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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		Until superseded.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
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ATTL-«EY . November, 1985

CATEGORY DEFINITIONS

Records Series Description: A records series is a group of records filed together because they
relate to a particular subject. '

Enabling Authority: The statute or authorized power that states the record may be collected.

Data Class: This identifies records classified by the Government Data Practices Act or other
state or federal law. The classification system includes: public, private, confidential,
non-public or protected non-public. More than one classification may apply.

Citation for Classification: The statute or law which cites the data practices classification
of the records series.

Pre/Post/Curr: Data collected pricr to August, 1975 is PRE. Data collected after August, 1975
is POST. Data being currently collected is CURR. '

Purpose and Use for Collection: The function of the records series.

Authorized Recipients: Those people authorized to use the records series according to its Data
Practices classification.

Retention/Statute: The retention cited is the minimum amount of time a record must be kept. The
stated retention does not include the year the record originates. For example, if Record A is
filed by calendar year and it has a retention of 3 years, the disposal date for 1985 records is
January, 1989, Statutes listed here cite specific retention periods for the records series.

Axrchival: 1If.a Y, meaning yes, appears in this column these records are eligible for transfer

to the State Archives in the Minnesota Historical Society after the retention period has expired
or when the agency no longer has need for them. Contact the Division of Archives and Manuscripts
of the Minnesota Historical Society for information on how to transfer arch1va1 records

(612 296~ 6980 or toll free 1-800-652-9747).
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ATTORNEY COUNTY BENERAL RECORDS RETENTION SCHEDULE Page 1 of 3

PRE
- ENABLINE DATA  CIYATION FOR-  POST PURPOSE AND USE .
RECORDS_SER1ES DESCRIPTION _________ AUTHORITY____CLASS_ CLABSIFICATION CURR__FOR COLLECTION AUTHORIZED RECIPIENTS_ RETEWTION/STATUTE _ARCH
1. CHILD GEPENDEMCY - LEGAL ACTION Conf K5 13.30 ) ' 2 yrs. from last N
p _ N5 13,39 tourt activity.

2. CHILD REBLECT - LEGAL ACTIDN ‘ Conf .MS 13,30 . 2 yrs. troa last N

ns 13,39 court activity,

3. CIVIL FILE - WISCELLANEOUS ‘ Publ M5 13,03 ' 10 yry., thea trans- ¥
Legal opinions givea to County Priv. N9 13,30 - fer to the State
officials, including letters, ) Lont Archives for selec-
aeaos, reports, research and other Non- tion and disposition.
correspondence. - public

Protected
non-public

4. CONMITHENT ' Conf N5 13.4 2yrs, fros last
Nentally i1] and dangerous. courl activity,

5. CONMITNENT | Conf NS 13.30 | 2yrs. froalast M
Mentally retarded - for when Lounty 1S 13.19 court activity. —
sought conservatorships.

b,  COMMITMENT Priv 5 13,30 2 yrs, from first N
Other aentally retarded persons, NS 13.46 . order that appears
inebriates, aentally {11, quardianship, ; ' in file,
restoration to capacity. :

7. CONTRACT FILES : Publ  MS 13.03 ' 6 yrs. or after N
Contracts for purchase/lease/sale of Priv. WS 13.30 audit.
services, equipaent and praperty. Hon- M5 13.35

publ

8. CRININAL RESEARCH “Publ M5 13.03 2yrs. fronlast N
Criminal division opinion letters, Friv NS 13,30 court activity.
aesns, and briefs,

= A

L "Tﬁz\ :

P v S P Y Y Y Y P P YT Y Y Y 0 0 0 6
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ATTORNEY

10.

12,

13,

.

15,

1,

ENABLING
AUTHORETY

COUNTY GENERM. RECORDS RETENTION SCHEDULE

PRE

DATA  CITATION FOR  POST  PURPOSE AND USE

FELONY FILES

Includes pleadings, policp reporte,
cosplaints, means, correspondence,
briefs, and transcripts.

" BROSS NISDENEANDRS

facludes pleadings, police reports
coaplaints, seaos, correspondence,
briefs, aad trasscripts.

INVESTIGATION
Police reports and
correspoadence,

JUVERILE FILES
acludes pleadings, police reports,
cosplaints, semos, correspoadence,

‘briefs, and transcripts,

LITIGATICN FILES

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

NISDENEANGRS

OPIRION FILES
Foraal 1egal cpinions prepared by

~ County Attorney office, including

correspondence and research.

 Priv

- L Y I . A L L S e e e e =

Febl M5 13.03
Priv. %5 13,30
Conf M5 13.87

Publ
Priv
Conf

tS 13.03
N5 13.30
NS 13.87

Publ NS 13.03
13.30, 13.81
13.82, 13,83
3.8

Conf

Publ NS 13.03
Priv NS 250,161
Cont

Publ
Priv
Con{
Non-
pudl

15 13.03
NS 13.3¢

Protected
aon-publ

Publ
Priv
Cont

ns 13.03
f5 13.30
Hs 13.87

Publ NS §3.03
Priv M5 13,30
M5 13.39
publ

" Page 2 of 3

2 yrs, froe last "
court activity.

2 yrs. fros last N
court activity.

2 yrs. froa last N
court activity,

2 yra, fros last N
court activity.

2 yrs. froa Jast L]
court activity,

2 yrs. fros last N
court activity.

10 yrs., then trans- Y
fer to the State
Archives for selec-
tion and disposition,
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ATTORNEY ' COUNTY -SENERAL RECGRDS RETENTION SCHEDULE | Page 3 of 3

PRE ‘
ENABLING DATA  CITATION FOR POST PURPOSE AND WSE
RECORDS SERIES DESCRIPTION &U!L‘D!!I!_--,QLQ§§--§L£§§!£!§&I!9!--'.3!_15!._EDB_QDLLEQI!Q! __________ MUTHORIZED RECIPIENTS_ _RETENTION/STATUTE _aRCH
16, PATERNITY AND CHILD SUPPORT ACTIOK Priv. NS 13.30 ‘ 3 yrs. from last K
NS 1344 ' court activity, '

17, REGISTERS OF CRININAL ACTION Pub! .HS 13.03 Retain permanently ¥
Case book susaarizing each case ‘ ‘ or transfer to the
prosecuted by county attoraey. State Archives,

18, RESEARCN FILES Publ M5 13.03 10 yrs, PR |

" Research on miscel}aneous topics Priv. NS 13.30 '
affecting County for which so forsal don- NS 13,39
answer fopinion is needed, public

19. TERMINATION OF PARENTAL RIGHTS - : Conf N5 13.30 30 days beyoad ap- N

LEGAL ACTION HS 13.39 . peal period; 2 yrs.
iros last court
activity,

20. WELFARE APPEALS Priv. NS 13.30 2 yrs. froa last X
Financial and social services appeals, NS 13.45 court activity,
including denial of AFDU payaents o
for too such equilyy food stasps
appeals; medical assistance appeals,

21, NELFARE APPEMS - Fubl M5 13,03 _ 2 yrs. fros last N
Licensing, including day care Priv.  #5 13,30 : cousrt activity,
license, foster care lizense, etc. Conf S 13.44

HS 13.44
* MELFARE APPEALS REINBURSEMENT ACTION Priv. NS 13.30 ' 2yrs. from last. N
“ounty seeks reiaburseseat for: nS £3.45 court activity,
r's cosp., payaest of sedical
' " D.L. patieats, probatej liens
©seo.  sxpenses, cost of care for
e ~terveation in insurance
4),4; "

N

oy

' e “8* ™ SCHEDULE FOR RECORDS SERIES NOT LISTED HERE, - o = .
L . Nk - | a 2006048
2606000000 00000000000000000000000000000086
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RECORDS_COMMON_TO_ALL DEPARTMENTS i ' _ ‘ November, 1985

CATEGORY DEFINITIONS .

Records Series Description: A records series is a group of records filed together because they
relate to a particular subject.

Enabling Authority: The statute or authorized power that states the record may ke collected.

Data Class: This identifies records classified by the Government Data Practices Act or other
state or federal law. The classification system includes: public, private, confidential,
non-public or protected non-public. More than one classification may apply.

Citation for Classification: The statute or law which cites the data practices classification
of the records series.

Pre/Post/Curr: Data collected prior to August, 1975 is PRE. Data collected after August, 1975
is POST. Data being currently collected is CURR.

Purpose and Use for Collection: The function of the records series.

Authorized Recipients: Those people authorized to use the records series according to its Data
Practices classification.

Retention/Statute: The retention cited is the minimum amount of time a record must be kept. The
stated retention does not include the year the record originates. For example, if Record A is
filed by calendar year and it has a retention of 3 years, the disposal date for 1985 records is
%anuary, 1989. Statutes listed here cite specific retention periods for the records series.

Archival: If a Y, meaning yes, appears in this column these records are eligible for transfer

to the State Archives in the Minnesota Historical Society after the retention period has expired’
or when the agency no longer has need for them. "Contact the Division of Archives and Manuscripts
of the Minnesota Historical Society for information on how to transfer archival records
(612-296-6980 or toll free 1-800-652-9747).





RECORDS COMAON TO ALL DEPARTMENTS

2

L

ENABLING -

ANKUAL REPORTS

ATTENDANCE RECORDS

Sick leave, varations, paid and
unpaid leave requests, compensation,
Line sheets, part-tise clains,
Departaent coples.

BUDGET/BUBEET RECORDS

Budget propasalsy approved budget.
Includes supporting data and monthly
departaeat budget report.

BILLING CLAINS

Monthly expense records for depart-
sent expenses, purchase orders,
invoices, clais fores, accounts
payable foras, etc.

CONTRACT/RBGREEMENTS

Copies of contracts and agreesenis
entered into with agencies and
businesses and other pertisent
information, i.e. selection process
of vendor, equipaeat and bid

“specifications.

CORRESFONDENCE

1. Routine correspondence and aeao-
randuas between departaents,
administratisn, and other agenties,

b. County Adainistrator/Executive
Secretary/County Executive corres-
pondence and subject files of a

_policy making natere.

COUNTY SENERAL RECORDS RETENTEON SCHEOULE

PRE _
DATA  CITATION FOR  POST PURPOSE AND USE
CLASS_ CLASSIFICATION CURR_FOR_COLLECTION

Page t of I'

AUTHORLTED RECIPIENTE RETENTION/SIATUTE. MRCH

Publ  #5 13.03

Publ. 5 13.03
Priv. NS 13.43

Publ %5 13.03

Publ  MS 13.03

Publ WS 13.03

Varies with
subject of
correspondence,

Retain persanently Y
or transfer to the
State Archives.

2 yrs. N
2 yrs. ]
B yrs, N

10 yrs, after con- N
tract has expired,

3 yrs. N

1 yrs., then trans- ¥

fer to the State

fArchives for selec-

tion and disposition.
RN

\ :
Y Y T Y Yy YT Y Y YO O T T T T TTY Y'Yy





RECORDS COMNOM TD ALL GEPARTMENTS COUNTY BEMERAL RECORDS RETENTION SCHEDULE " Page 2 of 3
PRE
‘ ENABLING  DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS SERIES DESCRIPTION . __________ AUTHORITY __ CLASS_CLASSIFICATION CURR_FOR COLLECTION _..DUTHORIZED RECIPIENTS RETENTION/STATUIE _ARCH
1.  GRAKIS : Publ  HS 13.03 _ & yrs. after grant N
: State and Federal, B _ Priv agreesent expires

unless agreesent
dictates otherwise,

B, INVENTORY | Publ NS 13.03 | Untsl cuperseded. N
Fhysical inventory of turnishings
and equipaent in departeent.

9. LABDR RELAVIONS RECORDS Publ M5 13.03 ' Until superseded. N

__. Inctudes copies of contracts between Priv NS 13,43
sanagesent and various unions; back- Hon-
ground bargaining information; ' Fubl M5 13.37

records on grievances and disciplin-

ary actions and how they were

settled. (Mot originals, for origi-
nals/easter copies of union contracts
and lavor dispute data see Personnel
Section of this schedule, iteas 20 & 21,)

16, LESISLATIVE FILE Publ NS 13,03 Review annually and W
Records on peading legislation with ‘ dispose of ohsolete
which departaent has interest. . naterial,

11, NEETING NINUTES Publ  MS 13.03 , & yrs., then trans- ¥
Ninutes recording actions taken in fer to the State

_ meetings necassary for the aanage- ‘ Archives for selec-
sent of the departsent and its tion and dispesitioe.

activities, (Driginating depart-
sent only.} Does not include
County Coard minutes. The State
Archives xishes to have transierred
pinutes of county cosaittees and
goveraing boards,





RECORDS COMMON TD ALL DEPARTMENTS COUNTY GENERAL RECORDS RETENTION SCHEDULE Page 3 of 3

PRE :
' ENABLING DATA  CITATION FOR  POST PURPDSE AND USE
RECORDS_SERIES DESCRIPTION AUTHORITY____CLASS_ CUASSIFICATION CURR_ FOR COLLECTION _______ AUTHORIZED RECIPIENTS_ RETENTION/STATUTE _ARCH
12. NEETING MINUTES £, Publ N5 13,08 Tapes may be N
Tape recordings of seetings. : ' reused or discarded
) : ' . 1 yr. after foraal
' ' approval of written
sinstes by board,
Tape recordings can-
not be the persanent
recorf,
$3. PERSONMEL POLICY FILE Pub] M5 13.03 Until superseded, N
Nesos and directives on personnel :
policies and actions.
14. PERSOMNEL RECERDS Fubl K5 13.03 Until esployee’s N
Departsent copies of personnel Priv. NS 13,43 teraination.
records of eaployee’s eaployaent .
history; say include applications,
reseses, accident reports;
- disciplinary actions, prosclions, o
reclassificalion consideration,
per foraance resiews,
+0SEE OTHER SECTEONS OF THIS GENERAL SCHELULE FOR RECORDS SERTES MOT LISTED HERE.
fﬂq\ | ::;) : :f?=§
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