILE.   
 Record copy of a log book listing the grievances filed with the Commission. File includes name of  
 inmate, area, unit, and filing date of the grievance. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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DEPARTMENT OF CORRECTION 
INMATE GRIEVANCE COMMISSION 

ITEM   10300.  COMMISSION ORDERS FILE.   
 Record copies of Inmate Grievance Commission's orders concerning inmate grievances. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when reference value ends.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. 

ITEM   10301.  INFORMATION AND RESOLVED INMATE GRIEVANCE FILE.   
 Reference copies of inmate grievances and the resolution of the grievance by the prison unit. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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