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City Records Management Program Last updated: 10/24/2013
List of Typical Records found in City Auditor/Administrator's office
DISCLAIMER : The following record series are typical records found in a City Auditor/Administrator's office. The retention schedules are constantly being
updated. For the most current retention schedules, please refer to the ITD Records Management website at the following link (under Subtopic: Agency Specific
Retention Schedules):
http://www.nd.gov/itd/services/records-management-program -
NEW LINK (as of 8/25/2016): https://apps.nd.gov/itd/recmgmt/rm/recSer/retention.odf |
- - - ey RKecora - o
Office Control
Record Series Title Number | City Office Title | Number Retention Period Disposal Action Comments
Accounts Payable/Vouchers/Expense Reports 4 years after the city fiscal
898-100 |City GRS 011520 |year Landfill/Recycle
~ Abstract of Tax Levies (certified amount of uncollected
Www%:wwﬂwﬂmuﬂ:wm to Cities (see Tax Reporting 808-100 | City GRS 011004 |13 years Landfill/Recycle
e J yedars drer e Cily rnscai
Affidavits of Publication 898-100 |City GRS 260406 |vear Landfill/Recycle
" Agendas-All City meetings - 898-100 |City GRS 220341 |1year Landtill/Recycle
~ Agreements-Franchises (cable, utilities, etc.) - see -
Franchise Files B
Agreements-General (see Contracts, Agreement, L
Leases) 898-100 | City GRS 300106 |6 years after expiration Landfill/Recycle
. UTTer to the State
Assessment Cards/Files-Property (see Property Archives-see
Assessments) 898-102 | City Assessor 800311 |Permanent retention schedule
Assessments: County Assessment Role (Role Books) | 898-102 |City Assessor 800316 |3 years Landfill/Recycle
- Assessments, Special (part of a n_,o_.mo;,_.mv‘- Ammm -
 Special Assessments ) ) I ) R S I
Audit reports (including yearly financial statements of the .
city by o_w:mamA moooc:m:«@ m:ﬁm or state auditor's office) 4 years after the city fiscal | Auditors transfer to
- B - 898-103 | City Auditor 010201 |year - the State Archives
- Bank Statements - 898-100 |City GRS 010610 |6 years Landfill/Recycle
o i 4 years after the city fiscal
Bankruptcy Notifications (to pardon debt owed to city) 898-103 |City Auditor 012401 |year Shred
" Beer and _._Qco_.._u‘m‘m&_‘ﬁm (see Permits) - . N
898-103
Bids (not selected) or 898- |City Auditor or 300701 or
100 |City GRS 300107 |Until updated or 3 years Landfill/Recycle
~ Bids awarded (part of contract, agreement or lease) 898-100 |City GRS 300106 |3 years .rmmmw_\z\ Recycle
5 years after cancellation or
Bond coupons 898-103 |City Auditor . | 800327 |final payment Landfill/Recycle
rage T




City Records Management Program
List of Typical Records found in City Auditor/Administrator's office

Last updated: 10/24/2013

Tty Recora
Office Control
Record Series Title Number | City Office Title | Number Retention Period Disposal Action | Comments
. 5 years after cancellation or
Bond/warrant issues 898-103 | City Auditor 800326 |final payment Landfill/Recycle
Budget reports (Auditors) 898-103 | City Auditor 010401 |10 years Landfill/Recycle
) . 4 years after the city fiscal
Budget (All other offices-use City GRS) 898-100 |City GRS 010417 |year Landfill/Recycle
4 years after the city fiscal
Budget workpapers 898-103 |City Auditor 010403 |year Landfill/Recycle
Building Permits (This series contains permit number,
location, valuation, fee, zoning, and use
permitted) 898-104 |Building Inspector, 300908 |3 years after life of building |Landfill/Recycle
Building Permits (copies of building permits that give job 3 years after project
address, work schedule, and fee schedule) 898-102 |City Assessor 800314 |complete Landfill/Recycle
) ) 4 years after the city fiscal
Cash Books/Receipts (see Receipt Books) 898-100 |City GRS 011835 |year Landfill/Recycle
Check stubs/register (AP vouchers/ledgers) 011520 or |4 years after the city fiscal
898-100 |City GRS 011308 |year Landfill/Recycle
Census Records 10 years, or until next Transfer to the State
898-100 | City Auditor 800505 |census, whichever is longer |Archives
Certificates of Deposit & Supporting Documentation 6 years after final
898-100 |City GRS 012601 |transaction, i.e. cashed in. |Landfill/Recycle
. AFRS (after final report
CDBG (Community Development Block Grant) 898-115 | City Planning 801306 |submitted) Landfill/Recycle
6 years after expiration/
Contracts, Agreements & Leases 898-100 |City GRS 300106 |termination of contract Landfill/Recycle
Correspondence (Retain by subject, where possible, see some examples below):
Correspondence-Committees 898-103 | City Auditor 220501 |3 years Landfill/Recycle
3 years after the city fiscal
Correspondence-Federal 898-100 | City GRS 050204 |year Landfill/Recycle
Correspondence-General (does nof relate to any
specific program, or any federal or state agency) 898-100 | City GRS 450105 |1 year Landfill/Recycle
Daily Planners/Calendars 898-103 | City Auditor 900601 |1 year Landfill/Recycle
. Transfer to State
Dedications . . .
898-103 | City Auditor 900602 |5 years Archives
: Transfer to New
Deeds and Abstracts 898-103 | City Auditor 300503 |Life of Property Ownership |Owner
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List of Typical Records found in City Auditor/Administrator's office
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Office . Control
Record Series Title Number | City Office Title | Number Retention Period Disposal Action Comments
Department Reports 898-103 | City Auditor 801103 |3 years Landfill/Recycle
6 years after expiration of
Fasements 898-103 |City Auditor 300505 |easement Landfill/Recycle
. 6 years after project
Economic Development Records 898-100 |City General 800504 |complete Shred
Election Information 898-103 | City Auditor 800320 |10 years Landfill/Recycle
. . . - Term of Office or until new
Elections-Petition of Electors (Elected Officials) 898-103 | City Auditor 800318 |statement is filed Landfill/Recycle
Elections-Petition of Electors (Candidates NOT Elected) 898-103 | City Auditor 800319 |1 year Landfill/Recycle
Election Poll Books 898-103 |City Auditor 800317 |10 years Landfill/Recycle
Employee Files 6 years after last
898-100 |City GRS 600614 |action=ALA, i.e. termination |Shred
- . . 6 years after selection
Employee Hiring/Recruitment files 898-100 City GRS 600203 |process is complete Landfill/Recycle
Employee 1-9 forms (filed separately from other
employment records, but retained for the same amount 6 years after last
of time as employee files) 898-100 |City GRS 600614 |action=ALA, i.e. termination |Shred
Facilities Master Plans 898-103 | City Auditor 650303 |Permanent Retain
Federal Agency Correspondence (see Correspondence-
Federal)
FEMA - Administrative/Program records (i.e. funding
requests, FEMA payments, damage surveys, etc.) used 3 years after closeout of
for disaster recovery efforts for the city to remediate and event (or after approval of
cleanup after a disaster) 898-100 |City GRS 800341 (federal audit) Landfill/Recycle
. . . . L 3 years after closeout of

FEMA - Final Reports (including anything historical - event (or after approval of |Transfer to the State
photos, etc.) 898-100 |City GRS 800342 |federal audit) Archives
Ei il Discl Term of Office or Until

inancial Lisclosures 898-103 | City Auditor 800399 |Updated Landfill/Recycle
Form Originals (if find copies (supply of forms), just
reference-dispose at any time or when no longer active) 898-100 |City GRS 440109 |Until Updated or Obsolete |Landfill/Recycle
Franchise Files (correspondence, minutes, ordinances, 7 years after expiration
bonds, agreements, insurance, maps, &tc.) 898-103 | City Auditor 300101 |(AE) of agreement Landfill/Recycle
Maps and Plats-NOT part of a project file {copies) 898-103 | City Auditor 720406 |Until Updated Landfill/Recycle
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List of Typical Records found in City Auditor/Administrator's office
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Office Control
Record Series Title Number | City Office Title | Number Retention Period Disposal Action Comments
Maps and Plats-originals kept by Engineering (plat 720608 |Permanent or Updated Transfer to State
books, tie plats, wye plats, etc) 898-108 |City Engineering | -720611 |(see retention schedules) |Archives
_<_m_um. m.ia Plats-originals _Amnﬁ. by Planning (street plans, 801310- |Permanent or Updated Transfer to State
subdivision plans, planned unit developments, etc.) 898-115 |City Planning 801313 |(see retention schedules) |Archives
T fer to Stat
Minutes - City Governing/Commission Board Minutes . . _‘m:.m ertostate
898-103 | City Auditor 220342 |Permanent Archives
Minutes - Executive Session Recordings (i.e. tapes, Reuse or
electronic media, etc.) 898-103 | City Auditor 220345 |6 months Delete/Destroy
Minutes - All Other Recordings (i.e. tapes, electronic 2 months after approval of [Reuse or
media, etc.) 898-103 | City Auditor 220304 |minutes Delete/Destroy
Minutes - Other (see specific city office retention schedule - some examples below ):
Transf
Airport Authority Minutes ) . _‘ms.m er to State
898-101 | Airport Authority | 220301 |Permanent Archives
City Planning & Zoning Minutes . . .:,m:.mdnmﬂ to State
898-115 | City Planning 220343 |Permanent Archives
Committee Minutes (public works, public safety
committes, etc) 898-117 |Public Works 220337 |5 years Landfill/Recycle
Fire Department Meeting Minutes . .:m:.mdnm_, to State
898-109 |Fire Department | 220318 |5 years Archives
Forestry Board Minutes 898-110 |Forestry 220320 |5 years Landfill/Recycle
Park Board Minutes 898-113 |City Parks & Rec | 220326 |Permanent Retain
Meeting Minutes-other . ,_._.ms.m,nm_‘ to State
898-100 |City GRS 220344 |5 years Archives
. 6 years after term of office
Oaths of Office 898-103 | City Auditor 501102 |expires Landfill/Recycle
Open Records/Information Requests 898-100 |City GRS 450107 |2 years Landfill/Recycle
Obini 3 years after
pinions 898-106 | City Attorney 500501 |updated/obsolete Landfill/Recycle
Ordinances (official) 898-103 | City Auditor 550403 |Permanent Retain
, , Updated/superceded, plus
Ordinances (all other copies) 898-100 | City GRS 550414 |3 years Landfill/Recycle
Payroll files - Individual Employees (payroll information
of an individual employee, i.e. deduction forms, 6 years after last
insurance forms, benefit forms, etc. 898-100 |City GRS 011612 |action=ALA, i.e. termination |Shred
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