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RECORDS COMMON TO ALL DEPARTMENTS
COUNTY GENERAL RECORDS RETENTION SCHEDULE




		Records Series Description

		Enabling


Authority

		Data Class

		Citation for Classification

		Pre Post Curr

		Purpose and Use for Collection

		Authorized Recipients

		Retention/Statue

		Arch



		1. ANNUAL REPORTS

		

		Publ

		MS 13.03

		

		

		

		Retain permanently or transfer to the State Archives.

		Y



		2. ATTENDANCE RECORDS


Sick leave, vacations, paid and unpaid leave requests, compensation, time sheets, part-time claims, Department copies.

		

		Publ


Priv

		MS 13.03


MS 13.43

		

		

		

		2 yrs.

		N



		

		

		

		

		

		

		

		

		



		3. Budget/budget records


Budget proposals; approved budget.  Includes supporting data and monthly department budget report.

		

		Publ

		MS 13.03

		

		

		

		2 yrs.

		N



		

		

		

		

		

		

		

		

		



		4. Billing claims


Monthly expense records for department expenses; purchase orders, invoices, claim forms, accounts payable forms, etc.

		

		Publ

		MS 13.03

		

		

		

		6 yrs.

		N



		

		

		

		

		

		

		

		

		



		5. Contract/agreements


Copies of contracts and agreements entered into with agencies and businesses and other pertinent information, i.e. selection process of vendor, equipment and bid specifications.

		

		Publ

		MS 13.03

		

		

		

		10 yrs. after contract expired.

		N



		

		

		

		

		

		

		

		

		



		6. Correspondence


a. Routine correspondence and memorandums between departments, administration, and other agencies.  


b. County Administrator/Executive Secretary/ County Executive    


correspondence and subject files of a policy making nature.

		

		

		Varies with subject of correspondence.

		

		

		

		3 yrs., then transfer to the State Archives for selection and disposition.

		Y





		Records Series Description

		Enabling


Authority

		Data Class

		Citation for Classification

		Pre Post Curr

		Purpose and Use for Collection

		Authorized Recipients

		Retention/Statue

		Arch



		7. GRANTS


State and Federal.

		

		Publ


Priv

		MS 13.03




		

		

		

		6 yrs. after grant agreement expires unless agreement dictates otherwise.

		N



		

		

		

		

		

		

		

		

		



		8. INVENTORY


Physical inventory of furnishings and equipment in department.

		

		Publ

		MS 13.03

		

		

		

		Until superseded.

		N



		

		

		

		

		

		

		

		

		



		9. LABOR RELATIONS RECORDS


Includes copies of contracts between management and various unions; background bargaining information; records on grievances and disciplinary actions and how they were settled.  (Not originals, for originals/master copies of union contracts and labor dispute data see Personnel Section of this schedule, items 20 & 21.)

		

		Publ


Priv


Non-


Publ

		MS 13.03


MS 13.43


MS 13.37

		

		

		

		Until superseded.

		N



		

		

		

		

		

		

		

		

		



		10. LEGISLATIVE FILE


Records on pending legislation with which department has interest

		

		Publ

		MS 13.03

		

		

		

		Review annually and dispose of obsolete material.

		N



		

		

		

		

		

		

		

		

		



		11. Meeting Minutes


Minutes recording actions taken in meetings necessary for the management of the department and its activities. (Originating department only.) Does not include County Board minutes. The State Archives wishes to have transferred minutes of county committees and governing boards.

		

		Publ

		MS 13.03

		

		

		

		6 yrs., then transfer to the State Archives for selection and disposition.

		Y



		Records Series Description

		Enabling


Authority

		Data Class

		Citation for Classification

		Pre Post Curr

		Purpose and Use for Collection

		Authorized Recipients

		Retention/Statue

		Arch



		12. MEETING MINUTES


Tape recordings of meetings.

		

		Publ

		MS 13.03

		

		

		

		Tapes may be reused or discarded 1 yr. after formal approval of written minutes by board. Tape recordings can-not be the permanent record.

		N



		

		

		

		

		

		

		

		

		



		13. Personnel policy file


Memos and directives on personnel policies and actions.

		

		Publ

		MS 13.03

		

		

		

		Until superseded.

		N



		

		

		

		

		

		

		

		

		



		14. personnel records


Department copies of personnel records of employee’s employment history; may include applications, resumes, accident reports; disciplinary actions, promotions, reclassification consideration, performance reviews.

		

		Publ Priv

		MS 13.03 MS 13.46

		

		

		

		Until employee’s termination.

		N



		

		

		

		

		

		

		

		

		



		15. EMAIL

		

		

		Varies with subject of correspondence.

		

		

		

		Retention should follow the schedule of the subject of document. 

		N



		16. INternal Video Camera Footage

		

		Publ

		MS 13.03

		

		Safety of public and employees and for use in case of vandalism or theft.

		

		Footage to be retained for one week unless there is an incident.  If so, would follow investigative retention schedule.

		N



		

		

		

		

		

		

		

		

		





		Records Series Description

		Enabling


Authority

		Data Class

		Citation for Classification

		Pre Post Curr

		Purpose and Use for Collection

		Authorized Recipients

		Retention/Statue

		Arch



		16. VideoTapes of county meetings

		

		

		MS 13.03

		

		

		

		Should be retained for 3 months; per Department of Administration Record Retention Schedule for Cities

		N



		

		

		

		

		

		

		

		

		



		17. Webcast acrhives of County meetings

		

		

		

		

		

		

		Should be retained for 3 months; per Department of Administration Record Retention Schedule for Cities

		N



		

		

		

		

		

		

		

		

		



		18.  AUDIOTAPES OF CLOSED BOARD SESSIONS FOR LABOR NEGOTIATIONS

		13D.03 SUBD. 2 (B)

		Pub


Priv

		MS 13D.03


SUBD.2 (B)


MS 13D.03


SUBD.2 (B)

		

		

		

		Two years after the contracts are signed

		N
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Records Series Description

Enabling


Authority

Data Class

Citation for Classification

Pre Post Curr

Purpose and Use for Collection

Authorized Recipients

Retention/Statue

Arch



1. CHILD DEPENDENCY-LEGAL ACTION



Conf

MS 13.393 MS 13.39







2 yrs. from last court activity. 

N























2. CHILD NEGLECT-LEGAL ACTION



Conf

MS 13.393 MS 13.39







2 yrs. from last court activity. 

N























3. CIVIL FILE-MISCELLANEOUS


Legal opinions given to County officials, including letters, memos, reports, research and other correspondence.



Publ Priv Conf Non-publ


Protected non-publ

MS 13.03 


MS 13.393







10 yrs., then transfer to the State Archives for selection and disposition.

Y























4. COMMITMENT


Mentally ill and dangerous.



Priv


Conf

MS 13.46


MS 13.393


MS13.39







2 yrs. from last court activity.

N























5. COMMITMENT


Mentally retarded-for when County sought conservatorships.



Priv


Conf

MS 13.46


MS 13.393 MS 13.39







2 yrs. from last court activity.

N























6. COMMITMENT


Other mentally retarded persons, inebriates, mentally ill, guardianship, restoration to capacity.



Priv


Conf

MS 13.46


MS 13.393


MS 13.39







2 yrs. from first order that appears in file.

N























7. CONTRACT FILES


Contracts for purchase/lease/sale of services, equipment and property.



Publ 


Priv


Conf


Non-publ

MS 13.03 


MS 13.30


MS 13.393 MS 13.35







6 yrs. or after audit.

N























8. CRIMINAL RESEARCH


Criminal division opinion letters, memos, and briefs.



Publ


Priv


Conf

MS 13.03


MS 13.30


MS 13.393







2 yrs. from last court activity.

N











































Records Series Description

Enabling


Authority

Data Class

Citation for Classification

Pre Post Curr

Purpose and Use for Collection

Authorized Recipients

Retention/Statue

Arch



9. FELONY FILES


Includes pleadings, police reports, complaints, memos, correspondence, briefs, and transcripts.



Publ 


Priv


Conf

MS 13.03


MS 13.87


MS 13.393







2 yrs. from last court activity.

N























10. GROSS MISDEMEANORS


Includes pleadings, police reports, complaints, memos, correspondence, briefs, and transcripts.



Publ


Priv


Conf

MS 13.03


MS 13.87


MS 13.393







2 yrs. from last court activity.

N























11. INVESTIGATION


Police reports and correspondence.



Publ


Conf




MS 13.03 13.393, 13.82, 13.83, 13.86







2 yrs. from last court activity.

N























12. JUVENILE FILES


Including pleadings, police reports, complaints, memos, correspondence, briefs, and transcripts.



Publ 


Priv


Conf

MS 13.03


MS 13.393







2 yrs. from last court activity.

N























13. LITIGATION FILES


Civil investigation litigation involving County, including pleadings, briefs, research correspondence.



Publ


Priv 


Conf 


Non-publ


Protected non-publ

MS 13.03


MS 13.39


MS 13.393







2 yrs. from last court activity.

N























14. MISDEMEANORS



Publ 


Priv


Conf

MS 13.03


MS 13.87


MS 13.393







2 yrs. from last court activity.

N























15. OPINION FILES


Formal legal opinions prepared by County Attorney office, including correspondence and research.



Publ


Conf


Non-publ

MS 13.03


MS 13.393


MS 13.39







10 yrs., then transfer to the State Archives for selection and disposition.

Y























Records Series Description

Enabling


Authority

Data Class

Citation for Classification

Pre Post Curr

Purpose and Use for Collection

Authorized Recipients

Retention/Statue

Arch



16. PATERNITY AND CHILD SUPPORT ACTION



Conf


Priv

MS 13.393


MS 13.46







3 yrs. from last court activity.

N























17. REGISTERS OF CRIMINAL ACTION


Case book summarizing each case prosecuted by county attorney



Publ

MS 13.03







Retain permanently or transfer to the State Archives.

Y























18. RESEARCH FILES


Research of miscellaneous topics affecting County for which no formal answer/ opinion is needed.



Publ


Priv


Conf


Non-publ

MS 13.03


MS 13.30


MS 13.393


MS 13.39







10 yrs.

N























19. TERMINATION OF PARENTAL RIGHTS-LEGAL ACTION



Conf

MS 13.393


MS 13.39







30 days beyond appeal period; 2 yrs. from last court activity.

N























20. WELFARE APPEALS


Financial and social services appeals, including denial of AFDC payments for too much equity; food stamps appeals; medical assistance appeals.



Priv


Conf




MS 13.46


MS 13.393







2 yrs. from last court activity,

N























21. WELFARE APPEALS


Licensing, including day care license, foster care license, etc.



Publ 


Priv


Conf

MS 13.03


MS 13.41


MS 13.46


MS 13.393







2 yrs. from last court activity.

N























22. WELFARE APPEALS REIMBURSEMENT ACTION


County seeks reimbursement for: worker’s comp., payment of medical bills of D.C. patients, probate; liens for medical expenses, cost of care for child, county intervention in insurance matters/claims, etc.



Priv


Conf

MS 13.46


MS 13.393







2 yrs. from last court activity.

N




_1273926778.pdf

















_1273923807.pdf

















