CITY OF ROCHESTER HILLS

PUBLIC RECORDS RETENTION AND DISPOSAL
SCHEDULE—EXPLANATION AND BACKGROUND
INFORMATION

Note: This Records Retention and Disposal Schedule has been prepared as part of the
City's Records Automation Management Program (RAMP) Project. This project has
been supported by the City’s RAMP Project consuitant, PlanGraphics, Inc. and has
included participation from all City Departments and Offices. This work has been
preceded by a detailed inventory of City records, research on applicable laws,
regulations, and policies, and discussions with personnel of the State Dept of History
Arts and Libraries-Records Management Services Division. This report accompanies the
detailed RRDS which is in the form of a table formatted as an excel file (see file “1357.5
Records Retention Schedule Draft 5.1 12-2006.xIs™)
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1. Introduction

Records of all types generated and maintained by the City are the primary means by
which public information is documented and conveyed. City officials and employees
have a responsibility to manage these records properly in compliance with laws and
policies under which the City operates (see Section 2). Public records are the property of
the people of the State of Michigan. As a result, all Michigan government agencies are
responsible for ensuring that the public records they create and receive while conducting
public business are retained and destroyed in accordance with Michigan law. A
“Retention and Disposal Schedule” identifies how long the records must be kept, when
they may be destroyed or archived for permanent preservation. The underlying reason for
establishing a formal records retention and disposal schedule is that pubic records have
value and are needed for on-going operations of City programs and services. Retention
schedules are driven by one or more of the following drivers:

¢ Legal: specific laws, regulations, contract requirements, or court mandates that
require the maintenance of certain records.

o Administrative: City programs and the operational responsibilities dictate the need
to maintain and allow access to records

¢ Historical: Cases in which records are not needed for routine operations but should
be archived to preserve important information about the history of the City and

governmental programs and actions.

Retention periods based on administrative requirements can in some cases, exceed legal
requirements if City management personnel determine that this is necessary to support
City programs and business needs. Records management programs often make a special
designation for “vital records” which are considered to be mission-critical records
essential for resumption/continuance of operations in the event of a disaster. This
includes certain types of legal, human resources, and city infrastructure which a critical

for on-going operations.

All Retention and Disposal Schedules must be formally approved by the State Dept. of
History Arts, and Libraries-Records Management Services, the Archives of Michigan,
and the State Administrative Board. Retention periods listed on approved Retention and
Disposal Schedules have the force of law. A Records Retention and Disposal Schedule
does not mandate that certain records be created by the City but if they are created in the
normal course of business, the schedule establishes a retention period for them.
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2. Legal and Policy Mandates Driving Records Management

A number of state laws and City mandates establish requirements and provide a formal
foundation for the City’s Records Management Program. Principle among these are the

following:

o«  The Michigan Freedom of Information Act (FOIA) (Public Act 442 of 1976, as
amended), defines public records as recorded information “prepared, owned,
used, in the possession of, or retained by a public body in the performance of an
official function, from the time it is created.” FOIA places requirements upon
government agencies to make public records available and defines rules under
which records requests are responded to. FOIA also provides for exemptions on
outside distribution for certain types of public records.

e Section 491 of the Michigan Penal Code (MCL 750.491) declares that all official
books, papers, and records created by (or received in) any office or agency of the
political subdivisions of the state of Michigan are considered public property,
belonging to the people of the state. The law declares the improper disposal of
local government records to be a crime and establishes criteria for criminal

charges.

+ Section 5 of the Michigan Historical Commission Act (MCL 399.5) provides that
all records required to be kept by local public officers in the discharge of their
duties, records required to be filed in local public offices, and records which
represent memorials of transactions of local public officers, are considered to be

property of this state.

¢ Open meetings Act of 1999 (MCL 15.261) defines requirements for open meeting
forums for governmental bodies and associated records keeping and access.

e The City Charter (Section 12.6 affirms the responsibility of the City to comply
with FOIA n the management of and providing access to public records. All City
offices have a responsibility to meet the terms of public records management laws
but the Charter (Section 8.11, places special responsibility upon the City Clerk’s
Office, specifically to: a) Keep a record of all ordinances, reselutions and actions
of the Council, b) “be custodian of the City Seal, and affix it to ali documents and
instruments requiring the Seal and shall attest the same™., ¢) “Be custodian of all
papers, documents and records” , d) “Issue and sign all licenses granted after the
license fee has been paid to the Treasurer”

In addition to the general rules above, there other state, federal, or local legislation,
regulations, formal policies, and contract provisions identify specific records
management requirements specific to certain types of documents or programs. Table 1
identifies many of the laws, regulations, formal policies which drive and influence

records management practices.

Table 1: Formal Mandates Driving Public Agency Records Management

Federal 1S FOIT.. Convright law. HIPAA. federal reculations {e.o.. FPA.
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State

Local

Other
(professional
practices,
formal
agreements)

NPDES, OSHA, IRS ), laws governing records access for court
proceedings, personal privacy laws and rules, Patriot Act

Most important State laws and regulations include: State Constitution,
Freedom of Information Act, Records Reproduction Act, Historic
Records Commission Act, HAL existing records retention schedules,
Email Retention Guidelines (HAL), State Penal Code.

Many other state laws, regulations, and rules that impact certain types
of public records management. Examples include: General Property
Tax Law, Uniform Budgeting and Accounting Act, Statc Financial
Reporting Act, MCL 560{Land Divisions), State Election Law, Public
Employee Relations Act, State municipal planning laws, State agency
regulations (MDNR, MDEQ, State Open Meetings Act, Fire
Prevention Act

City Charter, City Ordinances, Council Rules and Procedures, various
Council resolutions, Guidelines issues by independent boards,
Executive Orders

Formally defined best practices (e.g., GAAP, GASB), MITN
agreements, Union contracts, professional certification and training
guidelines, professional services or support contracts, project
agreements with other government jurisdictions

3. Description of Retention Schedule and Disposal Schedule Components and

Content

The Records Retention and Disposal Schedule (RRDXS) is presented in table form.
Columns of the table contain information identifying categories of records and retention
information. This Section provides explanatory information about the RRDS so it can be

interpreted properly.

3.1 Sources Consulted
A number of sources were used to prepare the RRDS. Principle among these are:

» Records retention schedules prepared by the Michigan Municipal League (MML

schedule)

e City of Rochester Hills document inventory and input from City office
management personnel

e Discussions with and guideline documents from the Michigan Dept. History, Arts,
Libraries (HAL) Records Management Services Division including:
- State of Michigan Local Government Records Management Manual (HAL

publication,
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www.michigan.gov/documents/hal mhc rms_lLocal RM_ Manual 116243 7.p
df),

- Email Retention Guidelines (www.michigan.gov/documents/E-
Mail_Retention_Guidelines_126565_7.pdf)

- “Michigan Local Government Records are in Danger—Michigan Local
Government Records Management Task Force” (HAL  publication,
www.michigan.gov/documents/hal_mhc_rms_localtf whitepaper 149325 7.pd

f)
e State of Michigan Legislation impacting records management including:
- Freedom of Information Act

(www.legislature.mi.gov/(z2tiz5552kk422ay5mlkbh2h)/documents/mcl/pdfimcl
-Act-442-0f-1976.pdf)

- the Records Reproduction Act
(www.legislature.mi.gov/(z2tiz5552kk422ay5Smlkbh2h)/documents/mcl/pdf/mcl
-Act-116-0f-1992.pdf)

- Historic Records Commission Act
(www legislature.mi.gov/(z2tiz5552kk422ay 3mlkbh2h)/documents/mel/pdf/mel
-Act-271-0f-1913 pdf)

s Records Retention Schedule from the Michigan Municipal League (MML)

e Current Records Retention Schedules approved or under review by HAL (see
www.michigan.gov/hal/0,1607,7-160-17451 18673 31548-56101--,00.htmI)
including:

- Schedule #1 (Non records material,
www.michigan.gov/documents/hal_mhce_rms_GS1_local 110758 7.pdf)

- Draft Schedule #18 (Fire Departments)

- Schedule #o (County Cierk,
www.michigan.gov/documents/hal_mhc_rms_GS6_local 124246 7.pdf)

e Records Retention Schedules for municipal governments in other states including
Colorado  (www.colorado.gov/dpa/doit/archives/rm/Municipal RMM/index.htm)
and Connecticut {www.cslib.org/retschedules.htin)

» A number of books and professional publications including
- Records and Information Management, ARMA publication #A4730, 2004
- Retention Management for Records and Information, ARMA publication
#V4758, 2005
- Managing Electronic Records, ARMA publication #A4721, 3" edition, 2002
- Authentic Electronic Records, by C.M. Doliar,2000, published by Cohasset
Associates

3.2 Description of RRDS Components
This Section includes a description of the Records Retention and Disposal Schedule
(RRDS) which is presented in table form which identifies “record series” for which
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record retention period applies and includes other information necessary for managing
records retention and disposal. This Section contains a full explanation of the

components of the RRDS.

Record Series Name and Record Series ID

These columns in the RRDS table identify the particular category of records to which a
retention period is assigned. A “records series” is a logical grouping of related records
normally filed together to support a specific business process. Each record series general
includes several types of records. For instance, the records series, “Building Permit
Inspection Records” includes a number of different records (forms, sketches, related
correspondence) that document City inspection action of permitted buildings or structures
under construction. Each Record Series is assigned an ID code which is hierarchical in
nature. The first level of the hierarchy, designated by a capital letter, refers to the major
business area in the City--in most cases directly relating to a particular Department (i.e.,
the Assessing Department is “B”, the Building Department is “C”, etc.). While certain
records may be produced, used, and stored by multiple Departments (original or duplicate
copies), an attempt has been made to associate a record series with the City Department
or Office that is most directly responsible for its creation and maintenance (so as not to
have redundant set of record series shown in the schedule). There is a general category
called “General Administrative Records”, assign a high-level code of “A” which is used
to identify record series not associated with a specific Department or business area but

which apply to multiple City offices.

The major Record Series categories are:

A. General Administrative Records
B. Assessing Department

C. Building Department

D. Clerk’s Office (including Accounting, Elections, Cemetery, Council support)
E. Department of Public Services (including Engineering and Garage)

F. Fire Department

G. Human Resources

H. Mayor’s Office (including Fiscal and Purchasing)

I. Legal Cases and Litigation

J. Parks & Forestry Department

K. Planning and Development Department

L. Treasurer’s Office

Record Series under each of the major categories above are identified with the letter and
a sequential number (e.g., Al, A2, etc.). In many cases there is a third level of the
hierarchy (e.g., A2.1) when it is useful to identify a Record Series in more detail.

Retention Period

This component of the retention schedule establishes a prescribed period of time for
which records in each record series must be maintained by the City. This means that after
this period has expired for a particular record, the record should be disposed of in the
prescribed manner (see description under Disposition Action, below). Any record that is
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subject to a FOIA request, legal or administrative investigation, or other formal
proceedings may not be disposed of regardiess of its assigned retention period.

HAL has suggested a consistent set of codes (see www.michigan.gov/hal/0,1607,7-160-
17451 18673 31548-99621--,00.htm]) for describing the retention period. These codes
associate the period with an event, starting point, or formally defined cycle (e.g.. fiscal
year) that establishes a basis for the retention period. In addition to the retention codes,
described below, a segment of time, (normaly years but months could also be used) are
used to define the total retention period.

The retention codes used are described below:

ACT = Active: An active code is usually assigned to records that are case or project
related (construction project, legal case, ete.). The records are retained “until the case
or project is closed.” This code can also be applied to records where a subjective
decision is needed to determine when the records become inactive, as with a subject
file. The record is retained “until it is determined to be inactive.” The retention period
is applied when the ACT condition has been met. For instance, a case file might be
retained until the case is closed (ACT) plus five years.

CR = Creation: A creation code is assigned to records when a definitive retention
period can be assigned. The retention period is usually based on a calendar year and
where there are no conditions that must be met. For instance, correspondence has a
two-year retention period. The retention period begins from the date the
correspondence is created or received.

EXP = Expiration: An expiration code is typically assigned to contracts, grants or
other types of agreements that must be retained until an expiration date or other legal
condition has been met. For instance, contracts may be held until contract expiration

(EXP) plus six years.

FY = Fiscal Year: A fiscal year code is similar to a CR code. The code is assigned to
records when a definitive retention period can be assigned, however the retention is
based on a fiscal vear rather than a calendar year. This retention code is usually
assigned to accounting records and their supporting documentation.

SUP = Superseded: A superseded code is typically assigned to records that are
updated or revised at various times during the records lifetime. Examples would
include policies or procedures, technical manuals, etc.. As a policy is updated and the
old version is replaced or superseded, only the current version is needed.

EVT = Event: Event codes are assigned to records when a retention period is based
on a future action or condition. We use this code when we know that a future action
or condition will be met, but we don’t know exactly when it will happen. For
instance, the departure or termination of an employee impacts retention of various
personnel records or the relinquishment of surplusing of property or equipment
influences maintenance of fixed asset records.

DISP = Immediate Disposal: Immediate Disposal is a retention code that is used
when an agency requires an authorization to destroy obsolete records upon the
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approval of their Records Retention and Disposal Schedule. Once the Retention
Schedule is approved the agency has the legal authority to destroy the obsolete

records.

PERM = Permanent: These records are not authorized for destruction at any point in
time, and will be retained in the custody of the creating agency.

In the retention schedule, the period for a given record series is presented in the form,
[retention codelt[segment of time]. For example, a record category may have the
retention period of “CR+3yrs”, meaning that the record must be maintained a minimum
of 3 years after its creation. Likewise, a period of “EVT+6yrs” means that it must be
maintained 6 vears after an defined event has occurred (e.g., such as the completion of a

formal audit).

Record Series Description
This is a text description of the record series to provide an understanding of the types of
records that it encompasses.

Official Custodian

This is an identification of the City office agency which has been assigned responsibility
as the custodian of the official record (the master copy in digital or hard copy form which
is considered to be the most current and “original” copy). This designation of custodian
recognizes that in some cases duplicate copies of a specific record may be maintained by
more than one City office (or outside organization) but that these are only copies. It
should be noted that the City Clerk’s Office is given a special role through the City
Charter and certain ordinances as the custodian or oversight authority for official records.
For many types of records, the Clerk’s Office is the official repository and the Clerk’s
Office has the authority to “certify” records (such as those distributed to outside parties)

as official copies.

Vital Record

This is a flag that indicates that a certain record series includes “vital records” meaning
that these are mission-critical records essential for resumption/continuance of operations
in the event of a disaster. This includes certain types of legal, human resources, and city
infrastructure which a critical for on-going operations. There is no specific legislation or
regulation governing the vital records designation. The City based on its analysis of
operational requirements has made this identification. One basis for this is the
“emergency/disaster plans for each Dept. **Decisions about vital records designation
has been made by posing the following questions (see ARMA publication, Retention
Management for Records and Information, for more discussion):

= What records are absolutely essential to resume critical city operations?

= What records are essential to protect the assets and the legal or financial status of
the City?

= What records are essential to protect the City from risk (physical or legal)?
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» What records are essential for protecting obligations to and the rights and safety of
employees and citizens?

= Are there other outside sources of the records that would be avatlable in the event of
a disaster?

Disposition Action

This is a description of actions to be taken for specified records when they have aged to a
certain point. This consists of a code and, where necessary descriptive text for the
disposition action. The codes defining specific types of disposition actions include:

= DD (Destroy or Discard): Destroy or discard records or storage media, when they
have reached the end of their retention period. This applies to records for which
no security or privacy designations exist. These records may be destroyed,
discarded, recycled, etc. in any manner deemed administratively expedient by the

City.

= DS (Secure Destruction): Destroy records or storage media in a secure, prescribed
manner after they have reached the end of their retention period. This applies to
records for which certain security or privacy designations exist meaning that
routine procedures for destruction or discarding (1)) may not be followed. Basic
guidelines for records disposition from HAL may be found at
www.michigan gov/hal/0,1607,7-160-17451 18673 31550-36141--00.himl. Various ARMA
publications provide information about appropriate methods for document
destruction. Secure means of destruction may include incineration, physical
shredding or pulverizing, chemical destruction, or magnetic erasure (in the case of

magnetic storage media).

LA (Long-term Archive): Records are properly packaged, documented, and
transported to a designated archive location for long-term or permanent storage
after they have reached the end of their retention period. This implies that this
location is off-site and provides an efficient, cost-effective, secure, and properly
controiled environment for records storage (e.g., like facilities provide by the Iron

Mountain company).

LA-BR (Long-term Archive before retention period reached): This is the same as
“LA™ except that it applies to cases in which certain records are transported to the
archive storage location before the retention time has been reached (e.g., record
has a retention period of 6 years but a decision has been made to archive records

after 6 years).

In the definitions above, “long-term archive” may either mean “permanent” or for a
period of time exceeding the retention period of the record. In any case where records
are part of an on-going legal action or administrative review, they will not be
discarded or destroyed. Even if they have exceeded the retention time period, until the
review or action has been concluded. Information from HAL about methods for
disposition can be found att  www.michigangov/printerFriendly/0,1687.7-160-
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17451 18673_31550-36141--00.html.  Also, the ARMA publication, Retention
Management for Records and Information (Part 10), includes a discussion of
disposition methods.

Revision Date

For each record series, a date is assigned. Initially, this date will be the date of approval
of the final RRDS by the State. Over time, revisions will be made (addition of a record
series, change the retention period, etc.). The date of such revisions will be entered for
those Record Series to which revisions are made.

Comments

The comment field is used to include any additional brief comments that help to explain
legal or policy mandates governing access to or retention of records in this record series
or more detail about retention and disposal actions.

4. Non-Records Materials

Some documents generated and/or used by City employees do not have specific retention
schedules. These fall under the category of “Non-records Materials” which include
various documents that are common in most municipal offices and may be destroyed
immediately after the have served their specific purpose. Non-records materials are
defined in the State HAL Records Retention and Disposal Schedule #1 (2004, see
www.michigan.gov/documentsthal mhe mms_GS1_local 110758 _7.pdf ). Non-records materials are

defined as:

» Extra copies of documents retained only for convenience of reference such as “for
your information” documents, tickler files, follow-up of correspondence, word
processed files when the official record copy is printed and retained, and extra or
identical duplicate copies of records if the official record has been retained by the

agency
o Publications, forms, and printed documents, including stocks of those that are
superseded or outdated

e Letters if transmittal (including routine slips) which to not add any information to
the transmitted material and other types of routine correspondence (may include
email messages) that do not document significant activities of the agency

e Shorthand notes and recordings that have been transcribed into another format for
the official retention purposes

e Miscellaneous notices or memoranda (may include email messages) which do not
relate to the legal and functional responsibilities of the agency, such as notices of
community events, employee benefits, holidays, etc.

s Media used for printing or other record reproduction processes
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o (atalogs, trade journals, and other publications or papers that are received from
outside sources and are not essential to the operation of the agency

5. Management of Electronic Records

The RRDS applies to City records generaily--whether they are created or stored on
hardcopy media (paper, mylar, e¢tc.) or as electronic files. HAL defines “electronic

record” as follows:

“An electronic record is information recorded by a computer that is produced or
received in the initiation, conduct or completion of an agency or individual activity.
Examples of electronic records include: e-mail messages, word-processed
documents, electronic spreadsheets, digital images and databases.”

More information about managing ¢lectronic records and media is available from the
following sources: a) HAL seat www.michigan.gov/hal/0,1607,7-160-17445_19273_21738-96210--
00.html; b) ARMA publication, Managing Electronic Records; ¢} The ERM Initiative of
the National Archives and Records Administration (NARA) at: www.archives.gov/records-
mgmt/initiatives/erm-products.html; d) the book, Authentic Electronic Records, 2000; e)
*x*xxgomething about media; f) **¥**¥*.  and g) electronic records management
manuals prepared by a number of government agencies outside of Michigan. Some
examples are: i) State of California Dept. of General Services Electronic Records
Management Handbook, 2002 at www.documents.des.ca.gov/osp/recs/ERMHbkall.doc, 11) State
of Delaware “Model Guidelines for Electronic Records”
{(www state.de.us/sos/dpa/govsves/records_policies/model%20guidelines.shiml), iii) State of MN
“Electronic Records Storage Facilities and Procedures”
(www.mnhs.org/preserve/records/electronicrecords/erstorage.pdf), iv) State of KN “Electronic
Records Management Guidelines”
(www kshs.org/government/records/electronic/electronicrecordsguidelines.htm )

Michigan Freedom of information Act (FOIA) includes electronic records and other
formal legislative and regulatory mandates apply to electronic records as they do to
hardcopy records. The Michigan Legislature has recently revised legislation that provides
a basic set of rules for public agency management of electronic records in the Records
Reproduction Act--Act 116 of 1992 as revised in 2005
(www.legislature. mi.gov/(g3ab3wS 3sam3gud Saqudddnty/documents/mel/pdf/mcl-act-1 16-0f-1992.pdf ).
In summary, this Act provides public agencies in Michigan with great flexibility in the
use of computer technology for creation and storage of records in electronic form
(updating previous laws which were much more restrictive). It allows records to be stored
in a variety of file formats and storage media.

In Rochester Hills, it will be important to decide on practices about creation and storage
of hard copy and electronic records that are efficient and secure. In many cases, it may
be most efficient and convenient to continue to store records in hardcopy form but there
is an option to consider electronic means for short-term and long-term maintenance of
certain records. The approach selected must take into account the following issues and
requirements for compliance with laws and policies and well as cost-effectiveness and

efficiency:
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e Lasy access to the record and efficiency in reproduction and distribution when
this is necessary

o Digital signature and seal concerns to account for cases where a record requires
formal approval and signature(s) by designated parties and/or an official stamp or

seal

e Security and protection against unapproved access or alteration as well as
protection from loss or destruction

e Technology obsclescence and migration (avoiding potential problems with
outdated file formats or electronic storage media making it difficult to retrieve and

read an electronic file

e Stability of media and avoidance of degradation over time

There are issues about the long-term support for certain file formats (potential revisions
in software that could make older digital documents difficult to open). This is of concern
in any digital document storage strategy to seeks to store digital files for long-term
archive (more than 5 to 10 years). While no file format can considered immune to this
obsolescence, any long-term archive practice should seek to use a file format that is most
likely to have long-life (be casily readable by future revisions to vendor software) while
still preserving original document format. Currently, the file formats that adhere most to
this criteria is the .rtf (rich text format recognized by many word processing software
packages) and Adobe’s .pdf format. In addition to these formats which maintain
document text and graphic content and format, the .tiff image format is another option for
long-term archive (although this only stores and document as an image--text content and
format controls are not explicitly stored). There are two additional emerging formats for
text documents, which, because of their wide support in the industry, may have
considerable long-life and be an option for long-term archiving. The first is PDF/A, a file
format standard based on Adobe’s PDF format, which has been accepted as a standard by
the International Organization for Standardization (see hitp://en.wikipedia.org/wiki/PDF/A}.
The other is the Open Document Format (ODF), at XML-based standard developed by a
consortium of vendors, It is an approved by the Organization for Advancement of
Structured Information Standards (OASIS) and is being reviewed for approval as an ISO
standard (sece hitp://en.wikipedia.ore/wiki/OpenDocument and www.oasis-
open.org/specs/index. php#opendocumentvi.0)

One additional concern in digital file archiving is the potential need to apply document
security (encryption or some other sort of protection against unauthorized access or
document changes) This increases security but potentially creates problems in more
difficult access by authorized users who may not have ready access to passwords or and
authentication service. Such a problem can become greater as documents age and
employees leave. Software tools are addressing this concern but it is still necessary to
have a well-thought-out file security strategy and to manage it.
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Email messages constitute a category of electronic records that, because of their nature,
can be difficult to manage and to apply specific retention and disposal schedules. As a
general statement, some email messages should be considered public records subject to
the approved RRDS and other email messages require no retention. Some email message
clearly falls into the category of “non-records material” (see Section 4 above). Other
messages are considered transitory, personal, or spam which do not need to be retained.
Email messages however, which contain substantive information about City business
does apply to the approved RRDS. HAL has prepared a set of “frequently asked
questions”™ (FAQs) about Email Retention
(www.michigan.gov/documents/hal_mhe_rms_local FAQ 125543 7.pdf). In addition HAIL provides
the publication, State of Michigan Electronic Mail Retention Guidelines

(www.michigan.gov/documents/E-Mail_Retention_Guidelines_126565_7.pdf) aimed at  state

government agencies but is applicable to all public agencies.

It will be important for the City to revise its email policy to address approved retention
requirements. Effective management of email comes down to proper use of information
technology as well as clearly articulated practices and proper use of these practices by all

City employees.
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Records Retention and Disposal Schedule (RRDS) for the City of Rochester Hills--Versicn 2.1, 9-2-2008

Note: See the accompanying document, "Public Records Retention and Disposal Schedule—Explanation and Background Information”, for a detailed explanation about the RRDS.

Credits and Contact: Prepared by the City of Rochester Hills {contact: Susan Galeczka, City Clerk's Office, (248} 841-2463, galeczkas
tnc. {contact: wwaw.plangraphics.com, 502-223-1501).

Foctnoles:

(1} See accompanying explanation for retenticn period code and annotation.

@rochesterhills.crg. Prepared with the assistance of PlanGraphics,
Consultant contact is Peter Croswell (peraswell@croswell-schulie.com, 502-848-8827)

(2) City Depariment or Cffice with designated custodial responsidility fer maintatning the official version of a record: AC = Clerk's Office
Office-Fiscal: FR = Fire Dept.; HR = Muman Resources: Cl. = Glerk's Office; MG = Ma
and Development Dept.; PR = Mayor's Office-Purchasing;

-Accounting; AS = Assessing; BD = Building Dept.; DPS = Dept, Public Service, Fl = Mayor's
yor's Office; MIS = Management Information Systems Dept.; MU = Parks and Forestry-Museum; PF = Parks and Forestry Dept.; PD = Planning
TR =Treasurer's Office, DEP = Specific City Dept, or office that creates the document is the custodian of the official record.

(3) Flag (an "X") that indicates that a certain record series includes “vital records” meaning that these are mission-critical records essential for resumption/coptinuance of cperations in the event of a disaster,
(4) The action to be taken for specified records when they have aged to a certain point. This consists of a code and, where necessary, descri

ptive text for the disposition action. Specific types of disposition actions include: DD
{Destroy or Discard), DS (Secure Destruction), LA-BR (Long-term Archive before retention period reached), Hi (Historical Record Transfe

r), and NC (Transfer to New Custodian). See accompanying explanaticn for the disposition
action codes.
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A. GENERAL ADMINISTRATIVE RECORDS (Records of a general administrative nature that are not associated with a specific reteation schedule cited in other sections. T

fis section includes records that may be generated
or stored by any City office and are not associated with a specific department.)

" General Reports, Internal Meeting Materials and Other
Miscellaneous Administrative Records

Reparts, meeting materials, and other miscellanecus administrative records not associated
with a specific retention schedule

This includes any regular activity or status reports intended mainly for intarnal tracking and
Annual, Monthly, Weekly L o |
A1 . CR#2yrs communication. This includes text reports or tables thay give a summary of employee work | DEP DD
Activity and Status Reporis _— )
activities, project status, etc.
. . Regula ings: . ’ ; " ,
Internai Meeting Materials and egular staff meetings Includes meeting agenda, attendee lists, summary reparts for internal meetings for City staff|
A2 Summaries CR+5yrs; informal and employees (information mestings for staff, project meetings, eéc.) DEP oo
meetings: CR+1 yr pley 9 bl gs, sic.
- : ) — - - 4
a1 3 Mascglfanequs In!ern‘al No specific period Includes any othergdm:msiraﬁve materials of a general nature that are not covered under DEP oD Depends on nature or purpass of
Administrative Materials other record retention categories. record
a2 General Correspondsnce and Memoranda Geaet.'al correspondence or a routine or miscellaneous not falling under ancther specific
refention schedule.
General or Reutine internal Letters, memoranda, and other correspondence between City offices. This covers Depariding on naturs of
A2.1 Corespondence CR+2yrs mlsceligneous correspendence that is not clearly covered under other record retention DEP DD camespandsnce, pariod my be langa
categeries,
Incoming and outgsing letters, memoranda, and other correspondence between City and
Ao o General or Routine External CR+2yrs external parties (other gevernmental jurisdictions, businesses, not-for-profit groups, general DEP oD Depending on natura of
’ Correspondence ¥ public). This covers miscellangous carrespandence that is not clearly covered under other carrespendence, period my be lenger
record retention categories.
VVOTK ; N ; [l tiahs]
~ Internal Plans and Tracking |ACT{iife of records associated with a City project or program and used primarily for internal PUrposes. DEP oD
Documents project/program)+2yrs This inciudes plans that are not clearly cavered by anather specific record retention
caipnanng
f tion . : . . - . .
Informational Literature, ACT{life of program or Materials prepared mainly for externat distribution o provide information about City DD or
Ad Guides, Announcements, . . ] DEF
Brochures event)+2yrs gavernment operations and pregrams, meeting announcements, special events, or hews. Hi
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General Procedure Manuals, \ Documents maintained primarily for City staf and contracters that explain procedures {e.g.,
ACT(life of program or R ) . . . . .
AS Instructional Materials, and rocedure)+2yrs purchasing, responding to public requests for infermation, building evacuation procedures, | DEP DD
Training Documents or ¥ etc.} o that are used to support instruction or training (e.g., use of a computer application),
Miscellaneous Lists, Logs, Hard copy ar digital records for internal use, not fied to specific retention schedules, that
AB N SuP ! . ) L DEP DD
Directories serve as directories of contacts, documents, materials, activities.
General Permission and S General forms and documents that describe waivers of rights or responsibilities or limits on
AT Liability Waiver Documents ACT(while in sffect)+1yr fliability. Includes all such materials that are not pari of an employee’s personnel file. DEP oD
General Information Forms and records for p.rc_:cessw!g, trackt}ng, and respgndmg o general .and rqutlne non-
N FOIA requests and inquiries for infarmation or complaints from the public, businesses,
|AB Requests and Complaints-- [CR+2yrs h ! N ; cL DD
Non-FOIA external agencies, or oiher parties external to the Gity. Also includes records that document
on- the City's respanse,
Inventortes and fracking of information about fixed assets {equipment, furniture, supplies)
. owned by the City, Includes any records that identify the item; its make, model, and DD or
City Fixed Assat Invento tlo, L : ) X . e
Al t Fixed Asset Inventory information specifications; dates; ifs locaticn, ste. Does not include reccrds on City maintained road and OPS | X NC
utifity infrastructure,
A10 City Property and Fixed Asset Maintenance
Records documenting routine maintenance activities, including janitorial wark at City
. . buildings, minor repair and maintenance wark, routine grounds mainfenance at City
[A10.1 | Routine Maintenance Records CRe2yrs buildings. Includes ceatracts for mainienance services, work schedules, waork orders, and opPs bD
reports of work accomplished.
Major Maintenance and Regair Alf records associated with major, hon-routine maintenance or repair activities (roof repair,
[A10.2 Re::ords g CR+5yrs reom remodeling, major landscaping projects, etc.). Includes project specifications and bPS oD
project management information.
Gity Facility Use Scheduling ACTiuntil event ecords that dacumem. requests for reserving C|t¥ facilities for use by oytsu:ie parties
A10.3 ; X approval and confirmation of those requests, required documents (e.g., insurance), and DPS 2D
and Reservation Records completian)+1yr L . .
other related forms, correspondence, and administrative materials.
Maintenance/Support EVT (life/disposition of Contracts and agreements for contractor or vender maintenance and support fer products
A10.4  |Agresments for assetjyr urchased by the City cL X i D
Equipment/Assets ¥ P ¥ '
bavt Computer System Project and System Administration
Documentation and Files
All records that document computer-related application development, software
IT Project Design, Planning, ACT(life of computer implemantation, or system enhancement/upgrade projecis. This includes project
1411, . ot ) N Mis ob
and Implementation Records  |system) specifications, project review documents and nofes, related correspondence, and
administrative records on compister system projects, and technical documentation.
System/Network Configuration Any hard copy of digital documentation describing the City's system configuration (network,
|A11.2 : o SUP . . j MiS X Do
Riagrams or Descriptions file system, folder architecture, security groups and assignments, etc.)
Includes digital or hardcapy statistics on server or Web site use, security or system
- . . problems, ete, in most cases, these are continually updated togs and alert files maintained
A11.3  |Server or System Activity Lags |ACT(until reviewed; by the operating system and formal reports are not created, These should be maintained s DD
with historical information until any necessary review has been conducted
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fncludes digial materials stored as a source for posting to an active Web Site. It may
A11.4  intemet Site Content ACT{until updated)+1yr include text or word processing documents, images, etc. It is maintained until updated for re{ MIS DD
posting to a Web Site. With historical cantent maintained for one additional year.
. Any general reference documents, maps, publications, or other recards acquired from an
A12 General Reference Materials C:Jg.'hxle of ceference cutside saurce that are used for informational purposes o support City programs and CEF Dglor
pusiness processes.
Fee Schedule and Rate Rgcords t!ﬁat identify fees gnd rates fa.r City services ?nd processing actsvmes—assoma_ted
A13 sup with permit and plan submittal and review, utility service, charges for records reproduction CEP DD
Informatlon e enire e ) -
and distribution, use of City facilities, stc.
EVT(surve Records associated with any surveys or polls conducted by City depts. 1o gather information DD or A decision may be made to retain
fAl4 General Surveys and Polls com leiion:'-:i rs) about City condlitions, residents, and services. This includes survey forms and directions DEP HI cartain survey or pool resulls for a
P ¥ and documents with a compilation of survey resulls. longer period of time
Individual's notes from meetings, project reviews, and other City activities that are not
General Information and ACT{while of reference covered under other specific record retention categories. in general, these are considered
A5 : ] o . DEP (]
Notes valug) internal records useful in the performance of a specific task but not normally distributed or
needed on a lang-term basis.
d "
AtE Calen an:s and Appointment ACT (calendar year)+2yrs  |Formal catendars for employees or City offices. DEP BD
Information
Official netices about City public hearings or legal anpouncements that are distributed tc the
Legal Notices, Hearing new media for publication and serve as evidence that the municipality provided public notice
At7 Naotices for Publication ACT (calendar year)+2yrs of elections, hearings, ordinance enactments or revisions. auctions, bids, etc. They may cL 0D
include Affidavits of Fublication and ciippings.
. N ACT (end of annual All records that pertain to the planning, tracking, and activity associated with the Festival of MO, BD or
AlB Festival of the Hills Records Festival}+3yrs the Hilis. Includes information on programs and events, sponsorships, attendance, etc, MU HI
All newsletters and special publications, and associated records on production and
A10 Newsletters and Special ACT (while of reference distribution, which are produced by any City Department and are distributed internally or DEP HI
Publications value) prepared for distribution to the public or other parties. Inciudes such items as the Hills
Herald, Museum Newsletter, and others.
This includes a wide array of transactional databases, normally maintzined using Microsoft
General Administrative Access or Excel software, that are used by individual Departments of workgroups, to
A20 Datab - o ACT{while in active use) capiure and update information (e.g.. tracking information, cantact directory, indexes or DEP DG
atabases directeries to information sources, inventory information, ete.). This record series applies
just to the databases, not specific reports generated from the databases.
These recards document a department's history and are vsed primarily as reference
ACT(while of reference materiai, They are typically "pulled” from another record series after it has met its' retention
AZ1 Historical Records valua) period and is transferred into this category. The department determines what is "Historical” | DEP DD
to them, Examples may include but are net limited to photos, newspapaer clippings,
documents of histarical importance, ete..
B. ASSESSING DEPARTMENT

e

]Rsal Property Characteristics and Appraisal Informatloni
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Records documenting property characteristics and conditions that contribute to appraisal
ki Private Real Property CR+5yrs calculations for real property {residential, commercial, industrial). Also includes records AS oD
) Characteristics and Appraisals ¥ about property agpraisal calculations, including any defined factors or parameters that are
used in appraisal cateulations.
EvT(acquisition of Any records that contain infarmation about the appraised valus of reat property owned by
B2 City Real Property Appraisal a the City. tncludes information on the property characteristics and calculations used in the AS DG
property)+5yrs B
Asseasment and Tax Roil The official assessment roll providing calculated assessment for real and persanal property
IBZ Records CR#20yss (for a specific year). This is the record from which tax bills are prepared., AS X ol
IES Board of Review/STCIMTT Agenda, Minutes, and
Records
Certification of Assessad Documentation of decisions and formal certification by the BOR, STC, or MTT that confirms Ater 1 year, these are forwarded to
1B3.1 Values, Tax Levy, and CR+1yr q . ci t d ass " ’ ’ AS [B]8] the Stata. Assessor keeps a copy for
Affidavits and approves City property rates an essments, convanience,
. : . Fetitions, applications, correspondence, supporting information, announcements, agendas,
§83.2 Board of Review Appeal ACT(untl appeal is meeting materials, minutes, and follow-up records that document cases and decisions of thd  CL DD
Records resolved)+3yss ) )
Rochestar Hils Board of Reviaw.
ACT(untl appeal is Petitions, applications, correspondence, supporting information, announcements, agendas,
{B3.3 MTT/STC Appeals Records resolved)+3m:5 meeting materials, minutes, and follow-up records that document cases and decisions of thd  AS DD
¥ Michigan Tax Tribunat (MTT) and the State Tax Commission (STC).
B4 Equalization and Tax Exemption/Assessment :
l Adjustment Records
|B4.1 Notice of Assessment Change ICR+1yr Notices to property owners or other parties about a formal change in assessed value. AS DD
Records transferred 1o Gakland
| Assessment Adjustment CR+5yrs Ineludes formal records documenting adiustment of assessment, including state forms L« AS NC County in Apri or May of each year.
: Records/L4C Reports y 4018, L-4019, L-4021. County is the official long-term
custadian,
Hardship/Poverty Exemption or |AC T(until tax Records documenting review and decisions regarding hardship or poverty tax exemptions o
B4.3 . ) AS Ds
Adjustments payment)+3yrs adjustments,
fs4.q  [Special Adepted ACT(unti tax As defined in MCL 211.7b Part of Michigar Compiled Laws. AS DS
Heusing—Veterans payment)+3yrs
Homestead and Homeowner's . . - . . L State of Michigan is the official
84.5 Principle Residence Affidavit A:KZ:T)IEX s zgafsiogd;é:aeﬁot?:gem and verity eligibility and decisions regarding Principle AS ?\fl():: custodian but Assessing keaps
and Documentation pay T © i3 copies for ready access
B4.6 Pollution Control Exemptions  |EXP+2yrs As defined in 323 Part of Michigan Compiled Laws. AS oD
Property Transfer Affidavits ) . DD, Originals are filed with the State of
B47 and Documentation CR+3yrs Copies of recards that document the formal transfer of ownership of a property. A3 NG Michigan
Approved exemptions or tax Records that document approval on tax exemptions and adjustments under the Commercial
B4.8 rate adjustments for IFT, CFT, |EXP+2yrs Faciiiies Tax (CFT) or Industrial Facilities Tax (IFT), Local Development Finance Autharity AS DD
or LOFA praperties (LIFA)Y "smart zone" programs.
lEM.g a;:i;g;s:'pt Property EXP+2yrs Any information or lists that identify certain praperties as tax exempt. AS BD
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e CONECIE] USTH, TEDIES, TOTa S s, S TS e ]} TE-Tilag ] feTot-T-1- A Po— —
Equalization Information This includes sales and market data and camparisons, identification of equalization factors
B4.10 a ' ACT(tax year)+3yrs applied o areas or parcels, official carrespondence with the County or other parties about AS DD
Reports, and Gther Records N o :
equalization, and other data or reports that document real property equalization caloulations
and sericinne
All information used in the appraisal of personal property {for non-rasidential}, This includes
. records from field canvassing, statements and affidavits from property owners
P P A identify ;
[ =1 I;;i:;:ﬂ:zpzrtz raisal A:Z(:;T‘?;_::xrs documentation on the value or persanal property, or other records that identify and describe] AS X [B]9]
na App ray 4 persanal property (fype, age, condition, etc.), Also included are recerds of appraisal
calculations and factors and parameters unused in the appraisal of personal property,
Legal records that define the boundaries of fand ownership and rights associated with the
§B6 Deeds, Maps, Plats, and Addressing Records tand. Includes approved plats, property surveys, land division records, deeds, easements, AS DD
and other related records.
§B6.1 Land Division Records CR+10yrs Includes records associated with land division actions and combinations of adjacent parcels] AS X DD
Reccrded deeds or related written descriptions of property boundaries {normally those
booo Deeds and Property CR+yr officially recorded with Oakland County). These are legal records that designate land as.cL x Db Cily-owned property deeds are in the
’ Descriptions Y wwnership. County is official custodian of permanent records, Maintained by City for limited ’ Clari's Office
period for business use,
Aerial Photos Used for . . .
!ES.B Appraisal Supparl ACT(current tax year)+3yrs |Any aerial photos or images used to support the appraisal process. AS DD
lE? Special Assessments
I SAD Applications/Petitions and {ACT(life of Records that document approval andg identify specific parcels that are subject to speciat - . ,
B7.1 Supporting Recards assessment}+5yrs assessments and part of the City's Special Assessment District (SAD) pragram. clL oD Originals are kept in the Clerk's Offied
Other Spacial Assessment ACT(life of Information refated to special assessments thatare & levy upon property within a specific
{872 . o L . A cL Gb
Information iassessment}+5Syrs district. It is imposed to defray the cost of 2 specific local improvement.
ACT(curent tax Includes such information as property classification, Zehing, land estimate (measurements,
iB8 Valuation Records base value, appraised value), type of structure and construction information, utilities, A5 X cD
year)+20yrs .
location of deed,
Field Sketches, Property S efches of parcels and siructures on taxabie parceis, photographs of buildings, structures,
5] Photos, and Other Support iSUP (until updated)+3yrs  |and other improvements asscciated with a parcel, or other similar infarmation compiled to AS oD
information support the property appraisal pracess.
Reports that present summary information abaut the properly appraisal and property
| Property Appraisal/ CR+5yrs assessment process. This may include summary statistics for Assessing Dept. staff AS DD
Assessment Reports ¥ activities or other repors that present summary information about parcels and their
appraised or assessed values,
o
Property Appralsal an Documents and records that explain procedures and rules governing the property appraisal
Assessment and Appeal N . :
1Bt SUP+3yrs and assessment process, procedures for appeals, how te obtain property information, ang AS GD
Rules, Procedures, and other public information about property appraisals and assessments
Public Information ’
Multi-user database, used by Departmental personnel for capturing, queryiag, tracking, and
reporting on information about reat and personal propery. The database infarmation
A includes information on property characteristics, appraisals, property ownership, tax
B2 Assessing Database CR+20yrs exemptions, and other information that supparts required property assessment functicns. AS DS
The database is used {o generate certain standard real property forme and reports
referenced in other record series.
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§C. BUILDING DEPARTMENT
! Forms created by the City, along with any accompanying insiructions, for applying for 2
C1 Addressing Records SUP+tyr L : 8D X | DD
building permi.
. . . . Includes plans and permit forms submitted by applicants for review by the Dept. These
Buil /
fe2 ullding Plan/Permit Submittal and Review records are differentiated from approved building pesmit records in Category C8.
Submitted permits and refated documentation. This includes submitted buliding permit formg
§C2.1 Building Permit Applications ACT{ife of building) and ali necessary supplemented information, including plan drawings, architecturaf data, BD DD
“rade” information (electrical, mechanical, electrical, efc.), consiruction specifications, elc.
Final Building Plan Drawings Final plans (far commercial, industrial, institutional, and other nen—residential construction)
C2.2 rang ACT{life of building) submitted after all Departmental review and comment has been cornpleied and addressed BD Do
(non-residential) y
by the applicant.
Final Building Plan Drawings . Final plans (for residential construction) submitted after all Departmental review and
c2.3 (residential) ACT(life of structure) comment has been completed and addressed by the applicant. BC Db
102.4 Sign Permit Applications ACT{life of sign) Submitted permits and associated information for sign consiruction and placement. BD Do
|C2.5 Tree_or !.ands::apa Permit CR+5yrs Records that dO[:‘.Uﬂ:lEI'ﬂ the rev!ew. of permits for ;:ﬂant.mg, rermoval, or treatment of trees or BD Db
Applications landscape work inside the public right-of-way or on private land.
o 6 Other Permit Submittals and  |ACT(until permit activity Records that document the submittal and review of other permits (not building, tree, or sign B DD
’ Review Records completed)+5yrs permits) for which the Building Dept. is primarily responsible.
ES Building Complaints and Enforcement Records
I Any records that document a verbal or written complaint, responses 1o complaints having to
C3.1 Complaint/Response Records {ACT(until settlement)+Byrs |do with building cades, or related ordinances associated with the construction and BD Db
maintenance of buildings and structures.
Records that document the cceurrence and results of a site inspection relating to buildings o -
Building Code Enforcement and structures. This includes inspections relating directly to code enforcement actions i‘;‘:dmg Deﬁ:fdoasf{"c’: keep :tn‘gmai-
IC3.2 Ins ecgons r ACT(life of structure} initiated as a follow-up te a complaint or incident impacting the property {fire call}. Includes BC Do Lom:lf;l:im ;g:;:jom:f;?zm;zf
nsp field notes, sketches, or photographs, compiled inspection reports, inspection records project
describing actions taken, and communications with the parmittea.
- o ) Records of citations given for vickations of building cades, including the ticket and follow-up Building Dept, does rol kesp ariginaly
Building Code Citations/Tickets N - , . ok just a copy, Infermation ig input in
C3.3 . ACT {fife of building) documentation about response and reselution of the cifation. Includes records of any BD DD .
and Actions - i " o computer and printed out &t end of
buliding posting or "red tagging. praject,
ICd UNUSED AT THIS TIME
Ics B‘ulidln‘g Contractor ACT(life of structure) Records that verify the licensing of contractors performing permitted construction work, BD DD
Licensing Record
Building Permit Raview Records that document the review of permits for building construction and all assaciated
IC6 R dg ACT(life of structure) frade permits {plumbing, electrical, etc.). Also included are records that document any site BD DD
ecords visits or correspondence related to the permit review process.
Agendas, supporting materials, meeting/hearing announcements, related correspondence,
| Records of Board Meetings PERM meeting materials, summary reparis, synopses, minutes, and other information relating to oL
and Hearings the meetings of indspendent boards that the Building Dept. has the primary role in
supporting. This includes the Construction/Fire Prevention Board of Appeals,
. . . . . Records in this category ara filed
lca Issued Permits and Related Approval Records Copies of issued permits and related records documenting approvat for construction and ED

work related to permits for which the Building Dept. has primary responsibility,

tagether for each permit as part of a
“permit package”
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a1 Building Permits ACT(ife of structsre)+5yrs Permits allowing fc?r Il::ulldlng construction and related surface grading or for the demoiition BD X BD
or removal of a building or struciure,
IC&.Z i‘gg;;’:g and Demolition ACT(life of structure)+5yrs Permits that allow for the wrecking, demolition, or remaval or structures, BD on
Fire Safety, Alarm, ACT(while permit is Permits allowing the installation and operation of fire safety equipment, alarms, and fire
jcaa : . . ] ; . BD DD
Suppression Permits active)+5yrs suppression systems in bulldings and structures,
lCB.4 Mechanical Permits Qgiug;j:j!:rzermlt ® Permit far mechanicai wark asscciated with the permitted building or structure. BD DD
ICB 5 Ptumbing, Heating, Electricat  [ACT{while permit is Permit for plumbing, heating, A/C, or efectrical work associated with the permitted building BD oD
) Permits active)+5yrs or struciure.
cEa Sign Permits ACT{life of sign)+Syrs :’fa;:::.z and related records decumenting approval of work for the construction or erection BD DD
. Parmits and related records decumenting approval of werk for the planting, removal, or
. = + P ) .
8.7 Tree or Landscape Parmits CR#Syrs treatment of trees of landscape work inside the public right-of-way or on private land. 8D LD
ca.s Rel:el‘pis for Fee_s f‘ald for CR+6yrs Copies of {ece_;pt.r_, documenting payment of fees for permit issuance or payment for an BD DD
Permits or for Citations enforcement citation.
cg.o Cther Special Permits EXP+3yrs Permits and related records documenting approval of work relating to other permits (not 8D oD
’ (roadside stands, soil erosion) Y Building, Tree, or Sign permits} for which the Building Dept. is primarily responsible.
K . . . . . . Records in this category are filad
ca furlding Permit Inspection ACT(life of structure}+Syrs Inspe.:t;:n fogi and aisnc;ated notes or records prepared by inspectors during the course o BD oD together for sach parmit as part of a
ogs permit inspection work. “parmit package"
ARy compmﬁmmﬁwmﬁwmmmmmmng
c10 Permif Summary Reports ACT(life of structure)+5yrs |permit review and issuance, building inspections, and permit issuance for a specific time-~ BD DD
nerind
c14 Construction Codes PERM Formal cgdes defining specificalions ard requiremenTs Tor all aspecis of buitding oL DD
~ f CofD o filed together T
. - . . . 0l racaoros are liled together for
C12 Certificate of Occupancy ACT(life of structure)+5yrs Pocumgnt Issued afier c_o‘mpletlnn of co.ns.tmcmn and City approval after completion nf. BD X [a]n] each permit as part of a "parmit
inspections. The CO verifies that the building meets all codes and may legally be occupied, package”
Multi-user database, used by Departmental personnel for capturing, querying, tracking, and
Building Permit and reporting on information about building and construction permits, permit ingpections, and
IC13 I ct? Datab CR+20yrs related enforcement activns, Includes residential and commercial buildings and other AS {n]n]
nspection Database structures covering work on the censtruction and internal infrastructure {plumbing, electrical,
etc.)
J5. CLERK'S OFFICE
IClerk’s Office—Accounting
Records that document funds owed and paid by the City {o outside sources (also known as
=t Accounts Payable Records payables). This includes information on alt accoents, records of AP pastings to other
records, invoices, and recards documenting payment (including checks).
AP Accounts Payable GL
) . ‘ . , hers,
bosq Posted Journals Receiver, FY+1oyrs Various AP batch reports that post to the General Ledger, Includes receivers, vauchers, and AC ¥ DS
Voucher and Check Batch checks.
Type Repart
AP Reports Edits through Supparting documentation of accounts payable check runs. This inciudes edit listing, create
+
ID1.2 Check Posted Report Fy+7yrs payment, and integrity raparts, AC bs
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AP Cash Disbursement/Cash - .
D1.3 Requirements Reports FY+1Cyrs Report detsiling cash disbursements ta vendors. AC X bs
boia AP Check Reglsters {Aute FY+7yrs Monthly listing of accounts payable checks issued by the City. Listed is check number, AC X DS
Payment Register) amount, and vendaor.
AP Federaf Tax Forms (1099 Includes 1099 forms and information submitted 1o the Infernal Revenue Service regarding
fP1.5  |Forms) and Year End FY+7yrs . . - AC X DS
. . payments made to certain vendars, A/P accrual-year end supporting documentation.
Supporting Documentaticn
|D1 B AP Checks - Qriginal FY+7yrs Cleared or cancelled checks are retained with the bank statements by month cleared. AC DS
’D1 .7 |AP Check Copies FY+7yrs Attached tc invoices {see D1.8). AC DS
I AP Vendar Invoices, Vouchers, Invoices/Vouchers paid by the City to vendors. This includes ACH manthly credit cards,
D18 and Statements Fy+7yes uiilities, and benefit premiums. AC DS
b2 Accounts Recelvable Records _Recurds that dugumeni fgnds owed o _and paid to the Cily by outside scurces. This
includes Gl. entries of billings and receivables.
AR Accounts Receivable GL Accounts receivable {street lighting} supporting documentation. This includes GL Post
Iliz'1 Past Reports FY+10yrs Reports (Batch Types), Account Balance, Billings (street and misc.}. AC X DD
D2.2 AR GL Journal Entry of Billings |FY+7yrs Szfpporhng dqcumentahon for billing (street lighting, police lisison, Cobra, other AC Db
reimbursabie insurances).
IDa General Ledger Records Recnrgs that comprise a comprehansive picture of the City's financial transacticns and its
financial status.
The Comprehensive Annual Financial Report (CAFR). Official City of Rochesier Hills Official d 1 retained by
031 GL Audit Report (CAFR} PERM Financial Reports, including required disclosures and other supplementat data. This annual | CL X Cle':i Oﬁg::@en reiainea by e
financiat statement is the result of the City's annual audit.
' Official audit and data coliection form completed by the City's auditors of federal awards
j03.2 g:p:;::l;ﬁsmnsg:ﬁ:e;ildit) PERM and/or grants received by the City in a particular year. Depending on the amount of federal CL
d dollars received, the City may noi be required to have an audit done.
Monthly City bank siatements of all checking and savings accounts. Bank statements are AC, '
ID3.3 GL Bank Statements FY+7yrs City transactions at the bank or financial institution with which the City does business, TR X 0s Also cfted a5 2.3 (Traasurer)
ID3.4 GL Cash Advance Records- ACT (life of advance}+2yrs Spreaésbeet anF\l supporting document of City funds advanced to the county for specific AC X DD
Work Papers construction projects.
. . . Tracking of City funds for projects that Qakland County is constructing (example: water and
§03.5 GL F)ounty Construction ACT (uniil project sewer mains). Folder for each project with all supporting documentation. Journal entries are| AC DD
Projects completed) +7yrs
prepared.
ACT (uniit project . . o ) .
IDS.S GL Grants « Federat and State completed) +7yrs Supporting documentation of grant awards. This is the financial aspect of the grant, AC DS
D3.7 GL Develeper Escrow Account |ACT (untit project Supporting documentation of developers escrow account transaciions, The accounts are AC X oD
) Records completed) +7yrs City charges to the develapers.
GL Financial Reparts Monthly . X . . Reports generated from database
D38 (Balance Sheet/Revenue/ Fy+2yrs I‘:onthly ﬁna:mgmcii rzfo:sdgzneratde: by FunBciugorrlfmanmal system includes Baiance Sheet, AC bD and ganerslly mot storad or saved in
Expenditures) BVENUE vs. Budgel, and Expendilure vs. get. digital or hard copy farm
GL Financial Reports Year End Year-end financial reports generated by Fund from the financial system includes Balance
D3.9  {{Balance Shest, FY+20yrs ) AC BD
. Sheet, Revenue vs, Budget, and Expenditure vs, Budget.
Revenue/Expenditure Reports)
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s GL Gengral Ledger {Detailed FY+20yrs The General Ledger is a comprehenswe record of th_e C.ity.S assets, lizbilities, equity, AC X DS
Transaction Report) revenue, and expenses for a particular one-year period in fime.
WILEHTEY TUTOETS Dy . =Y TMETTOT
1311 GL Journai Entries Folders FY+7yrs budget items, revenue or expenses, fixed assets, billings, and transfer with financial impact AC DS
: (Supporting Documentation) ¥ from one City office to another. Included are the written journat entries from which posting
D212 GL Aucﬂ‘t Schedules anq FY4Tyrs Yea_:—end folder. Schedutes, working papers, and other records prepared speciically for City AC bs
Supparting Documentation audi,
GL State of Ml Report-ACT 51- . X L. . . :
IDS.13 Street Financial Repor: FY+20yrs Required reperting to the State of Michigan segarding state transportation funds, AC X DS
GL State of M| Repart-F&5-
J03.14  |Annual Local Unit Fiscal Year |FY+20yrs Required reporting to the State of Michigan. Report 's City's financial activily at year end. AC DS
End Report
GL Pension, 457 Deferred
§03.15 |Compensation, Retiree Heaith |FY+7yrs Quarterly statements of activity recsived from Pensicn Pian record kespers. AC X DS
Savings Quarterly Stataments
0318 GL Cash Receipt and Cash FY+7yrs Daily supporting back-up of cash received aver the counter in Treasury and other cash AC X 0s
I_ ’ Transactions Y activity such as investmeni, sweeps, and other miseellaneous treasury entries,
GL. Cash Receipt/Transaction : " . .
IES.W GL Fosted Joumals FY+10yrs Daily posting of cash transactions. Varicus GL Batch Types. AC X (nla)
I GL Journal Entries Gi. Post GL Post Reports. Various batch types create journal entries that are posted to the GL. This
D3.18 Reports Fy+10yrs includes but is not limited to journal entries, budgets, equipment, and inventory. AC bD
. See D2.1. Supporting documentation for water and sewer adjustments to customer
103.19 G.L.WS Adjustments and FY+10yrs accounts. These reports are supporting back-up for journal entries to the General tedger. AC bD
Billings : ) ) - .
Binder contains adjustments and total pages of the billing registers.
los WIS Utility Gustomer Records Records that docun}ent water and sewer ci.fs!omer account transactions, including billing,
payment, and tracking of depts. and penalties.
WS Adiustment Register and Supporting documeniatian for water and sewer adjustments to customer accounts. These
D41 . ! g a FY+10yrs reports are the supporting back-up for journal entries made to the General Ledgsr, Binder AC X DD
Billing Total : . - .
containg adjustments and total pages of the billing registers.
D42 WS Customer Account History {L\CT(unhI customer account; Somputer S)tsiem - ASII’Uttilty System. This s the Clty 5 water and sewer software system AC X DD
is closed) that has a history on utility customer account information.
|D4.3 WS Work Orders-Customer J‘ACT(untsi customer account!Work orders far qurstomer accounts are microfiimed. The blip numbers are recorded in the AC Db Hard copies kept untl after audit
Accounts is closed) W/S Computer Biling System to locate work order.
Supporting back-up and print-outs of custamer billing on aceounts, All bitting reports are
los.a WS Billing Registers and Other EY+Tyrs stored together. This includes ACH billings and finals, bills by zip cade, Avon/Gibsen, AC X oD
: Bilting Reports ¥ Clinton/Oakland, and the following before and after reports: debt balances, account status,
arrears register, billing registers, final bills, flat rate sewer customers, and specia bills.
ID4.5 WS Paymeni Registers FY+7yrs Daily payment registers of water and sewer accounts paid. Suppeorting back up for GL. AC oD
D45 WIS Penalty List FY+7yrs Calculated penalty reports that are added to the water and sewer accountis. Supparting AC oD
back-up for GL.
ID4.7 \";V;:o?tem Service Balance FY+7yrs Debi Histing by water and sewer. AC DD
|D4.B \évégigzrbt Service Amears FY+7yrs Listing of debt accounts in the arrears. AC DD
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WIS Trial Balance ) .
ID4.9 Reconciliation, Report FY+7yrs Retained in the manthly GL Journal Entry Falder. AC DD
IDS Employee Payroll Records | EVT(Termination)+3yrs Lzlci:fes employee pay rate, payroll, and related records that are filed with the employee's AC 0s
o [ve Emptoyee ime Fyvsyrs i loyee enrol e olae Prviossyoust e snoetemrtn e onme e | % | 00
Sheets/Time Card y Joar ployse pay : years s ¥ smpioy
b7 Employee Benefits and Payroll Records Recgrds that document the benefits p}ans, enroi!rnent, pgyroll deductions, and various
required reports and forms documenting payrol information.
BEN Emgloyee/Employer Documentation for the yearly activity of the pension plan. This includes disbursements,
IDT"‘ Fension Plan SUP+1yr qualified domestic orders, and contricutions. AC X D8
ACT(untl retiree or
BEN Employae Enrcliment! beneficiary dies or former o o .
D7.2 Beneficiary Form (Pension) employee becomes Active account enroliment and beneficiary forms. AC DS
ineligible)
ACT(unt# retiree or
BEN Employee Deferrad beneficiary dies or former .
Compensation Plan (457) employee becomes Active 457 enrollment farms. AC X Ds
ineligible)
ACT{unti retiree or
lor s BEN Refiree Health Savings  |beneficiary dies or farmer Active RHS enrollment farms. AC X bs
Flan employee becomes
ineligible)
BEN Bensfits Premiums and Documentation and supporting back-up for Gity-provided benefit premium payments,
7.5 Fayrall Deductions to Vendors Frazyrs reconciliation, allocation, and payral! deductions. AC X DS
BEN-Employees not covered
D7.6 by Sccial Security (paid cncall |EVT(death)+6yrs Farms signed by paid on-call firefighters stating no social security is being deducted/paid. AC X DS Part of Employee Foider
firefighters}
57.7 PAY Departrental Time Entry CR+5yrs Reports pnntgd by departm?nts with e.mplnyee and tlm_e entered and approved by the AC oS
Report department dirsctor (or applicable designee). Stored with D5.15.
D7.8 PAY GL Payroll Journal Report [FY+10yrs General Ledger Post Report from Payroli, Summary Repert, AC X DS
079 PAY Payroll Preliminary FY¥+7yrs Reports for each payrell processing. This includes dept. time entry (D5.13}, edits, ACH/bank AC DS
) Reports - Biweekly/Monthiy Y information, deduction register, taxes {federal and state).
D7 10 FAY Payroll Finat Reports - FY+1Dyrs Biweekly Payroll Register (final biwaekly report earnings - withholdings/deductions = net AC DS
: Biweekly/Monthly 4 pay), Check Register/ACH Register, and Summary Payrolt Register.
PAY Michigan Employment . . L
7.1 |Security Commission (MESG) |FY+7yrs Reporting requirement to the Sl.aie of Michigan of employee wages and payment per AC DS
: unemployment facter, Stored with D3.16.
Reporting
. . . Reports generated from database
fD7.12 PYAY rli‘)etatlecl Earnings History FY+EQyrs Report of employee earnings by year. Biweekly earnings, withholdings, and deductions, AC DS and generally not stored or saved in
(Yearly) digital or hard capy form
PAY City's Federal and State Quajedy and annuz} rn.andazory Feder.al (IRS) and State (Michigan) Withholding Reporting
10713 [Tax Reporing Forms and FY-+10yre Regquirements. Supporting documentaticn and forms prepared per federal and state AC DS
: D S:taltign v mandates. This includes federal, social security, Medicare, and state tax withholdings {state
ocum o annuai report) and MESC (Mich. Employment Security Comm.) eamnings.
D7.14 PAY Yt'aar End Pretiminary FY+7yrs Varicus reperts in greparation and reconciliation of employees' W-2s. This includes federal AC Ds
I Reporting-Payroll and state taxes.
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D7.15 PAY Year End Final Reporting 4 FY+1Cyrs W-2 copies, W-3 Transmittal, W-2 Summary and Confirmations, AC DS
W-2s - Payralt
0718 PAY_ Worker's Compensation EY+7yrs Supperting docurmentation of wages by warkers compensation code and the MML Audit AC oS
Audit Report Form.
ko717 PAY Check_ and Direct Deposit FY+7yrs Listing of payroll checks and/or direct deposit. This report is by date, employee, and amount AC DS
(ACH) Register of check,
D7.18 PAY Misc. Payroll Reports (by FY+7yrs Vanpu‘s misc. reports. This inctudes out-of-class pay repert, new hire, Bureau of Labor AC DS
year) Statistics, unemployment payments.
Quartery summary of the City's pension account and transactions. Includes information on
D7.19  |Quarterly Pension Report FY+7yrs market review, pension assst allocatien, fund/manager performance and activity, legal Fl Ds
administration.
IDS Equipment and Fixed Asset Financial Records
Supparting documentation of financial information regarding Gity-owned fixed assets, Prior to imolementing GASB 34
FA Equipment/Asset/Capital | ACT(untit including minimal documentation of infrastructure recorded after 12/31/2002. Monthly folders “3"31"20‘92) na f'X:d assel i
jo8.1 QOutlay Yeardy Transaction disposal/retinquishment of |are created to siore copies of supporting documentation. Copies include: Bajance Sheet AC X DD '{:J:;;i?giiifﬁgy%‘:;ﬁ ";i;ame‘
Records asset}+2yrs (FiA accounts only), Revenue and Expenditures vs. Budget Reports, Invoice/Vouchers and 12,.31','200& mim‘mz;! suppo-mng
Checks, Ferms, Wark Papers. documentation).
PA Fixed Asset Forms . AC.T(U',.'"[ disposalf Forms documenting actions of Ciy-owned fixed asset or plece of equiprﬁent (prior to
[Pe# |(Transfer, Storage, Retied, | relinquishment of 12/31/2002 not including certain infrastruciure), Retained with D41 AC bb
Addition, Disposal Forms) asset)+2yrs 2 ' T
D83 FA Mige. Reports Fy+3yrs A record of accepted standards‘and practices that the City employ§ to show depreciation of AC oo
value (usually on an annual basis) for fixed assets owned by the City.
IDB.4 FA GL Post Reports FY+ayrs yarlous fixed asset r‘epoﬁs generaie.;d Aanri posted monthly to the general ledger. This AC 0o
includes fransfers, dispesal, depraciation,
Financial Accountin Database used to enter and track information an accounts receivable and accounts payable
| [aL:] Datab. 4 FY+7yrs that supports City accounting reguirements. Database supports creation of standard reports] AC DS
atabase cited in specific recard series,
. - - .
D10 Payroll Database FY+7yrs Daiaba§e used o capture and maqaged Inf.ormahon on employee time and pay to AC ns
supporting reporting on compensation and issuance of paychecks.
l - Database that captures information on water/sewer utility connections and utility usage AC,
o1 Utility Customer Database FY+7yrs supporting utility customer managament and billing. oPs oo
Clerk’s Cffice—Cemstery
All records associated with establishment and care of plats at the City's Cemetery, This
D12 ;nnuaj and Perpetual Care PERM includes such materials as sales records, checks and receipts, and records that document Ci
ecor allacation of funds for operating vs. perpetual care accounts.
|D13 Burial Records PERM Includes reporis and other records that document burials in the City's Cemetery. cL
ID14 UNUSED AT THIS TIME
Deeds, Easements, and ACT{until property no Legat records that define land awnership and land rights asscciated with the City's P PTUPETly SO T DWnerstifi 1
D16 - cL NC {ransfarred, records are transtferrad i
Ownership Records longer owned) Cemetery. includes deeds, official plats, easement recards, etc. oW Cwrer
D16 Dlslﬂ%aﬂnenthe-internment PERM Records that document requests and approvals for disinterment and re-buriat in the City's cL NG
Permits cemstery.
D17 Headstone Foundation PERM Forms_ completed b).' fun‘er.al homes requesting a headstone installation that includes size. cL NG
Requests material color, and inscription.
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LD'!B g;::t:dF;ecordsIPlot Sates PERM Records that dacument information about cemetery plots and sales of plots, Cl NC
ID19 Interment Orders PERM Legal arders that call for burial, cL NC
Drawings that geographically document cemetery boundaries, gesgraphic features,
kzo Maps, Pians, and Blueprints |PERM infrastructure, topography, and layout of sections and plots. cL NC
o2t JuNuUsED AT THIS TiME
[Clerk’s Office—Council
|Dzz City Councli Meeting Materials
Jozz | counc st agentes [ Thi mekies maeang sgena, imapie oot o e sopany s o e oty Sourci |1
. Synopsis, Minutes, angd Notices : 9 ad « Synap s 2 ' ’ P
netices.
Al agenda-related documents that are placed before the Gity Council fer action or
. ' " consideration, Includes agenda summary sheets, proposed resclutions, and supporting
City Council Meeting . ) . : - !
jD0z22.2 X : . PERM material (e.g., minutes from past meetings, contracts, project materials, site plans, CL X
Supparting Meeting Materials § s .
agreements, permit, easements, legal case papers, recommendations fram Committees,
Boards, Commissions, etc).
. . . Written records documenting proceedings at closed session meetings af the City Council
D223 glat:s?:num:lﬂ::ﬁﬁg Clesed CR+1yr and 1day prepared by the Clerk or designee that are not available fo the public and disciosed only if CL X DS
required by a civil action filed under Section 10, 11, or 13 of the Open Meetings Act,
ID_23 City Councit Communication Committees
I Councn-l Commumcatscn. Written records documenting proceedings and transactions at meetings of the City Counci
D22.1  |Commitiee Agendas, Minuies, |PERM . o ; . . ! CL X
i Created Committees. This includes meeting agenda, full minutes, and special notices,
and Notices
. _ All agenda-related documents that are placed before City Council Greated Committees for
Council Communication discussion. recommendation, and action. Includes staff reparis, proposed resolutions and
o222 [Committes Supparting Meeting |PERM fan. racer m. ' 5 ports, prop ans, oL | X
. supporting material (e.g.. minutes from past meetings, agreaments, repcris, permits,
Materiais . ) .
referrals from Committees and City Council, ete.).
|oz4 Committees formed by Council
ID24 1 Council Committee Agandas, PERM Written records documenting proceedings and transactions at meetings of the City Council oL X
) Minutes, and Notices Created Committees. This includes meeting agenda, full minutes, and special notices.
Ali agenda-related documents that are placed before City Gouncil Created Commitiees for
Council Committee Supporting discussion, recommendalion, and action Includes staff reports, propesed resolutions, and
Joz4.2 . ; PERM . . . ; . oL | X
Meeting Materials supporting material {e.g.. minutes from past meetings, agreements, reports, permit, referrals|
from Committees and City Council, ste.).
L P U UATOS  OX NMESTONS, AT oI ee
jpz25 REnctine Matariale
I Independent Board/ Written records documenting proceedings and transactions at meetings of the Independent Originals kept in respective
[125.1 |Commission Agendas, PERM Boards, Commissions, and Committees, This includes meeting agenda, summary reports, DEP X Departments, except minutes are
Synopsis, Minutes, and Notices full minutes, and special nolices. stored in Clark's Office,
Al agenda-related documents that are placed before independent Boards, Commissions,
Independent and Committees for discussion, recommendation, and action. Includes staff reports Originals kept in respectiva
§025.2 |Board/Commission Supperting PERM . e ) CE ; reparis. DEP | X 4 i ey
Meeting Materials proposed resolutions, and supporting material (e.g., minutes from past meetings, Departiments
=eting agreements, reports, permit, referrals frem Commitiees and City Council, efc.).
. . . . . . City Council, City Council
t DS or o }
D26 Council Audio Recordings CRyr+1day éudm t‘TTS{;r oih_eﬂr media dsuusd rec;rdl:g of r:guéar anr:i s!:emal rz‘!;‘eeC ngs oé the City oL S Communication Cormmitteas & Gty
ouncd, ity Lommiltees, and Independent Boards, Commissions, and Committees. Hi Council Created Boards are in Clorkd
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depariments. Disposal ac{ion may
iD27 Council Video Recordings CR+1yr+1day \é:}f:c:fpes or other video media recording of regular and special meetings of the City cL Dfﬂor :;:I;.s;e ;::ggdc;f:::ﬁ:lgi::.f;red
for histarics! purposes
jo2s Pollcies
|D28.1 Council Palicies SUP Formal pelicies that are prepared and adopted by the City Council inciude Rules of CL X Hi
Procedures.
By.laws and Operating . . . . . Includes CC Committess and
o it vsin s i o St oo 0 | o | X | M| e s
Commissions, and Committess g garding p o ’ o . Cemmissions
- - Includes CC cammittees &
IB29 Appointments by Council independents Boards & Commissiond
I . . |ACT(while individual is All records associated with appointment of Youth Representatives to serve on RHGYC. Thig
D28.1 | Arpointments to Youth Gouncil serving)+5yrs includes candidate materials and records abaut review ang appointment of individuals, CL DS
Non-Serving Candidate All records associated with residents interested in serving on City Council Cemmunication Each year, a purge is conductad by
D29.2 Information SUP+1yr Committees, Council Created Committees, and Independent Boards, Commissions, and CL DS sending letters to gaugs interest and
Committees, including candidate materials and correspondence. then old ones are disposed of,
Ip3o Legal and Attorney Actions for City Council
Written statements by City legal staff (internal or contracted) giving a legal interpretation or
" . . opinion about a particular issue or topic as initiated by the Mayor's Office. City Office, or City
|P30-1  Opinions - Non-confidential PERM Council. Note: Records assaciated with actual lega$ cases and litigation are covered under CL X
retention Secticn |.
Confidential written statements by City fegal staff {internal or contracted) giving a legal
. . interpretation ar opinion about a particular issue or iopic as initiated by the Mayor's Office,
1 B - . " . ) y —
D302 |Opinians - Confidential PERM City Office, or City Council. Note: Records associated with actual legal cases and litigation cL X
are covered under retention Section |.
All documents refating to the case generated by the City, parties involved, and the courts or
o303 |Litigation - Non-confidential PERM arbitration entity, Includes reccrds of claims and charges; response to claims; background oL X Generated by the City or against the
' 4 data and materials; testimany by parties involved; subpoenas; court orders, proceedings City
records; ruiings; related correspondence, etc.
All confidential documents relating to the case generated by the City, parties involved, and
e . . the courts or arbitration entity. Includes recerds of claims and charges; response to claims;
Jose4 | Litigation - Confidential PERM background data and materials; testimony by parties involved: subpoenas; court orders, cL X
proceedings records; rulings; related correspondence, etc.
Main database that captures infermation on City Council Meetings and actions taken by the
loat Council Meeting and Action PERM Council. This database serves as a type of directory to City Council activities and farmaj CL ¥
Database documents which are stored in hard copy and electronic form (e.g., agendas, minutes) and
are referenced in separate record series,
JD32 UNUSED AT THIS TIME

Clerk's Office—Elections: Various retention periods are listed in 116 PA 1954 as amended; being Section 168.1 through 168,992 of the Michigan Compiled Laws. Consult
Elections concerning any of the retention pericds listed below,

that Act or contact the Secretary of State Bureau of

fpas

|Absentee Ballots and Voter Information

%
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Ervelopes containing valid ballots wil
- . - . y be cpenad and emptisd so the ballot
Absentee Ballots Envelopes  JACT({completion of Official return env.eiops use to transmit absentse. Envelt‘)pes. contairing valid ba?""."" ‘.M" be can be counted. Invalidirejected
10331 N opened and emptied so the baliot can be counted. Invalid/rejected ballots remain inside thei CL X DS L
(opened and uncpened} election)+2yrs I d | ’ tod. In {hi the ballot i ' ted ballats remain inside the envelope
envelope and the envelope may remain sealed. In this case, the bailot is not counte: and the envelope may remain sealec)
In this cass, the ballot is not counted
k] B
ACT(camgletion of the name of the voter, address where the ballot was mailed, date the application was
JD33.2 |Absentee Voler List election)j; s received, date the batfot was mailed, date the ballot was received, ete. This recerd includes| CL X [R5
¥ the absentee ballots information posting. This list reay be partof a poll book, Listis on
Ovadifieerd \nter Fils
Applications submitted by voters, wishing to receive an absentee ballot for an upcoming
o AC T(compfetion of election containing the voter's name, registered address, reasan why they need an
. b * . e
[P33-2 |Absentee Voter Appiications election)+2yrs abseniee ballot, where they want the ballot sent. and their signature for verification. These cL DS
records alse include “emergency” absentee ballot request.
| [kE: Baliots and Election Results
Official forms used at precinct that is compieted and signed by the voter which contains
i . election date, precinct, voter's printed name and signature, address, and date of birth that
JD34.4 :ff;;cagﬁ; o Vote {completed ggzt{igz;‘-ﬂert:n of are verified by the election inspector prior to  ballot being issued to the voter fo confirm thal  GL Do
P ¥ the voter has a valid registration in the jurisdiction and they are used to verify the identity of
the veter.
Affidavit of Voter Unable {o ACT{completion of This form is signed by voters who do not possess phato identification when attending the
fD34.2 - : CcL Do
Meet Photo iD Requirements  |election)+2yrs pells
These recards document votes in slections for state and focal offices, same schoo district ACT = until 30 days affer the canvass
elections, and special elections in which candidates for federal offices did not appear on the of the election is completed, until a
Baflots (Stats and Local ACT+30days (ses ACT baffot (including preof baliots, sample bakots, uncounted ballots, unused ballots, counfed recaunt is completed, until a court
j034.3 Offices) definition in Commants) absentee ballots, provisionat ballots, challenged ballots, spoiled ballots and batiots rejected | CL X DS arder or a Secretary of State order to
for exposure). They include voting devicesitabulators, ballot cantainers cantaining optical suspend destrucjion is lifted, or until
scan ballots, programs, edit listing. NOTE: this series also applies to unused baliots for an investigation into defective ballots
federal, state, and local offices. or vating equipment is completed.
These records document votes in elections where the office of U.S. President, U.S. Senate,
. or Representative in Congress appears on the ballot (including proof ballots, sample ballots,
Ag'l‘t(‘unt!! canvass of the uncaunted ballots, unused ballots, counted absentee ballots, provisional ballets, challenged
erction s . . N .
. ballots, spoiled batfots and ballots rejected for exposure). They include optical scan ballots
|o344  [Ballots (Federal offices) completed) +22manths and the programs used to tabulate them, and Federal Write-In Absentee Ballots. Optical Gt X DS
scan ballots shall be stored in sealed ballat bags in a secure place during this retention
period, after the retention requirements under Michigan law have been mat see (305 and
311).
|P34.5 |Eiection Inspector Certificates [CR+2yrs Bocumentation of Election Inspectors who attend Election Training CL DD
These records {alsc known as the “canvass of votes”) are the An official repert listing all
. . candidates, write«ins, proposals, or questions on the ballot indicating the finat number of
|P346 [City Election Results PERM votes cast per precinct and the number of voltes given tc each at an election as determined CL X
by the Board of Canvassers.
City Board of Canvassers Oficial minutes taken by the City Clerk at the City Beard of Canvassers meeting held within
D34.7 M'f:m;ar ortan PERM 14 days of an election to certify the results which are then forwarded an to the County Board CL X
of Canvassers.
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‘Record Series ID

Record Series Name

Retention Perlod (1)
(see accompanying
expianation of codes)

Retention Serles Description

Official Custodian (2}

Vital Record (3)

JDisposition Action {4)

qRevis ion Date

Comments

ID35

Election Commission and Nominations

|D35.1

Election Commission Minutes

PERM

Written records documenting proceedings at meetings of the Election Commission.

o
o

J036.2

Election Nofices (printer's bilis)

ACT(until canvass of the
etection of completed)+2yrs

Published nctice of election in local newspaper to notify the public of the ciose of
registration to vote, of upcoming elections and of public accuracy tests of voting equipment,
These records include a copy of the notice, the affidavit of publication and the invoices
received from the newspaper indicating what was published and the dates.

CL

035.3

Electronic Vioting Devices

ACT+30 days (see ACT
cefinition in Comments)

Includes any documentation for state and local offices, some school district elections, and
speciat elections. They include electronic voting devices, ballot containers, and optical scan
ballats, program, test decks, accuracy test results, the original edit listing, and any other
related material. NOTE: ¥ the electronic voting equipment is needed for an upcoming
election, the original seal of record may be broken to permit the transfer of these records to
sealed ballot bags for the remainder of their retention period,

CL

DD

ACT = unil 30 days after the canvass]
of the election is compisted, untit a
recount is completed, untit a court
order or & Secretary of State order to
suspend destruction is lifted, or untit
an investigation into defactive ballots
or voting equipment is completed.

D35.4

Nominating Petition Record

ACT {until the petitions (see
D31.4) are disposed
afy+2yrs

This record fists which candidates submitied nominating petitions for each election cycle
and contains the office, candidate filing date, determination date, number of signatures

required and filed, date the petitions were returned or destroyed, and the date of the
election.

CL

oD

{0355

Nominating and Qualifying
Petitions

ACT{compietion of alection)

A dacument signed by qualified veters of the City nominating a candidate for a particular
City office to be voted for at a specific election. These petitions contain signatures of
registered voters living within the office’s jurisdiction stating that they want to have the
candidate's name placed on the ballot. All signatures are to be signed in the presence of
the circulatar. If sufficient valid signatures are collected, the candidate's name is placed on
the ballol. NOTE: These records may be retumed to the candidate or destroyed as
requested by candidate at the end of their retention period.

CL

DD or
NC

Returrad to candidate or destroyad
ag requested by candidate

ID35.6

Affidavit of |dentity

ACT(completion of
election)+2yrs

An identfication document signed by a candidate for office whose signature has been
notarized, This document is filed with nominating petitions.

CcL

9]D)

Only City aelections

ID35.7

Candidate Listing

ACT(complefion of
election}+2yrs

This register is used to log when a candidate fills an Affidavit of Identity.

CL

bo

Jo3s5.8

Poll Book Statement of Voles

ACT(completion of
election)+2yrs

Written record of voter's name, voter number, and ballots issued for a specific election.
Includes statement records and tally sheets. This record alse includes any remarks made by
the chairpersen, tally of write-in vates, challengers, and ballot summary,

CL

Do

ID35.9

Tally Sheets/Books

ACT(completion of
election)+2yrs

These documents are used to calculate the n umber of write-in votes, These sheets may
be part of the po#t book.

CL

Do

Io3s

Voter Registration

IDSE.1

Voter Regisiration Master
Cards

ACT{until cancelled)+1Gyrs

Card which identifies who is registered to vete in elections which include: voter's name,
address, regisiration date, date of birth, address changes, precinct, and petitions signed.
The signatures on the cards are used to verify the identify of the voter,

CL

[RE)

Cancellation File separate

Joa6.2

Voter ldentfication
Carde—returned non-
deliverabie

ACT(untl voter's
registration cancelied)

Voter identification card sent fo voter indicating voter's name, address, precinct. and voting
locaticn which are returned to the Post Office as undeliverable

CcL

0s

IDSS.S

Voter Registration Applications

ACT(untl a master card is
generated)

Applications to become a regisiered voter are received in a variety of ways, The

information from the application is entered into QVF and a master card is generated.

CL

bs
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_— Voter Registration/absent voter baliot appiications are produced and distrisuted by the
j036 t ¥ .
4 |Fedaral Post Card Applications CResyrs federal government to permit eligivie individuals o vote while outside the country. cL bo
ACT(while the person is -~ . . ; . !
JU36.5 |Election Inspecter Appications jeligible for appointment as These apgfications are SUb.mlnEd oy ‘peppie who 'are_lnterested n senving as election CL DD
. inspectors. The focal election commissions appoint inspecters,
an inspecior)
losss  [Esection inspsctor Training SUP Re‘curds c!eve_loped by the Bureau of Elections, the County Clerk, and the local Clerk to oL oo
irain election inspeciors.
This affidavit is signed by election officials who serve an Absent Voter Counting Boards, as
. " slection inspectars, efc who affirm that they wif lawfully fuifilt the duties ta which they have
i i
0367 g;:;;%;;!:mﬂ By gg;(iz:;:zle::" of been appointed. These oaths may be part of the poll book, Note: Poll watchers whe CL DD
¥ observe the action of the absent voler counting board must also take and sign an oath of
secracy.
D36.8 {Precinct Maps SUP These maps define the boundaries of precincts within a jurisdiction, CL [0]8)
Preliminary Accuracy Testing | AGT{completion of These_ r_eccrd§ document tests of VDfI!TIg equ:p.rneni prior to the eleci!on whaf:h include data
036.9 (Federal Offices) election)+2yrs containing voting formudas for the lection that is used to test the equipment’s accuracy, CcL DD
t AuioMARK testing, test ballots, test decks, documents and certificatian, edit listings, etc,
Preliminary Accuracy Testing |ACT(untl the election is Thes§ r.eccrdg document tests of VO‘I!'.IQ equlp.ment pricr to the elect!on whif:h include data
D36.10 (Federal Offices) held)+30days conlaining voting formutas for the lection that is used to test the equipment’s accuracy, CL GD
Y AutoMARK testing, test ballots, test decks, documents and certdicatian, edit listings, etc,
’ Petitions submitted by greups or individuals requesting to place a question on a local bailot.
[D36.11 [Proposal Petitions ACT(.UM?I canvass of the These petitions contain signatures of registered voters lving within the jurisdiction stating CL D
election is completed)+2yrs
that they want to have the progosal placed on the batiot,
D36.12 |QVF Precinct List ACF(untl the slection is Lxsts‘genelrated ffon_-n t{telQualafled Voter File to identify who is registered to vote at each cL 6D
held)+ 2yrs precinct with the jurisdiction,
1035.13 Vqter Registration Cards— CR+2yrs C?erk.s will vm.d alreg.tstrailcm apphcet:qn ef'the application’s deficiency cannat be resolved. cL bs
Voided A notice of rejection is sent to the application.
Vater Registration Cards- ACT(until the officiai voter |Written notice signed by the voter that he/she has changed his/her addresses. These
1D38.14 gistra registration record is records include Election Day Change of Address Notices and Address Confirmation ClL. (3]0]
Change of Address .
updated) Notices,
Records that document the acquisition and maintenance aof voting equipment including
D38.15 |Veler Equipment Acquisition  |ACT{ife of equipment)+Byrs|contracts, HAVA granis, maintenance agreements, serial numbers, resolution, CL oD
correspendences, etc,
IDS? UNUSED AT THIS TIME
[Clerk-Miscelianeous
Inaa Official Land Records Maintained by Clerk
Official copies of easements and leases granted by the Gity. Includes drawings and
JD28.1 |Easements and Leases PERM associated fegal description records defining the location and boundary of easements for CL X
utility fines, use of right-of-way, or for the lease of City [znd ar facilities,
D382 Real Estate Files {City-owned PERM Any official decuments, including deeds, surveys, maps, property sales records, efc., about oL X
L ) property) land 2nd buildings owned by the City,
|D38.3 Final Plats/Mylars PERM Finat plats showing approved land subdivision after recordation by the County. cL X
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Freedom of Information Act Cfficial records associated with FOIA requests and responses, Includes decumentation of
D39 {FOIA) Request and CR+1yr the request and response {including denial) by the City and any related correspondence or CL X [B]8]
Response Records administrative materials.
Insurance Policies (City ACT{at policy - T . .
D4l o .
l ] Property/Flests) expiration}+7yrs Insurance policies that cover liability and damage on Gity-cwned vehicles cL X CD
|D4‘E Agreements and Contracts | PERM S:r;l.'l';asl copies of formal agreements and contracts that the Gity enters into with outside oL X
Records related to request of the City to recognize non-profit organizations that apply 1o the
sz Non-Profit Charitable PERM Michigan Lotiery Charitable Gaming Division for a Charitable Gaming license for oL
Gaming Qualifications fundraising, These recards may include correspondence, 501©3 documentations, bylaws
and articles of incorporation.
Records that establisk regulaiory control of vehicular iraffic within the City of Rochester Hillg|
loas Traffic Control Orders PERM city !t!'r.nls, Regulatory _cunirol co_uld be (q Lr.\e form. of estabilsﬁmg speed Itf‘nlts stop and yield oL
conditions ai intersections, parking restrictions, signal operations, regulating traffic for
special evenls, or other regulatory control
. Includes records associated with the apptication and approval of special permits and
IL P M I
[P+ Special Licenses and Permits Managed by Clerk licanses that are the main responsibility of the Clark's Office,
Alcoholic Baverages ACT(while the business includes apgtications for licenses, and issued licenses, related information and
§D44.1  |Applications, Licenses, owns the license—including |correspondence about alcoholic beverage licenses. Afsc includes inspection records CL [B]E)
inspections escrow periodj+10yrs associated with alcoholic beverage licenses.
Io4a.z Solicitur License Applications CR*1yr Includes, applications for solicitor ficenses, issued licenses, related information, and cL DD
and Records correspondence,
“No Trespassing” Sign A : : . L . ,
lo443  |Registation Applications and {GR+1yr !ncludes.apphca’tions for No Trespassing sign registration, issued permits and signs, refated oL oo
information, and corresgondence.
Records
D444 Fireworks Permits Applications CR1yr Includes applications for Fireworks permits, issued permits, related information, and cL DD
and Records cotrespondence,
ID44.5 Mechan!cal Device Licenses CR+1yr Includes applications for Mechanical Device licenses, issued licenses, related infarmation, oL DD
Applications and Records and correspandence.
Da4 6 Dance Hall Permit Apgiications GR+1yr Includes applications for Dance Hall permits, issued permits, refated informaticn, and cL DD
and Records correspendence.
Maonthly statistics of Vital Stats filed, applications received, certified copies issued, and
D45 Annual ReportiMessage CR+dyrs revenue colieclively created year-end report. cL -
§046 Birth and Death Records
lD46.1 Death Records PERM Death certfficates and refated records filad with and maintained by the Clerk's Office. CL
’Ddﬁ.z Birth Records PERM Birth certificates and related records filed with and maintained by the Clerk’s Office. cL
lD47 Passport Records CR+1yr Records asscciated with applications and issuanca of passports for City residents. CL (n]]
The City charter establishes the powers and duties of all City officials, prescribes
D48 City Charter FERM procedures 1o be followed in operating the government, establishes safeguards to protact CL
against misuse of authority, and provides cpportunities for citizen involvement.
D4% Oath of Office Taken by PERM Documentation of administration of Qath of Office, cL X
Elected Officials
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IDSO Ordinances and Index PERM Laws of the City of Rochester Hills, adopted by the Rochester Hills City Council, CcL X
ID51 UNUSED AT THIS TIME
|osz  Junusep AT THIS TIME
Legal Files (officiat files in These files document any fitigation to which the City is a parly, which may include decisions
D53 h PERM L : GL X
vault or archive storage) correspendence, data exhibits, research materials, reports, etc
IES4 Code Books PERM City Qrdinance Book-cfficial record of City ordinances, CL X Ona copy kept permanantly
. . These files include insurance polices that provide coverage for property and casualty,
D58 City Insurance Policies EXP+Byrs workers compensation, errors and emission, fleet, generat liability, umbrella, stc. Ci. X Do
IDES Records of Mallings CR+1yr Records and logs of monthly postage use reports of cutgoing mail postal service. CcL DD
IE. PUBLIC SERVICES DEPARTMENT (DPS){includes Engineering and Garage)
I Formal DPS Meeting and Includes meeting materials for boards, commissians, or other groups for which the DPS is | DPS, . . .
3
E1 Hearing Records PERM the primary City suppor¥participant. CL Mintes in Clerk's ffice
Includes agenda and supperting material, mesting notifications, minites, synopses, meeting
reports, correspondence related to the mesting, and other materials associated with nan-
1E1.1 Non-Council Meeting Materials [PERM Council created meetings for which DPS is the lead City agency. Mainly applies to Oakland | DPS
County Drain Commission, and format meetings ar hearings related to a CIP or private
development project under review.
Advisary Trﬁfﬂc and Safety Written records documenting proceedings and transactions at meetings of the Advisory
JE1.3 Board Meeting Agendas, PERM .l . . ' ’
- - Traffic and Safety Board, This includes meeting agenda, full minutes, and special notices.
Minutes, and Notices
Advisory Traffic and Safety All agenda:-relaied dccumentg that are pl_aced before the Advisory Traffic and Safety- Board
: ) for discussion, recommendstion, and action. includes staff reports, proposed resclutions,
E1.2 Board Meeting Supporting PERM ) ) ; : .
. and supporiing material (e.g., minutes from past meetings, agreements, reports, permits,
Materials . . :
referrals from Committees and City Council, etc.).
e GIP Design or Construction Praject Design and Includes ail records that relate to the planning. design, approval, contractor selection, and
Management information execution of work for Capital Improvement Projects for which DPS is primarily responsible.
Preliminary CIP Project Preliminary Investigations, planning, cost estimation, budgei projections, and cther material
JE2.1 Investigations, Plans, and Cost {ACT(end of project)+7yrs  |prepared to support budget approval or as a steg carried out prior to and in support of bPS DD
Projections detailed design and contractor selection,
E2.2 Budget and Project Approval ACT(end of praject)+7yrs %nformatmn_that documents farmal appraval of CIP budget and approvals o proceed with & DPS oD
Records specific project.
. _ . o . . a/RE icit
IE2.3 CiP Plans and Specifications ACT(end of project)+7yrs CIP project specifications prepared by DPS to be included in RFB/RFF release to solici oPS oo
Developed by DPS responsas from contractors.
Contract Change arders: Records that document DPS oversight, review, and approvat of work on a CIP project.
Cantractor Work Monitoring, A?,‘I:Il'(life of stru?:ture) ' Includes notes, formal reporis, correspondence, field inspection information, marked-up
JE2.4 Inspection, and Acceptance . drawings, and other information about the project execution and review by DPS. Alsa bPS DD Engineering microfims all
Cther records: ACT {end of | A R .
Records . includes records on any formaf changes to project specifications, cost, or the exercise of
project)+5yrs .
cantract terms relating to contractor performance.
£2.5 Cﬂ.: Consi_rucuon Plans and As1ACT(life or removal of Final approved drawings and specifications for the CIP project. DPS DD
I built Drawings structure)
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lea Deeds/Surveys/ Property PERM Official records, maps, and plans documenting property boundaries, ownership, and land cL X Clari’s Dffice is official custodian but
Information rights associated with projects for which DPS has primary responsibility. DPS keeps copies
Legal documents that define boundaries or areas covering all or parts of land parcels that Clark's Office is oficial custogian bul
JE4 Easements PERM describe and convey certain rights for use of the land o & specific party. DPS has primary CL X D:g :ee ;c;'si:s el Custagian bu
interest in easements that grant righs for utilities, road, and drainage improvements, ps op
l=s Equipment and Englneering Manuals, Guidelines, Formal documents that describe accepted engineering and project perfarmance standards
Standards and precedures for engineering design, construction, and infrastructure operation.
Construction/Engineering . . . . .
. . Any documents that describe requirements or procedures for engineering design,
FE5.1 Design and Construction SUP+6yrs preparation of drawings and project specifications, and submital of materials for review by | DPS bD
: Requirements, Standards, OPS !
Specifications :
EquipmentVehicle Operations N . Manuals or specifications defining practices for optimal set-up, operation, service,
| and Maintenance Manuals ACTi{Life of equipment) troubleshooting, and preventative maintenance for equipment and vehicles used by DPS, D& oD
- . Standard mechanical or design drawings and accompanying specifications of commenly
{E53 Stanr!ard facxlﬁy Drawings or SUP+8yrs used or constructed facilities or devices (e.g., hydrant placement and connection). These DPS X bpD
Specifications : " y . : . ; N
are readily available materials that should be used in engineering design projects.
Construction and Land Development Praject Review All records a§sDC{ated with the_ sul‘:m|ﬂal.and rewe\_v of prc;:r.osel.i pm'rate develqpmeni
JE6 and Approval projects {resicential, commercial, industrial) for which DP5 is primarily respansible, includes
rP road, utility, drainage, and other types of construction projects.
£6.1 Plan.s. Drawings Submitted for ACT (until revised) initial englneermg pla.n dravwvns submitted for review by a developer for a residential or OPS Do
Review commercial construction project,
I Final Approved Plans and ACT(life or removal of Finat engineering plan drawings with revisions made as a response to review by DPS (and
E6.2 ) ) . . . ! - : DPs | X Do
Crawings structure) ather designated parties) for a residential or commercial construction project.
For projects sot approved: . - : . )
Project Specifications and EVT(project rejection)+2yrs: Any qgma!ed descriptions, reports, .data, results of t.estlng, ar othgr engineering
JE6.3 : . i « 1specifications for the proposed project. These detailed specifications would accompany DPS D
Details Projects approved: ACT{life : . "
sngineering drawings.
of removat of structure)
Coun.ty Orain ijgd Plans, ACT(life or removal of Plans and specifications for drainage projects carried out under the auspices of the Oakland
JE6.4 Drawings, and Project ; - DRS DD
L structure) County Drain Commission.
Specifications
Private Development Project  |ACT{life or removal of Any notes, reparts, correspondencg, marked-up plans, etcf., that document the rev;ew and
ES.5 ) appreval process for a proposed private development praject. Inciudes records relating to CPS DD
Review and Approval Records |structure) . . .
preconstruction planping and meetings,
|E7 Construction Project Inspection and Approval
Records associated with the tegular inspsction process for private construction projects.
Construction Project Inspection /ACT(life or removal of lnclud.es u"lspectu_:n scheduhﬁg ny orr"natson on logs, flt?|d. no?es. sketches, or photegraphs
{E7 1 and Approval Records structure) compiled inspection reports, inspection records describing actions taken. and DPS DD
PP communications with the developer or contractor. Also includes formal documents granting
termpaorary or final acceptance of werk,
As-bgllt D.rawmgs . ACT(life or removat of Engineering drawings cemplated after canstruction that capture actual construction
E7.2  }{Residential/Commercial . e . DPs | X DD
projects) structure) information {including any changes that occurred after the final plan approvai).
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Records associated with the installation and service of water meters, setting up utility
lee Water/Sewer Customer and Water Meter Records customer accountsnhandhr}g customer service questions, and meter_readmg. Cus}ome_r
accounts are associated with a physical site (based on address location) an remain active
through any ownership transfers, unfil the service connection is removed.
E8.1 Application for Water Service ACT‘(untll termination of Applacatlon§ 1o the City b?r a property owner or developer to begin receiving water and DPS DD
service to property)+1yr 1sewer service from the City.
Customer Complaints and . Cemplainis from customers relating to utility service, billing, water quality, efc., and records
I . . T : .
E8.2 Quesiions ACT(urtl setiement)+Syrs documenting the City's respense. OPS Do
IEB.a ConnectDiscannect Grders ACT(IafeA of Reguests for utility connect and disconnect and docurments that order and eonfirm such OPS oD
connection)+2yrs actions by DPS.
. . Any physical asset recards that document the location, work order fracking information,
JEB.4 Meter.lnstallailon‘ Locatien, ACT(lfe of meteri+2yrs instatlation, maintenance, or removal of meters. Includes records that document meten DPS kD
and History . A
testing activities and the results of the tests.
. Data or records that document the reading of meters—results of manual or electronic DPFS,
IEB‘S Meter Reading Data Fexyr reading of meters in the field that is used as a basis for customer hilling. AC oD
IEB Miss Dig Requests and CR#+1yr Records of reql_za_a;is aqd actions by t_he City for the Miss Dig program (1o iocate oPS DD
Response Records underground utitities pricr 1o excavation),
Records relating to the submittal, review, and approval of permits for which DPS has
primary responsibfity. This inciudes submitted permits and related material or attachments;
JE10 Infrastructure Permits and Related Records records of fees paid; reports, nefes, and tracking information concerning permit review;
internal or extemal correspondence concerning the permits, and records relating to permit
approval.
Records relating to the submittal, review, and approval of permits issuad by the State Dept.
ko Environmental Permits Issued PERM of Environmental Quality (DEQ) or the Department of Natural Resources (DNR) that are DPS oo
’ by State required for tand development in the City. Includes permits isswed under the NPDES,
SWIPPi programs, and permits for approval of water and sewer construction,
. ) : Records relating to the submittal, review, and approval of permits giving approvai for land
JE10.2 ExcqvahonfGr"admngml CR+20yrs grading and excavation. Includes Scil Erosion Permits isswed by the Oakland County Drain | DPS Do
Erosion Permits L
Commission.
E103 |Right-oi-Way Permits AC'I_'(p.ermxt Records relating to the submittal, review, and approval of permits for use of the public right- DFS DO
expiration)+30yrs of-way.
- - o - - - . - -
IE1D.4 Land Improvement Permits AC'I"{pz.ermlt Records relating to the submittal, review, and approval of permits required by the City priar DPS Do
expiration)+30yrs to any land development work,
Water/Sewer Connection ACT{lifs of active Records relating to the submma!,‘ rew_ew‘ and a_pproval of permits tha_t allow a developer or
JE10.5 . . property awner to connect a service line to a City water or sewer main and to become a DFS X DD
Permits connectian)
water/sewer custamer,
ACT{life of active Records relating to the submittal, review, and approval of permits granted by the Oakland
JE10.6 |Drain Permits . County Drain Commission (OCDC) for use of drainage facilites or canstrustion of land DPS X Do
cannection) . N X . 0 X .
drainage impravements. The City works with QCDC in permit review.
E107 |Traffic Permite ACT(until end of eventy+1yr Records relatmglio the submittal, raview, and approval of permits that allow special trafiic OPS DD
control or re-routing (e.g., for a special event),
IE"’-E’ ;:rl?:"\:ay Designation and lise ACT(lfe of structure)e1yr Records relating 1o the submittal, review, and approval of permits that identify and allow OPS oo

development (with mitigation measures) inside designated floodways.
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Driveway Approach/Curh Cut Records refating to the submittal, review, and approval of permits granted to allow
+
JFros Permits CR+Gyrs installation of a driveway or cut of a curb to allow egress from a property to a Gity road. bes b
JE10.10 [Valve or Mydrant Use Permits |GR+Syrs Recc_)rdg relating to ?he submittal, review, and approval of permits granted in response to an DPS DD
appiication for special access or use of water valves or hydrants.
Records relating to the submittal, review, and approval of permits allowing development
JE10.11 |Wetland Use Permits PERM (with mitigation measures) in areas that could impact delineated wetlands. DPS handies DFS DD
these permits for residential land,
All records assoctated with temperary road closures or permanent road vacations. This
k1012 Road Vacailm.-n or Road CReSyrs |nc|.uries applications anc\.‘ reqyasts for closures or vacathns, records documenting the oPS Do
Closure Permits and Records review and approval, netifications, and other decumentation about road closures and
vacations.
le10.43 |other OPS Permis ExXP+Syrs Recn@s relating _to the subr.-rultal, review, a_nd appreval of p_grmlts, not covered by other Des DD
retention categories, for which DPS has primary respansibility.
Al recerds that contain information concerning condition, maintenance, cleaning, and
Water and Sanitary Sewer epairs of the City's water and sanitary sewer utility systems, This includes inventories that
e Inventory, Testing, and CR+20yrs identify status and condition, maintenance planning and scheduling records, work orders, pPs | X [8]3]
Maintenance Records field notes, and reports and logs decumenting work performed, Also includes equipment tes
and performance records {e.g., pump stations, sewer lift stations, hydranis).
All records that contain information concerning conditien, maintenance, cleaning, and
Road, Pathway, and repairs of the City's road, pathway, sidewalk, traffic control, and related transportation
JE12 Streetiight Inventory and CR+20yrs infrastrueture and facilities (e.g., signs). This includes inventories that identify status and DPS | X [B}3]
Maintenance Records condition, maintenance planning and scheduling records, work crders, field notes, and
reports and Jogs documenting work perfarmed.
Storm Sewer and Drainage All rgcords that .co'nta!n !nformanon.t‘:oncermng. condition, matnt.e.r!ance, f:!ta_anlng' and
repairs of the City's storm sewer utility and drinage control facilites. This includes
JE13 System inventory and CR+20yrs . ) S " : ) ; oPs | X pD
Malnt Record inventaries that identify status and condition, maintenance planning and scheduling records,
alntenance Records work arders, field notes, and reports and logs documenting wark performed.
$E14 Water/Wastewater Sampling Records OPS§
l SBlandard Water Sampling and Records that show the location of sample points, histary of the sampling activity, and results
E14.1  |Testing with Detroit Water and |CR+12yrs of lab testing of the samples that are conducted as part of the City's regular water sampling | DPS DD
Sewer Dept. program with the Detroit Water and Sewer Dept,
Records that show the location of samples, histary of the sampling activity, and resulis of
Project-related Sampling and lab testing for water sampling done in connection with specific projects, e.g., a) in
|42 Testing CR+10yrs coordination with a developer during a construction project, b) as part of an IDEP DPS Do
investigation or drainage study.
E14.3 |Water West Testing Records | GR+12yrs Rec_ords that documgn! testing of private or public wells for water quantity and sampling and DPS DD
lesting of water quality,
n - -
IE14.4 Treatment Plant Tests CR+12yrs Records of tests of water treatment equipment and processes and quatity of water or DES oD
wastewater at treatment plants.
Includes records of any special engineering project or study not associated with other DPS

Special infrastructure Studles and Investigations

records retention categories that is carried out by DPS (or its contractors) or in projects

carvied out by external organizations in which DPS participates.
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s ' Records that document work done by the City under the IDEP program ffo identify o
n
JE15.1 it Discharge Analysis and CR+20yrs ilegaliliicit cornections fo the storm sewers). includes project specifications, data callected {| DPS DD At least ang copy kept for historicet
Pregram (IDEP) Management . purposes
or generated, summary tables, reports, correspondence, ete,, related to the project,
. - . Engineering or research studies to examine the operation or capacity of the City's water or .
!
JE15.2 (Szzezlgltyugltluy;gsperatlons and CR+20yrs sewer system. Includes project specifications, data collected or generated, summary tables,| DPS Hi ASF?:;:”E “opy kept for higtorical
P reports, correspondence, etc., related 1o the project. pure
Engineering siudies to examine and provide the basis for action on runoff, drainage, and
. . . fiood controf probfems or as a step in the design of a drainage improvement project, At lsast one copy kept for histarical
B +
[E153 |Specia! Drainage Studies CR+20yrs Includes project specifications, data coltected or generated, summary tables, regorts, DPS Hi purpases
cofrespondence, etc., related to the project,
Traffic Volume, Transpartation Engineering or research studies to examing traffic flow and volums, leng-ranga
lE1s4  |Pianning and Trasic CR+20yrs transpartation planning, traffic enginesring, or related topics. Includes project sgecifications, DPs HI At least one copy kept for historical
. " . data collected or generated, summary tables, reports, comespandence, efc., related to the purposes
Engineering Studies project
Standard reports concerning the City's transpertation or utility infrastructure prepared by
JE16 Standard Reports Prepared or Filed by DPS DPS for an external entity (&.g., county or state agency) or prepared by an outside group as
maintained in DPS files.
JE16.1 .;;tgal Summary o Michigan CR+10yrs Annuai report on wafer quality and service DPS DD
CCR Water Quality Report to
£16.2 DEC CR+10yrs Potable water report to the State. Data collected by DWSD at meter connections. DPS uo
E16.3 |Lead and Copper Report CR+10yrs Report to State on replacement of lead water lines. OPS DD
E16.4 [SWPPI Report CR+10yrs Stormwater permit support activities report. OPs DD
§E16.5 [MS4 Report CR+10yrs Starmwater permit annual repert. OPS5 [B}8]
lE_18.6 MI DEQ Progress Reports CR+10yrs Progress reports on starmwater activities periodically/annually. DPS bD
;Eﬁ' Vehlcle Repair/Safety/Use Records
' EVT{until vehicle » . . , I
|E17.1 Safety Inspections disposition)+ 1y Official safety inspections and accemparnying certification documents. oPs bD
. . EVT(until vehicte All records of service, maintenance, and repair, including routine checks and maintenance
IE”‘Z Vehicle Maintenance Records disposition)+1yr (e.g., vil change) and other repair activities. bes oD
|E17.3 Vehicle Use Logs and Reports |FY+1yr Records documenting actual use of the vehicle (day, times, person, mileage). DS DD
. . All records that document purehase, ownership, registration, and any reported incidents
|18 Vehicle Purchase and GQwnership Records (accidents) in which the vehicle is involved (claims, palice reporis, etc.).
E18.1 V?hma‘ Purchasen’Acqu;sst;onf E.VT(U:.’!?“ vehicle Vehicle purchase invoice, Vehicle auctionfrade-in receipt, DPS Do
Dispaosition Records disposition}+1yr
Vehicle Tifle/Ownership EVT(until vehicle . . .
IE18.2 Records dispasition) +1yr Vehicle title of ownership. cL DD
|E1&.3 Vehicle License/Registration/ E,V?(w.ﬁ?l vehicle Vehicle license/certificate of registration and insurance certificate. bPS DD
Insurance Records disposition)+1yr
£18.4 Veh'C'“ Incident Reports and CR+5yrs Vehicle potice accident reports invelving City vehicles. bPS DD
Claims g
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Contracts, agreements, and associated documentsation that document farmai relationships
| 8 Utility and infrastructure Project and Service with non-City parties (county, neighboring cities and townships, state goverament, utility
Agreements companies and service praviders) far provision of service, sharing of costs, or joing
participation in infrastructure projects ar utiliy services.
fe104 Intedocal Service/Maintenance EXP+6yrs An.y formal agreement with a_n external entity (e.g,, utility company) regarding the provision oL X oD
Agreements of infrastructure~related service (e.g., water supply),
Infrastructure Project ] . .
E18.2 |Gollaboration and Cost Share EXP+8yrs Any fcrma%.comracls or agreements for cost sharing or coflaboration on an infrastructure- cL X Db
related project.
Agreements
IE19.3 Street Lighting Agreements EXP+8yrs Street fighting agreements with Detroit Edison, cL X CD
TaiauUasE OseT I I.-:I]-llulu AT T AR IO IO T UTY T T, AT TN Toe =TI OT T WO oy
Iﬁu Asset Management Database [CR+20yrs City owned infrastructure (roads, utilities, buildings, grounds, trails, etc.). Database is a DFS DD
IE21 Building Security Access Records and Logs
These recards are used to frack employees who have been assigned kXeys to
s " City facitities. They may identify the person’s name, employee
[F211  |Key Authorization ACT(untl key returned) identffication number, date issued/returned, key code, the person DPS oD
authorizing the issuance of the key, etc.
Securily System-Movement {dentification badges are swiped for doar entry at some pars of some
jE21.2 Loas 4 GR+1yr facilities. This includes automated and hard copy records recording entry to City facilities DPS on
Y with electronic security conirols.
. . identification badges are swiped for door entry at same parts of some
JE21.3 Seaunt_y System Access ACT(“’fh"% access . facilities, This includes all records documenting the issuance of badges to employees, bPS DR
Authorization authorization is valid) A
contractors, and others for whom autherization has been granted.
JF. FIRE DEPARTMENT
All files associated with the permitting, eanstfruction, inspection and maintenance of a
. building for which the Dept. has an assigned role, This includes records documenting the
. \ ACT(existing \ ) s . )
IF1 Fire Dept. Business Files building}+5 Department's review of bullding construction plans, fire alarm and sprinkler system plan FR [n}2]
girayrs reviews, piping plan reviews, site construction and system installation inspections,
cemplaints, violations and correction crders, etc,
AGCT(until investigation Records that document special inspections about fire safety or related safety concems.
F2 investigative Reports g Includes consent to search forms, fire investigative repoits, fire scene photos, and other FR DD
completed)+10yrs . N
invastigative records.
. Any formal reports prepared on a regutar basis that document Fire Cept. activities. This
Fire Dept. Annual and . N . .
IF3 Monthly Reports CR+2yrs includes the Fire Dept Annuat Report, Dept menthly reports, and the Fire Prevention Buread FR HI
onthiy Repo Menthly Repon.
;ire Eq:npr;\ent:tf;d Records relating to the type, condition, service, and maintenance of alt Fire Dept,
| pparatus inventory, ACT(life of vehicle}+*1yr |equipment, vehicies, and firefighting apparatus, Includes status information ang DPS {n]n]
Inspection, and Maintenance b . X
service/maintenance of equipment and apparatus.
Records
Fire Activity Lo nd All records documenting daily activities and work schedules. Includes EMT Bravo
IFS Schadulesty g=a CR+1yr schedules, full-time firefighter scheduies, dispatcher schedules, training schedules, and FR DD

other activity log and scheduie recards.
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s _— Guidelines and procedures for various divisions within the Fire Dept. [ncludes firefighter
| 3] Fire Dept. Guidstines and SUP+1yr guidelines, Fire Prevention Bureau Guidelines, Fire Dispatch Guidelines, Linion Contract FR CD
Procedures . A
rules, and cther official guidefine or procedure documents.
s . Includes all recerds that document calls and respense to fire and EMS incidents including
IF7 Fire and EMS Incidents and CR‘+2yr's CR+30days EMS run sheets, NFIRS incident reparts, carben manoxide advisary notices, and other FR X DD
Response (voice records) .
incident recards,
~ if il d . S . . .
Site-specific Fa::f.llty an ACT(until revised Detailed information about specific sites that supports response activities. Includes such
JFs Hazardous Materials N - ’ A ) } FR (8]0}
information)+1yr records as site specific pfan drawings, Tier Two forms, and chemical SUrveys,
Information
Infermation sugmitted by applicant and records documenting review and approvat relating to!
. N permits for which the Fire Dept. has prime responsibiity, This includes such permit iypes as
i "
| 1ig:) :;Isa?e:pltn Pe::tft R:’;?:r::d ':f:f_:gt" ;Jf1rmrlt Burn Permits, Fireworks Permits, and Special Event Permits. Note: The Fire Dept is also a FR Do
spection P ey part of the process for plan and permit review coordinated by other Departments {Suilding,
Planning, DPS).
. . All documentation and minutes from standard scheduled meetings in the Fire Dept.
[Fe Fire Dept Meeting Minutes CR+8yrs including Monthly Paid-on-Ca# Cfficers meetings and Monthly Fult-Time Officers meetings FR DD
11 Emergency Records CR+2yrs This Includes transactional database used by the Fire Depariment to store and managed FR, oo
I Database ¥ information about fire and emergency medical incident respanses MIS
EmergencyiDisaster Preparedness Plans and Recards
Fq2
of Events
. Emergancy and disasfer preparedness plans for the City of Rochester Hills or for specific
|F12.1 Emergency or Disaster Plans  |SUP+1yr City govemment buildings and faciities. FR X [n]3]
|F12.2 Rgcurds of Emergency or PERM Records that document an actual emergency event er disaster and the response {o the FR oo
Disaster Events event,
. Record of any emergency notifications or alerts issued by the Fire Dept. or another agency
JF13 i?f::: Advisory Notices and CR+10yrs in cocrdination with the Fire Dept. for distribution via broadcast media, newspaper, mail, or [ FR DD
e phone netification. Alse includes tests of emergency notification systems and sirens.
Dacumentation asout special educational programs, events and Yraining (exhibitions,
IF14 Community Education and  |ACT(until end of demonstrations, tours) on fire prevention and safety for the community in which the Fire FR oD
Training Records aclivity)+7yrs Dept. has a lead role. This includes any plans, training materials, agreements,
correspondence, attendance or activity reporis about the program or event.
G. HUMAN RESOURCES
Employee Accident/incident Reports of accidents or related incidents impacting an employee's health that occurs in the Maintained in separata confidential
G1 CR+30yrs : - HR DD
Reports workptace or during the performance of an employee's job. fila
Candidate not hired: -~ o _ i
. ri
a2 Applications for Employment|CR+8yrs: Candidate hired: Employment applications, resumes, supporting information, interview records, HR DS
Al cerrespondence.
EVT{termination)+30yrs
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ACT(untl employment Employee personal information, promotion/job status, termination records, employee Disciplinary record remaved from
163 Employee Service Records terminaﬁonhgo yrs evaluation and disciplinary records, employes recognition and award records and HIPAA HR ns parsennst file per union contract,
v compliance records, maximum 4yrs,
Job Classification and ACT(while in active Rec_qu of_stud|es p_erformed to g\{alugfe City posmuns_ and salary levelg compare .Crlty
1G4 positions with those in other municipalities, and to provide recammendations far revision of HR DD
Studies use)+5yrs ; . . o o
Jjob classifications, position descrigtions, and szlary levels,
Employes Grievance! Any records associated with a complaint by an employee (about working conditions, Maintained i ; " il
G5 P y. EVT(setdement)+10yrs persennel actions, job duties, etc.}. Includes written records of the compiaint and MR DS Fnlgned in separata canfidentia
Complaint Records ) . file
decumentation of the City's response.
. Advertisement for open positions {fuli-time, part-time, seasonal} posted for public
+ . )
G8 Job Posting CR48yrs distribution via news media, mail, Web site, efc. HR DD
Records that document benefits for active employees. Includes enroliment information,
. documentation of employee’s selection of benefit options, special deductions, ete. This Maintained in separate employes
Emplo nfi nd Benefit R d !
G7 mployee Information and Benefit Recards includes documentation on all benefits offered for employees, including health and dental benefits file
coverage, deferred comp plan, life insurance, disability insurance, etc.
Information about Benefit
G7.1 Providers, Frogram, and SUP+Byrs Educational and descriptive information about benefit plans and options offered by the City. | HR DD
QOnptians
72 Employee Benefit Enroliment {ACT(untl employment Records that document employee selections of benefit options and enrallment in the HR oD
i Records termination)+8yrs programs.
o and P o . o . . e . .
c8 Job Descriptions and Pay ACT+6yre The City's official descriptions of jeb functions, qualification requirements, and associated HR X oD
Grades pay grades,
G9 Labor Negotiations and Agreements for City Employees
Records that document negotiations, collective bargaining, and official communications with
koo Union Ne.got{atlon and EXP(contracty+10yrs unions reco_gn!zed by the Clty. Thl.j mclu.des corfesponc!enc.e; aff records assolmaied with oL oD
Communication Recards union negotiations and meetings with union representatives; records zbout vnion requests,
compiainte, and resolution of problems; draft contract terms: etc.
Labor Agreements and AC .(w.ml termination or Ratified agreements with unions and emgloyes organizations for applicable employment
§Go.2 L expiration of contract or o ; CcL oD
Contracts (Official Records) positions used by the City,
agreement)+30yrs
ACT{until termination or . I
Employment Contracts and L Records that document the preparation and ratification of employment contracts between } )
1G9.2 . expiration of contract or i X . CL D Part of employee’s personnal file
Agreemenis (Official Records) the City and designated employees and officials.
agreement)+30yrs
Employee Leave and Employee applications and supervisory approval of employee teave and overtime hours.
1G10 Overtime Applications, FY+3yrs Also includes summary reporis of ieave and overtime. These records are maintained by DEP | X B
Authorizations, and Reports individual Departmenis
Non-Union: Part of i -
[ ; art of empioyee's persennet file,
Employee Disciplina E: :‘::g::)sl:n'rfw (until Formal records prepared by the City that decument reprimands er other disciplinary action Union employee contracts call for 2
| ek A tP yee plinary s P ensio :‘Di!smissa% against an employee. This includes documentation of the City's action, respanses by the HR DS yr. retentian in office file for 2481 and
clions Hsp no ' |employee, and any other records associated with the action. 3 years in office file for 3472, followed
EVT+30yrs by 20 years in archive
Union: EVT+30yrs
. . ) Documents relating to formal requests for creation of a new pesition or filing of an existing
P . : ) } P
G12 Rolsl:ic;nRRequ::mons and gi:f\;’:gl :cmn vacant position. These records include requests for budgeted funds and confirmation of HR X jhls] A:;::g?:; eopy storad by
¢lated Records ¥ budgeted items for the position and approval fo proceed with job posting.
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EVT(aud! following death of
| Retirement=-Membership/  iretiree or beneficiary or All records assoclated with en employee's retirement, including applications and HR DS
Enrollment Records termination of benefits for  iconfirmation of retiree status and enrciiment in programs and benefits available ta retirees.
tiving beneficiary)
Employee/Retires Medical ACT(termination of Records that document a requirement for any medical testing and dogumentation about the
G4 Status and Drug Test emplayment or results af such tests, This includes employee drug testing, any medical exams necessary to| MR DS
Records enrcllment)+30yrs confirm eligibility for medical insurance or treatment, disability claims, etc.
§G15 Employee Training and Professional Development
Descriptions of Training/ - . . . . .
!(314.1 Education Pragrams ard cup Desgnphons of 2ra|fung and education programs offered by the City or an cutside tralning HR oD
. provider that the City offers to employees.
Opgportunities
Employee Requests for EVT(campletion of Formal requests or applications from employees for participation in training/education
§514.2  [Training/Conference/ Seminar traitin }4.2 rs programs and records that dacument City approval and actual participation by the HR DD Part of employee's personnal file
Attendance 9;*oy employes,
- . Course books, agenda, preseniation materials, and other material used in training programs] MR or
je143 |Training Materiats SuP sponsored, supported, or endarsed by the City. DEP LD
s - N Records that document format requests and confirmation of action by the City regarding a
{1616 Change of Employee/ Retiree | ACT(unti termination or change in the status (job class, salary adjustment, benefits selection) of an employee or HR X BD Part of employee's personrel file
Status death)+6yrs retiree
. Farmal documentation abeut the Health Insurance Portability and Accountability Act
HIPAA Compllance-and . (HIPAA). Includes formal policies adopted by the City and all records that document HIFAA
el Employee Information ACT{until updated) ! 8 . HR X DS
Rel Record compliance. Also inctudes records that relate to cther aspects and rujes governing perscnal
eiease Records infarmation privacy and refease of employse information.
IG18 l?nfol-:':’l:tllr:r‘: Tracking CR+3yrs Includes lags and other records that track lost employee fime due to on the job injuries. HR DD
{e1e {UNUSED AT THIS TIME
I . _— Database storing basic information about employees, job positian, employment status, and | HR,
G20 Empioyes Database ACT(until termination)+Byrs other information necessary for Human Resources administration. MIS DS
|H.-MAYOR'S OFFIiCE
IH1 Admmi‘stratwe Policies and PERM Foljmal palicies and executive orders that are formally issued and distributed by the Mayor's cL X DD
Executive Qrders Cffice,
Citizen Inquiries and Records abeut formal complaints and inquiries that are submitted by external parties and
JH2 p ai ::‘s ACT(until setflement)+5yrs |responded to by the Mayar's Office, Note: Also see retention categery A8 concerning non- MA DD
omplain FOIA requasts that any City office may receive and respond to.
Complaint Information and . Records that document the response from the Mayor's Office (or delegated City Office) to
| Resolution Records ACT(ualil settlement)+5yrs requests or complaints submitled fo the Mayor's Office. MA Do
Written statements by City Jegal staff {internal or contracted) giving a legal interpretation ar
. opinion about a particutar issue or topic as initiated by the Mayor's Office or ather City
Ha Legal Opinions PERM Office. Note: Records associated with actua! legal cases and litigation are covered undar ct X D&
retention Section |.
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Organizational Gharts and Includes charts and related doca.amentatlor} def;rung the' Drgarnzatfonal s'trut-fture of City
| Related Information on Ci PERM government, the roles and functional relationships of City offices, organizational oL X HI
o izational S:‘m ¢ ty relationships with oulside parties (e.g., Boards and Commissicns}, and other records that
rganizational structure document the organizational sfructure and authority of City offices.
P Rel ' . R .
ress Releases Any records prepared for public release ar distribution to mass media that cohvey
Announcements, and ) - - L . .
§H6 Pubfished Materials PERM information about Gity programs, policies, events, ete, This includes press releases, public MA HI
P:bilz ed Naterials tor flyers and pamphlets, and other infarmation materials designed for external distribution.
H7 Weicome Packet Information | CR+2yrs Written materials included in ngcome Packets and records that document the distribution MA oD
of Welcome Packets to new residents.
IHB UNUSED AT THIS TIME
Formal Speeches and Text versions of formal spesches given by the mayor {or mayor's regresentative} to internal
H9 FERM : MA HI
Addresses staff and external audiences.
|H1u Broadcast Media Procedures and Programming Operating procedures and other records that support preparation of material for broadcast
Racords programming (radio, TV).
Programming and Broadcast Documents that describe procedures for planning and executing programs for cable TV and
jH10.1  |Procedures and Technical SUP+1yr radio and technical information about preparing and running broadcast media programs and| MA DD
Dacumentation administration of broadcast activities.
IH10.2 E;a;;r;d;;‘rom Specific CR+3yrs Flans, scripts, directions, logs, etc., for specific programs. MA no
| LK UNUSED AT THIS TIME
Mayar's Office—~Fiscal/Purchasing
JH1Z Building Authority Meeting Materials
- : All agenda-reiated documents that are placed before Historic Districts Study Committee for
Building Autharity Study X . . X .
; : ' discussion, recommendation, and action. Includes staff reporis, proposed resolutions, and
JH12.1  [Committee Meeting Supporting [PERM . . . . X Fl
Matarials supporting material (e.g., minutes from past meetings, agreemants, reports, permits,
ate referrals from Committess and City Council, etc.}.
H12.2 Building Authority Meeting PERM Written records documenting proceedings and iransactions at meetings of the Brownfield Fl
’ Agendas, Minutes, and Notices Redevelopment Authority. This includes maeting agenda, full minutes, and special netices.
H13 Annual Budget Preparation and Adoption Records
— 3 -
lH13'1 Annual Budget (adopted) PERM égzr‘tcelﬁ annual budget for a specific Fiscal Year (final budget affer approval by City cL X DD
H13.2 Anriial Buc!get (c!raft versions ACT(until budget adopted) |Draft versions of annual budget prepared for review and revision. Fl bDh
under consideration)
H13.3 |Budget Request Records ACT(until final budget) A:.'mual requesis for funding to be considered for upcoming budget adoption {submiited by El oD
City Offices),
Budget Support Documentation Any records or supplemental maferials prepared to explain or justify budget items under
H13.4 ) FERM } ] ] o Fi
and Appendices consideration for approval and inclusion in the annuai budget,
Documentation from Public Infermation relafing to public meetings and hearings organized to get comments about draft
H13.5 N . PERM . CL
Budget Meetings and Hearings versions of the budget.
IH14 CIP Praparation and Adoption Records
Capital Improvement Plan Adopted CIP for a specific Fiscal Year (final CIP after approval by Flanning Cemmission
H14.1 PERM . L CcL
(adopted) and incorporaticn into the budget).
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IiM 2 |{draft versions under CR+1yr Draft versions of CIP prepared for review and revision. Fl X DG
i, FHRY
|H14 3 gi;;o;ec Application CR+1yr Annual requests for funding to be included in upcoming budget (submitted by City Offices). FI (n] ]
IH14.4 CIP Support Documentatian CR+1yr Any recurc{s or supplemental materials prapa_red to explain or justify CIP items under Fl oD
consideration for budget approval and adoption,
H14.5 Becumentation fram Public CR+1yr Records that document any comments from the gublic on draft versions of the CIP. May be F Do
’ Review of CIP y comments voiced at public meetings or submitted cutside of a public meeting forum.
H15 Vendar/Contractor Solicitation and Selection
. ACT{uniil purchase is . . . . . . 3 most recant years kept in office,
IH15.1 Purchase Requisitions concluded)s7yrs A request to obtain material er services and give approval for proceeding with a purchase. PR DD previcus archived al Iron Min,
ACT(untl purchase is A formal document used to selicit responses from vendors and contractors for specified 3 s : kept in offi
JH15.2  |Requesi for Quotations p products and services that are under $25,000 in price. Also includes all records regarding PR nln] fmast recen  YSBUS keptin office,
concluded)+7yrs ! R previeus archived at Iran Min.
advertisement and distribution of the RFQ.
A furmal document used to solicit bids from vendors and contraciors {used in cases where
52 |Requestior Bids ACT(until purchase is the requested products or services are genarally standard offerings and can be selected PR oD 3 most recent years kept in office,
’ 4 concluded)+7yrs primarily basad on lowest bid). Also includes all records regarding advertisement and previous archivad at Iron Mte.
distribution of the ITB.
A format decument used o solicit proposals frem vendars and contractors (used in cases
ACT(until purchase is mainly for the contracting of services where scope and quality are major factors in the 3 most recent years kept in office
4 I . ! -‘ i . . '
jrs Requsst for Proposals concluded)+7yrs selection process). Alsc includes all records regarding advertisement and distribution of the PR bo pravieus archived at {ron Min,
Bid or Bid Tab.
Vender/Coniracted Quotations |ACT(until purchase is Documents and supplementation materials submitted by vendors and contractors in Ner winning quoles may be kept
H15.5 . PR DD . i
Submitied concluded)+7yrs response to an RFQ. langer if there is active protest,
H156 Vendar/Coniractor Bids ACT(until purchase is Documents and supplementation materials submittec by vendors and contractors in PR DD
) Submitied concluded)+7yrs response to a Bid or Bid Tab.
| Vendos/Contractor Proposals  |ACT(until purchase is Cocuments and supplementation materials submitted by vendars and cantractors in
H15.7 ] FR DD
Submitted cancluded)+7yrs response to an RFP.
Internal records prepared by City personnel to support and document the evaluation of bids,
. . . i b . fals fik i
Internal Quote, Bid, Propesal | ACT(untl purchase is quetes, or proposals submitted by vendors apd contactcrs Includes n'_naiersals ike: scoring
fH158 . . and comment forms, procedures for evaluation and scoring, ete, Also inciudes records that PR DD
Review and Scoring Records concluded)+7yrs L ¥ . N -
document decisions and recommendations for selection of a "shortlist” of vendors or
contracters and a winning vendor or contractor.
15 9 Notification Letters te Vendors JACT(unt! purchase is Naotifications and related correspondence to vendors and contraciors about the selection. PR Do
: and Contractors concluded)+7yrs Inciudes letters to the recarnmended vendors ar contractors and the losers.
Vendor/Contracior Protest ACT{unti purchase is . e .
H15.10 Records concluded}+7yrs Any records that document protests regarding the City's selection. PR [310]
Formal documents including contracts, agreements, purchase orders, change orders with
H16 Purchase Contract and Agreement Records vendors authorizing the procurement of products or services and establishing prices, terms
and conditions,
ACT{unt! purchase is Formal documents authorizing payment for a praduct or service. All types of purchase # most current years stored at City
§f118.1  |Purchase Orders conciuded}+7yrs erders, including Blanket POs. PR DS Hall. Previous archived at Iron Min.
- . . iat icati ith ven dur
Purchase Contract Negotiation [AC T¢until purchase is Records»that document negotiations and commumcat_lons with vendors or ccntramoré uring
H16.2 preparation of a purchase contract and any draft versions of the contract prepared prior ta PR DD
and Draft Terms concluded)+7yrs ratification
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Final Contracts for Products/  [ACT(until purchase Is Caontracts or agreements with vendors or contracters that document terms gaverning
H15.3 . , . . CcL Db
Professional Services conctuded}+7yrs products or setvices provided.
Contract Change Orders and  [ACT{until purchase is Formal changes te the contract scope, timing, or pricing that are ratified and became part of
H16.4 CL DD
Amendments conciuded)+7yrs the contract.
|H16 5 Contractor's Bonds and - Insurance: EXP+7yrs Formal insurance cetfificates and records documenting posting of bid bonds or performance oL DD
insurance Records - Bond Records: EXP+7yrs |bonds as required for a particular purchase or project.
Blanket Purchase, P-Card, and ‘ ) Agteements and related pDI!CI?E, .prucegures, correspendence, gtc., regardzng !:Iankei ‘
L . ACT(while agreement is purchase orders, any electronic bill paying arrangements established for specific categories
fH16.6 |Automatic Bill Paying i ) . . PR bs
active)+7yrs of praduets (Office Depot for on-line office supply purchase), and recerds documenting the
Agreements
F-Card program.
All records associated with the City's participation in the Michigan Intergovernmental Trade
BidNet Records and MITN ACT(while BidNet service | Netwark and its work with the BidNet service (for on-ling bid, quotaticn, and proposal
|=#18.7 . T o h PR DD
Records active)+3yrs sclicitations). Includes formal agreements, policies, meeting notes, cerrespondence, and
other administrative records.
P-Card Policies, Procedures, Reports and Related Official ﬂUHCIE‘S and procedures governing the alloca?ion and use of P-Cafrds and
17 R agreements signed by employees, whe have been given P-Cards. Also includes expense
Documentation
reperts.
dH17.4 F'-C?a-rd Empluyee Agreements, EXP+2yrs Official PU|IC!E-5 and procedures governing the aIIocqtlun and use of P-Cards and FR bD
Policies, and Procedures agreements signed by employees who have been given P-cards.
The aclual Statement s kept by |
| - . i ‘ -y
P-Card and Blanket Purchase ncludes all gtatemenls and recerds of purchasgs made through P-cards Incqules l|§t§ _of Accom,‘ng as pant ome,r‘mm,:es‘
Hi7.2 Records and Reports CR+3yrs the transactions, records or approval by supervisors, and approval by Purchasing Divisian. FR ns Purchasing kesps recerds in paper
P Also includes bank statements documenting purchase transactions. format for 3 yaars and with on-line
agcess from the Bank for 15 months
IH18 TETOUTTGUITIRaC IO LUTIEaCT I YUTLTITY, 4T NIaITdguTTETIr
o o
Utficial 5t of vendors and contraciors with which The Cry dces business. Includes up-io-
Vendor Address Book and date contact information and verification of pertinent business informatica, current
JH18.1 ! sup insurance, payment of bands, etc. Also includes af necessary documents submitted bya PR aln)
Documentation " - i} . " il .
vendor or confractor (insurance certificates, license documentation, financial information,
eic)
Ary records that document problems in performance or violation of contract ferms by the
Vendar/Contractar vendor or contractor. Includes correspondence, results of meetings 1o resolve problems
fH18.2 |Performance Problem Records [ACT(until settlement)s7yrs ractor. incl P =8, gs | prowisme, PR DD
and Claims and formal actions invoking terms for resclution of problems, penalties, or termination of
cantract.
N All records documenting auctions for City surplus property. includes initial requests for
JH18 EIW P:’uperty Auction CR+5yrs aucticning items (by a City Dept.) and records documenting the placement of items for PR bo
scoras auction, results of the auction, and documentation of payment and transfer of the item.
Research Reports Documeantation from any research performed relfating to purchasing and prices far products
JHz20 s ® i P'i" hasi CR+3yrs and services used by the City. Includes any data or reports compiled about sources, FR Do
upporting chasing oppertunities for cost savings, or improved procedures for purchasing.
124 Risk Management Documentation Records d?cumentmg Cdyg liability insurance coverage, information about liability claims,
and associated documentation
Certificates of City Insurance . - e .
. f " 1 .g..
IH21 A |Coverage and Policy EXP+7yrs Certificates of City's liability insurance coverage threugh contracted providers (e.g £ oD
MMRMA)
Documents
Monthly and Quarter Standard reports cullining the claims they have received by provider {e.g., MMRMA). This s
H21.2 ¥a . Y CR+7yrs used to ensure that they have received all claims received and 1o ensure that the City's Fi DD
Insurance Claims Reports . )
database includes all claims.
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le& 3 g:?gary Liability Insurance EXP+tyrs Provides information about the City's Fiduciary insurance coverage and is the official pelicy. [ FI oD
’ . Fiscal keeps records refating to each risk management incident and claim that is reperted to
K R+ . . . . . N
le¥ 4 |Incident and Claim Documents [GR+10yrs the City. Documents include claim letters, internal incident reports, police reports, ete, F DS
Ha1 5 Underground Storage Tank PERM Document regisiration of the City's underground storage tanks submitted to the State Dept £l
§ Registraticn Documeniation of Environmental Quality and liability claims asscciated with the tanks,
H22 Purchasing and ACT(untl purchase is Database used to stare infarmation about procurements of preducts and seqvices incfuding £l oD
Procurements Patabase concluded)+7yrs information on bids and RFPs, selection of vendors, and purchasing information,

|Mayor's Cffica—Grants

Successful Grants—Each grantor (state, federal or private sactor)
responsibilty of the grantee to know how long this audit cyc
original application, financiai decuments, administration mat

reserves the right to audit a grantee for a specific period of time after the grant concludes, This amaount of time varies per grantor, and averages 5 years. |tis the
e runs and te retain the records for that amount of time. Thus the retentian pericd is ACT (until project is completed, plus the audit cycis). Note that this appligs o the
erials, products of the grant, correspondence, reports, stc. The City may keep the final products or reporis longer for reference or historical purposes,

|H23 Community Development Block Grant (CDBG) Records
IH23.$ ::2;?;:58% CDBG Request CR+3yrs Documentation about requests for allacation of CDBG funds, Fl aln)
Successful CDBG Application  [ACT(all activity Documentation about requests for allocation of CDBG funds that are approved by
H23.2 . L . Fl oD
Materials completed)+4yrs governmaent agencies in charge of allocating the funds,
ACT{all activity Al records that docurment plans for CDBG funding use, approval of funding use by {he City
H23.2 |CDBG Administration Records Council, project specifications and contractor selection, and oversight of project funding Fl DD
completed)+4yrs
through the CDBG program.,
WITTET Wy arart APHRCAITUTT dITO " ATTTRTITS HauoTT
| T el
H24.1 Linsurfcessfu! Grant Application ACT{date of rejection)+3yrs Documentation abeut requests and applications for grant funding {non-CDBG} that are not Fl DD
Materials approved.
_ ACT (all activity is ' - .
Successful Grant Application Documentation about requests and applications for grant funding (non-CDBG) that are
H24.2 Materials completad)+4 OR as approved by the grant organization Fl bo
defined by terms of grant pe yheg o )
ACT (all activity is L . . . L
|23 |Grant Administration Records |completedy+4 OR as ,:Isler:ccrds that document use and administration of projects for which the grant funding is Fi De

defined by terms of grant

I. LEGAL CASES AND LITIGATION (Mayor's Office, Clerk's Office,
cases may include any business or program area, including accounts receivable, contractor/vendor disputes, negligence/liabifity claims, erimina

fee payment disputes, worker compensation, etc.

Other): Includes all official legal records for legal cases, litigation, court rulings, arbitrated settlements, etc., in whi

ch the City is a party or participant. Legal
f activity, real property acquisition/disposition, personnel or laber disputes, taxation or

II‘]

records; rulings, retated correspondence, ete,

) tsts or indexes of events and documents asscciated with the case or reports that
indexes/Summaries PERM . ; ; CL
summarize the case facts, proceedings, and actions.
City uses contract attomeys to handls
cases that relate to MMRBMA claims,
All documents refating to the case generaied by the City, parties involved, and the courts or personnsi cases, organized [abor
arbitration entity, Includes records of claims and charges; response o claims; background | MA, matters, and other litigation. Detailed
clos casae)+10 ! . o . N
|2 Case Files ACT(close of case)+10yrs | 1o and materials; testimeny by parties Invalved; subpoenas; court orders, proceedings el | X | DS case recards are mainiained at the

attorney offices. The City maintains
basic records relating to the initiation
and settlemeant of the cases.
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J. PARKS AND FORESTRY DEPARTMENT
1 Park and Museum Activity and Program Records
41 Park/Museum/Event CR+3yrs Summary statistics and reports providing information on the actual atiendance at park oF oo
’ Attendance Records ¥ facilities or at special programs and events sponsored by the Parks and Foresiry Dept.
1.2 Team Sport Rosters and SUP Records documenting athletic programs, leagues, efc., that are sponsored or supported by pF oD
) Schedules the Parks and Furestry Dept.
1.3 Membership Lists SUP Lists and tables of memberships in programs sponsored by the Parks and Forestry Dept. oF BD or
(e.g., Museumn members). HI
1.4 g::;;zlc;:duseum Activity Sup Schedules for Park and Museum events, special programs, and activities. PF DD
Museum Collection and Information and inventories of items in the Museum's collection {including acquisition
J1.8 P PERM records) and any records providing infermation about display of the items in the Museum. My
Exhibition Records L ; .
This includes records on flem deaccession.
Museum and Park Special ACT(untll end of Any records assocfated with the planning, organization, sef-up. and managemsent of special
J1.6 Event and Program Sumemaries educaticnal, recreational, or culturat programs provided or supported by the Parks and PF DD
avent)+3yrs
and Reports Forestry Dept.
J1.7 g:;c;::sr\ﬁarker Program PERM Records associated with the review or designation of sites for the Historic Marker Program. [ PF
J1.8 Museum Archives PERM Cocuments and images of historical value archived at the Museum PF
Park Facillty Use Permits, ] N Recqrds associated wcthl applications and permits far }Jse or rental of park facilities. includes
R ACT(until end of facility required forms, proof of insurance, records documenting payment of fees, other
J2 Reservation, and Rental ) } ) s L PF DD
use)+iyr decumentation required for use of certain facilities, and records confirming approval of park
Records -
facility use.
J3 Park and Museum Administration Records
131 Parks Activity Reparts {all CR+5yrs Regular reports prepared on a weekly, monthly, or annuat basis for interaal or extemnal use PR Do
’ units) Y that summarize programs and acfivities of the Parks and Ferestry Dept.
Agendas, supporting materials, meeting/hearing announcements, related correspondence,
3.2 Records of Green Space PERM meeting materials, summary reparts, synopses, minutes, and other information relating to PF oo
' Advisory Board Meetings the meetings of the Green Space Advisory Board. These are public meetings and records
need o be maintained permanently
2.3 Museum/Park Volunteer CR+3yrs Apphcat.!ans and hiring information on velunteers selected for work at the Museum and MU DO
Records Parks sites.
Park Concession and Museum At records refating to sales of goods at parks or the Musesum store. This includes inventa
J3.4 Store inventory, Ordering, and |FY+3yrs = relating o g P . ) : Y| rF Do
and ordering information and records documenting sales and monetary transactions.
Sales Records
3.5 Recreational Facillty Lease CR+1yr Field and shelter rentals, PF DD
Records
J3.6 Vendor Concession Permits CR+tyr Cutside contractors for concessions af park events. PF (0] 8]
and Racords
a7 Park Facility Incident Reports | ACT{until claim is Accidents, injuries, or incidents in the parks. Note: [n cases of injuries to a minor, an °F oD
: and Claims pracessed)+6yrs incident report must be kept until the minor reaches 18 yrs ofd + 1 year).
4 Park Facility and Equipment Construction and Maintenance
141 ::;kDFaC':gy":::‘C;T:::::Zﬂn ACT(l¥e of facility or Engineering plans and design speciications and drawings for the construction or PE oD If facility is sold or ownership
' HEVE p_ - transfer of ownership) mprovement of park or tral facilities, transferred, records are transferred,
Design Specifications
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Park Facility Construction ACT(lite of facility or Records that Flucumgntthe Parks and Forestry Dept. management and ov.er5|ghi of design
4.2 . . and construction projects, includes comments and mark-ups on plans, review notes, PF DD
Project Management Records |transfer of ownership) ) .
correspondence, records of inspection work, ete,
i 4 Firal plans and project specAicalions
-b . . . . . P project sp
Park Famltl‘y Maps, As-bulit ACT(life of facility or Maps and property information of park boundaries and features and As-buili drawings of DC or meintained permanently. interim
J4.3 Drawings, and Praperty : i PF o ;
X fransfer of cwnership) park facilities. NC pians maintained unt? supersaded by
Information evigipn
Park Facility/Equipment A - Records that document information about the type, condition, status of park facilities and
: ACT(life of facility or A ., . - R
/4.4 Inventory and Maintenance X equipment, and all repair and maintenance activitiss. Includes inventory reparts, work PF [n}a]
eguipment) . X
Records orders, and records of maintenance and repair work.
Park Facility Insurance and Dacumentation of City insurance relating to use of park facilities and any records associated
)45 Cerlification Records EXP+6yrs with safety inspections and certifications, PF DD
. - Any records associated with special reviews, inspecticns, or research about park facility or
Special Park Facility or . N X . . o
4.6 ; ; CR+15yrs equipment that might contribute to park program planning or improved use and maintenancd  PF bR
Rguipment Studies o - .
of existing facilities and equipment.
J5 Park Master Plan and Assoclated Records
Projact Design and Records that relate {o initiating a project for Master Plan update (e.g.. project specifications
J5.1 lect 9 CR+10yrs and requirements), coordination with contractor(s) providing support services, related PF DD
Administration . :
correspondence, and other records relating fo the Plan preparation effert.
Park Master Pian Drafls and Drafts of the Master Flan prepared for formal review and comment and records associated
5.2 Related Review and Revision |ACT(untl final plan) with draft review, including correspordence and notices soliciting camments, directions or FF Do
Records background information for reviewers, written comments from reviewers.
Current Master Plan is maintained,
. . . . DD or Copies of old Plans may be archived
5.3 Final Park Master Plan SUFP Final Park Master Flan after City Council approval CL X HI for Risterical purpases. Offivial copies|
maintained by Glerk's Office.
J6 Forestry and Tree Management Records
- - — - e
6.1 Tree Inventory Records SUP+5yrs Dgcymentai‘lon -of the location, type, and condition of City irees (trees located in Parks and BF 0D
within the City right-of-way).
" Recerds documenting the treatment, planting, trimming, or removal of trees. Includes
Tree Treatment, Planting, - ; . ) . . )
JE.2 Removal Permits and Records CR+3yrs activities associated with routine tree maintenance, special programs for disease controt PF B3]
(Gypsy Moth, Ash Bore), planting and care of trees for new developments.
T related Complaints and Records that document complaints about trees on public or private land, inspections in
JE.3 ree-r P a ACT(untl settlement}+3yrs [response to complaints, records of violations and enforcement actions concerning tree PF Do
Viglation Records
removal, and other related records,
J7 Parks!l\l_|u.seum Donatlon and FY+7yrs Money donated for events or programs FF bD
Fundraising Records
|¥. PLANNING AND DEVEIL.OPMENT DEPARTMENT
Any records, reperts, statistical summaries that contain information about the City's or
K1 Census Data PERM region’s demography and population characteristics or trends that are prepared by the City, | PD

ancther government agency (including the U.S, Census Bureau), or other party.
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Agendas, supparling materials, meeting/hearing arnouncements, related comespondence,
K2 Formal Meeting Records for Gouncil-Created Boards, meeting materials, summary reports, synopses, minutes, and ether information for meetings
Commissions, Committees and actions of Boards and Commissions for which the Parks and Planning Dept. provides
primary support.
Planning Commission Meeting Written records documenting proceedings and transactions at meetings of the Plansing ' . ,
K21 Agendas, Minutes, and Notices PERM Commission. This includes meeting agenda, full minutes, and special notices, FD Minutas in Clerk's Office
All agenda-related documents that are placed before the Flanning Commission for
a2 Planning Cemmission Meeting PERM discussion, recommendation, and action, Includes staff reports, proposed resolutions, and FD
i Supporting Materials supporting material (e.g., minutes from past meetings, agreements, reports, permits,
referrals from Commitiees and City Council, etc.).
Historic Districts Committee . . . . . N
K2.3 Meeting Agendas, Minutes, and|PERM “‘.’”“9“ recordsldqcuman_tnr{g pmceedlng§ and 2ransact|ans‘at mestings of H.-'B Hls?orac FD Minutes in Clerk's Cffice
Notices Districts Commission. This includes meeting agenda, full minutes, and special notices,
All agenda-refated documents that are placed bafore the Historic Districts Commission for
K24 Historic Districts Cemmittes PERM discussion, recommendation, and actian. Includes staff reports, proposed resolutions, and FD
: Meeting Supporting Materials supporting material {e.g., mirutes from past meetings, agreements, reports, permits,
g
referrals from Committees and City Council, stc.).
Historic Districts Study N . . . . L
fos Committes Mesting Agendas, |PERM wrltt.eﬂ records documentmg Frgceedlngs and_iraﬂsactmns at mgeimgs of the H|§1orac ) PO Minutes in Clerk's Offica
. . Districts Study Cemmittee. This includes meeting agenda, full minutes, and special notices.
Minutes, and Notices
Historic Districts Stud All agenda-related documents that are placed before the Historic Districts Study Committee
. . 4 . far discussion, recommendation, and action. includes staff reports, proposed resolutions,
| (R Committee Meeting Supporting |PERM . . : . . PD
Materials and supporting material {2.g., minutes from past meetings, agreements, reports, permits,
referrals from Committees and City Council, ete,),
Brownfield Redevelopment y . . . . .
| Pox Authority {BRA) Meeting PERM Written records docume.ﬂtmg ;rpceedmgs and. transactions at n‘lleetms of the Brownflgld PD Minutes in Clark's Offica
} . Redevelopment Autherity. This includes meeting agenda, full minutes, and special notices.
Agendas, Minutes, and Notices
Brownfield Redeveiopment All agenda-related documents that are placed before Brownfisld Redevelapment Authority
. P for discussion, recommendation, and action. Includes staff reports, propused resolutions,
2.8 Autherity (BRA) Meeting FERM ) . : N . PD
Supporting Matarials and supporting material (e.g., minutes from past meefings, agreements, reports, permits,
P 9 referrals from Committees and City Coundll, ete.).
Zoning Board of Appeals (ZBA) . . . . . .
lo Meeting Agendas, Minules, and PERM Written reccrds.dgcumemmg pr-nceedlngs and tra‘nsactmns at megtmgs pf the Zoning Board, Po Minutes in Clerk's Offce
Notices of Appeals . This includes meeting agenda, full minutes, and special notices.
All agenda-related documents that are placed before the Zoning Board of Appeals for
Zoning Board of Appeals (ZBA discussion, recommendation, and acticn. Includes staff reports, proposed resolutions, and
k2o PP PERM PD
’ Meeting Supporting Materials supporting material {e.g., minutes from past meetings, agreements, reports, permits,
referrals from Committees and Cily Council, eic,).
Local Development Finance Written records documenting preceedings and transactions at meetings of the | ocal
JX2.10  |Authority (LDFA) Meeting PERM Development Finance Autherity. This includes meeting agenda, full minutes, and special PD Minutes in Clerk's Dfiics
Agendas, Minutes, and Notices notices,
Local Develapment Finance T ST I . .
r2‘11 Authority (LOFA) Meeting PERM Authority for discussion, recommendaticn, and action. Includes staff reports, proposed PO

Supporting Materiais

resolutions, and supporting material (e.g., minutes from past meetings, agreements, reports

naraite £, dn Femmn Carn 11, nad Lty Cmaansil oo 3
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K3 Wetlands Detarmination PERM Documentation of applications for wetiands defineation, fee payment, results of wetlands FD
Records determination (dene by contractor or DPS), and correspondence with the applicant,
Records associated with Concept Plans {initial phase in review or possitle developments).
K Goncept Plan Records SUP(until project is lnclut_:les forms for request of a Concept Plan maeimg,.documentat_fon an schedulmg_ofthe P Bo
approved) meeting, the concept plan, and any records summarizing the meeting and prepared in follow
up to the meeting.
All records associated with submittal and review of proposed land development projects and
| Review and Approval Records for Land Development  |applications for re-zening for which the Planning and Development Dept, has primary
Projects or Re-Zoning Applications respansibitity. This includes site plans, subdivisions, planned unit development,
condominium development, and applications for rezening and zoning variances.
|K5.1 ;:;;i:;vawmgs Submitted for ACT{until revised) Initial engineering plats and plan drawings submitted for review by a develaper. FD [3]0]
Final Approved Plans and Final plate and enginearing plan drawings with revisions made as a response to review by
. . RM B .
|K5 Z Drawings PE OPS (and other designated parties). FD X oD
Any detailed descriptions, reporis, data, resuits of testing, or other engineering
Submitted Applications, For approvgd projects: speqﬂcehons for the proposed .subdlws.lan, PUD, .sde plap,_cr condomlnium.pre}ect ar
ok . PERM; Projects not applications and supplemental information for zoning decisions. These detailad
Ixs3 Specifications, and Project . : i . : . . PD [3]0]
. approved: ACT{until specifications would accompany plats and engineering drawings. Also includes
Details o L . . N j .
rejection}+2yrs administrative records for submittals, including any forms, documentation on fee payment,
efc.
Private Development Project Any notes, reports, correspondence, marked-up plans, efc., that document the review and
5.4 : FERM e ) s . PD
Review and Approvai Records approval process for a subdivision plat, PUD, site plan, or condeminium project.
Applications for approved | Records relating to the submittal, review, and approval of permits allowing development
Wetland Permits and Refated {permits; 10yrs; Not (with mitigation measures} in areas that eould impact delineated wetlands. The Planning PO Do
Records approved: ACT(unti and Development Dept. handles these permits for non-residential land. (DFS is responsible
rejection)+2yrs for residential land permits,)
| 4¢3 Master Land Use Plan
Project Design and Records thal refate {o initiating & praject for Master Plan update (e.g.. project specifications
K71 ! . ‘g CR+1Qyrs and requirements), coordinatian with contractar(s} previding support services, related PR DD
Administraticn . ;
corrsspondence, and other records relating to the Plan preparation effort,
Master Land Lise Plan Drafis Drafts of the Master Plan prepared for formal review and comment and records asscciated
jK7.2 and related Review and ACT{until final plan) with draft review, including correspondence and notices soficiting comments, directions, or PC DO
Revision Records background information for reviewers, written comments from reviewers.
K73 Final Master Land Lise Plan PERM Final approved version of the Land Use Plan. CL X
Special Planning or Dogumentation of any speciat studies or research projects carried out by the Planning and
{K8 Envirenmental Research and |FERM Deveiopment Dept. or ancther party that collects infermation and prepares projections or PG HI
Assessment Project Records recommendations perfinent to planning issues.
—— —— - h
IKB Land Use Data or Records PERM S:T:::g;mbies, maps, of reports containing information about demography and land use PO
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. . All recards associated with the creation and work of the City's Economic Development
E D c tion R o L . . )
IK10 eonomic Devstopment Corporation Records Corporation in response to the Michigan Economic Development Corporations Act of 1974
|K10.1 EBC Foundationat Documents |PERM These dncgmenis establish t_he City's EDC as 2 non-profit organization, They PA
include Articles of incorporation, By-laws, ete.
Records that explain or provide an index to EDC projects and project review. Includes
Ik10.2  |EDC Project Summaries PERM recards documerting submittal and review of projects, _ . PA
contains a short description of the project, incentives used, investment information,
performance targets and results, efc.
JL. TREASURER
IL'l UNUSED AT THIS TIME |
IE_z Banking, Billing, and Investment Records DS
Special Assessment District . . . .
+
L1 Billing and Payment Racords ACT{active account)+1yr  !Includes billing and payment records for Special Assessment Districts. TR X
— - P T— -
IL2.1 Depasit Slips and Records EVT (audity+1yr ﬁgg:esscontammg duplicate copy of Treasury Bank deposit slip and any bank adjustment TR 0s
Alss covered undar D3.3. Accounting|
1L2.2 Bank Statements EVT(audit)+1yr Formati statements of account transactions from financial institutions. R, X DS 15 main custodian Tm.asure.r geeps
AC copy far reference until audit is
completa.
investment Purchase . Records that serve as confirmation of purchase transactions for such investments as
1 " . h
=23 Confirmations EVTImaturity)+1yr certificates of deposit, commercial paper, and US Treasury Bonds. X DS
(Long-term Investment Records Records and reports decumenting decisions and transactions of long-term investments.
L2.4 a nge orts EVT(audit)+1yr Includes records of transactions with brokers and financial institutions concerning leng-term | TR X DS
" P investments in Govt. Obligatiens, CP and CDs, etc,
Special Assessment District - . o
. G b .
L.2.5 Billing and Payment Records CR+Byrs ncludes bifling and payment records for Special Assessment Districts TR X DD
Canceled Bonds and See MCL 1797CL 129.121 |Records associated with the disposition and destruction of cancelled bonds and cougons in
L3 ) TR [ X | D8
Coupons Et seq. accordance with state law,
| 1y Receipts and Listings
L4.1 Receipts CR46yrs R_ecelpts issued ar obta}ned for fees and other payments to the City and payment by the TR 5o
City for goods and services.
]L4.2 Cashiers Interface Listing GR+Byrs Daily listing of aff payments receipted in Treasury . TR GD
I Duplicate Payment Refund  |ACT{until refund Records 1hatd90umen€ refunds of ovarpgyments for persanal or real property taxes,
L& - Includes associated forms, ACH transaction records, related correspondence, and other TR DS
Tax Distributions made)+2yrs
records,
. All records associated with the identification and processing of tax jeopardies. Inciudes
ILs Jeopardies CR+2yrs records that decument research of businesses that patentially may be in jeopardy situaticns! TR BD
and recerds associated with jeopardy tax billing and receipt of payment.
17 Various City Bonds
tne of ] - - : o ‘
71 Bond Reports CR+1yr LasAtzng of monthly bond activity, including outstancing bonds, new bonds, bond refunds, and TR X DD
adjustments.
. ! Reports that identify cases and document account information for bond ferfeitures (e.g..
ILT'2 Bond Forfeiture Reports EVT(forfeiture)+20yrs bends asseciated with bufiding permits or other development projects). R bs
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-8 Parking Ticket Records EVT(audit)+1yr Parking tickets and records of payment for tickets. TR DD
ILB ;a;;:_i:;ng and Payment CR+1yr Summer and winter fax calculation reports and payment activity. TR X DD
IL‘]O Bankruptcy Claim Records ::ilﬁgfslil:: Records documenting bankruptey flings with the Citywwhere the City filed a claim, TR DS
L1 Deg License Records FY+1yr Records dn-;cumentmg applications and issuance cof dog licenses {on behaif of Cakiand = DS
County Animal Control}.
WIS ACH Policies and - Records that document the establishment of automatic clearinghouse (AGH) accounts for
|L.12 Enroliment Records EVTIACH termination)+2yrs payment of water/sewer bills, documentation of ACH transactions. ™ oD
5 N . . Cakland County is permarert
L13 Treasurer's Settiement ACT(current year) Finai seﬁlgment repart vsed for turning over delinguent property taxes to Oakland County 1= DD
Reports for collection,
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Records Retention and Disposal Schedule {RRDS) for the City of Rochester Hills
RETENTION CODE EXPLANATION

Naote: this retention code explanation accompanies the City of Rochester Hills, "Records Retention and Disposal Schedule” (RRDS.
These codes reflect those approved by M! State Dept of History, Aris, and Libraries: www.michigan.gov/hal/0,1607,7-160-

17451_18673_31548-99621--,00. htmi)

Explanation of how the retention period is coded:

These codes associate the period with an event, starling point, or formally defined cycle (e.g., fiscal year) that establishes a basis for
the retention period. in addition to the retention codes, described below, a segment of time, (normatlly years but months could also be
used) are used to define the iotal retention period.

in the retention schedule, the pericd for a given record series is presented in the form, [retention code |t[segment of time]. For
example, a record category may have the retention period of “CR+3yrs”, meaning that the record must be maintained a for 3 years
after its creation. Likewise, a period of “EVT+6yrs" means that it must be maintained 6 years after an defined event has occurred (e.g.,
such as the completion of a formal audit). The retention period impiies a requirement for the custodian to properly dispose of the
records (hard copy or digital) when they have reached the end of their retention period.

Retention
Code Explanation of Code

Active: An active code is usually assigned fo records that are case or project related (e.g., construction
project, legal case, etc.). The records are retained "until the case or project is closed.” This code can also
ACT be applied to records where a subjective decision is needed to determine when the records become

inactive, as with a subject file. The record is retained “until it is determined to be inactive.” The retention
period is applied when the ACT condition has been met. For instance, a case file might be retained untit
the case is closed (ACT) plus five years.

Creation: A creation code is assigned to records when a definitive retention period can be assigned. The
CR retention period is usually based on a calendar year and where there are no conditions that must be met.
For instance, correspondence has a two-year retention period. The retention period begins from the date

the correspondence is created or received.

Expiration: An expiration code is typically assigned to contracts, grants or other types of agreements that
EXP must be retained until an expiration date or other legal condition has been met. For instance, contracts
may be held until contract expiration (EXP) plus six years

Fiscal Year: A fiscal year code is similar to a CR code. The code is assigned to records when a definitive
12 retention period can be assigned, however the retention is based on a fiscal year rather than a calendar
year. This retention code is usually assigned to accounting records and their supporting documentation.

Superseded: Assigned to records that are updated or revised at various times during the records
SUP lifetime. Examples would include poficies or procedures, technical manuals, etc. As a policy is updated
and the old version is replaced or superseded, only the current version is needed.

Event: Event codes are assigned to records when a retention period is based on a future action or
condition. We use this code when we know that a future action or condition will be met, but we don’t know
qEVT exactly when it will happen. For instance, the departure or termination of an employee impacts retention
of various personnel records or the relinguishment of surplusing of property or equipment influences
maintaintnance of fixed asset records.

Immediate Disposal; Inmediate Disposal is a retention code that is used when an agency requires an
DISP authorization to destroy obsofete records upon the approval of their Records Retention and Disposal
1 Schedule. Once the Retention Schedule is approved the agency has the legal authority to destroy the

ohsolete records.
Permanent: These records are not authorized for destruction at any peint in time, and will be retained in
the custody of the creating agency.

PERM




Records Retention and Disposal Schedule (RRDS) for the City of Rochester
Hills

DISPOSITION ACTION CODE EXPLANATION

Dispositon
Action Code

Explanation of Code

DD

Destroy or Discard: Destroy or discard records or storage media, when they have reached the end of
their retention period, This applies to records for which na security or privacy designations exist. These
records may be destroyed, discarded, recycled, ete. in any manner deemed administratively expedient

by the City

DS

Secure Destruction: Destroy records or storage media in a secure, permanent manner after they have
reached the end of their retention period. This applies to records for which certain security or privacy
designations exist meaning that routine procedures for destruction or discarding (DD) may not be
followed, Precribed procedures for destruction are suggested by HAL and in ARMA publications.
Secure means of destruction may include incineration, physical shredding or pulverizing, chemical
destruction, or magnetic erasure (in the case of magnetic storage media)

LA-BR

Long-term Archive before retention period reached: {Long-term Archive before retention period
reached)}—Records are properly packaged, documented, and transporied to a designated archive
location for long-term or permanent storage. This location is normally off-site and provides an efficient,
cost-effective, secure, and properly controlied environment for records storage (e.g., Jike facilities
provided by the iron Mountain company). This applies to certain records that are no longer needed for
operational or program administration purposes but which have not reached the end of their retention

period.

HI

Historical Record Transfer: Selected records in the record series are designated as historical value
and removed from the initial record series and stored for an additional period (possibly permanently) as

"Historical Records” (Record Series A18}

NC

Transfer to New Custodian: This action occurs in cases where a record is not destroyed but is given to
a new custodian for storage. This occurs primarily in cases where city property or facility ownership is
transferred to a non-City party through sale, gift, or other method of refinquishment {e.g., sale of City
land). In these cases, associated records would be transferred to the new owner.




