605:10-13-1.

Duty to account; broker

() Record retention. A broker shall maintain all records and files for a minimum of five (5) years after
consummation or termination of a transaction. In the case of trust account records the five years shall
commence with the date of disbursal of funds. Records as referenced in this paragraph shall be
destroyed in a secure manner. (m) Requirements for storage of records on alternative media. The Real
Estate Commission establishes the following requirements for storage of trust account and transaction
records on alternative media, e.g. compact disk, optical disk, microfilm, etc.:

(1) Trust account records shall be maintained by the broker in their original format for a minimum of
two (2) years. Trust account records may then be transferred to an alternative media for the remaining
required record retention time.

(2) Records, with the exception of trust account records, may be transferred at any time to an
alternative media for the remaining required retention time.

(3) After documents are converted to alternative media, a quality assurance check shall be done to
ensure that every document was imaged and can be reproduced in a legible and readable condition on a
display device.

(4) After the quality assurance check is completed, the original documents may be destroyed.

(5) A broker shall maintain the alternative media and a means of viewing and retrieving records, and
shall provide a true, correct and legible paper copy to the Commission upon request. 54

(6) A broker shall store copies of the alternative media and the equipment used to read the media in an
environment and at a level of quality conducive to maintain the ability to reproduce the media
throughout the retention period. Reproduce means a process in which a document can be converted
from the alternative media to a paper copy that is legible and able to be read.

(7) A broker shall maintain no less than two (2) copies of the alternative media.
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