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DISPOSAL OF DIGITAL RECORDS AND ELECTRONIC MEDIA

AUDIENCE

This policy bulletin is directed at all Department of Social Services (DSS), Human 
Resources Administration (HRA), and Department of Homeless Services (DHS) staff. 

BACKGROUND

All Department of Social Services, Human Resources Administration, Department of 
Homeless Services (DSS/HRA/DHS) [hereafter “Agency”] records are deleted/destroyed 
in accordance with policies and procedures set forth by Chapter 49, Section 1133 of the 
City Charter, and the referenced, applicable policies of the Department of Records and 
Information Services (DORIS).  

It is imperative that staff ensure the below-established Agency policies, based on the 
above referenced guidelines, are followed precisely; and that, digital records and
electronic media are not destroyed prior to the authorization for their destruction by an 
authorized authority. 

POLICY 

The Agency manages its digital records and electronic media in accordance with the 
established provisions in the New York City Charter and the policies of the Department 
of Records and Information Management (DORIS). 

All staff must understand that the destruction of digital records and electronic media 
cannot occur independent of the three (3) policies noted below; and, as required, without 
prior approval from an authorized authority.

Once authorization to destroy digital records and/or electronic media has been granted, 
staff must follow the instructions, as defined by the three (3) policies listed below:
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1. Policy  on the Destruction of Obsolete Electronic Media

This policy permits agencies to dispose of obsolete electronic media (i.e., data that
exists on computer media storage devices (e.g., floppy disks, magnetic data tapes,
etc.) when the contents are either unidentified and inaccessible or duplicative.

2. Policy on the Automatic Deletion of Digital Records

Digitally stored data and other information made or received pursuant to law or
ordinance, or in connection with the transaction of official City business are
municipal records. Such records may only be destroyed or disposed of pursuant
to Section 1133 of the New York City Charter. This policy establishes a process by
which an agency may request and obtain prospective approval for the automatic
deletion of specific, digitally stored records, following an adequate retention period.

3. Policy on Transient Generic Data

Digitally stored data, generated or collected through the normal operation of
computer or information systems, are municipal records which may only be
destroyed or disposed of pursuant to Section 1133 of the New York City Charter.
This policy establishes a process by which agencies may delete such data
following an adequate retention period, without requesting further approval.

Destruction Approval Process per Chapter 49, Section 1133 of the New York City Charter

All digitally stored data and information, made or received according to law or ordinance, 
or in connection with the transaction of official City business, are municipal records, and
may only be disposed of according to the procedures set forth in Chapter 49, Section 
1133 of the New York City Charter.

No records may be destroyed or disposed of without prior approval from:

1. The head of the agency which created or has jurisdiction over the records, and
2. The Municipal Archivist, and
3. The Corporation Counsel, and
4. The Commissioner of the Department of Records and Information Services

(DORIS).

It is understood that there are records that may be automatically deleted; and that, some 
of those records may already have been deleted, without prior authorization.

For those records, an Application for Automatic Deletion of Records (Attachment A)
must be filed, on which the deleted records must be listed, by series and closing dates. 
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Going forward, a completed Application for Automatic Deletion of Records must be 
submitted to and approved by an authorized authority, prior to their auto-deletion.

PLEASE NOTE:

All records, whether stored in digital or hard copy format, must be retained as per their 
retention schedule, until such time that staff request and receive authorization for their 
destruction, per the above referenced records destruction approval process.  

To receive authorization for the destruction of records, staff must complete and submit an
Application for Automatic Deletion of Records (Attachment A).

For DSS/HRA staff, that application must be submitted to the Office of the Agency
Records Officer at the Office of Media Production and Records Management at
stockwellr@dss.nyc.gov.

For DHS staff, that application must be submitted to DHS’ Records Management
Officer at DHS Record Information Services at DHSrecords@dhs.nyc.gov.

Effective Immediately 

REFERENCES:

New York City Charter, Chapter 49, Section 1133

ATTACHMENTS:

Attachment A Application for Automatic Deletion of Records
Attachment B        Department of Records and Information Services (DORIS) Doc. 

No. RMD-P-2020-01 – Policy on the Destruction of Obsolete
Electronic Media

Attachment C Department of Records and Information Services (DORIS) Doc.
No. RMD-P-2020-02 – Policy on the Automatic Deletion of Digital 
Records

Attachment D Department of Records and Information Services (DORIS) Doc. 
No. RMD-P-2020-03 – Policy on Transient Generic Data
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