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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
oy To: Grand Rapids Records Commission (419) 832-5305 Telephone Number
. v Box 309 Grand Rapids 43522 Wood
(address) (city) (zip code) (county)
(2) From: _Village of Grand Rapids Administrator
.- Apolitical subdivision) (unit)
Aonet AT A iin Chad Hoffman Administrator July 15, 2005
(signature of responsible,official) (name) (title) (date)

(3) CERTIFICATION: | hereby certify that our records commission met in an open meeting, as required by Section
121.22 ORC, and passed the retention schedules contained on this form and any continuation sheets. | further certify that
our commission will make every effort to prevent these record series from being destroyed, transferred, or otherwise
disposed of in violation of this schedule and that no record will be knowingly disposed of which pertains to any pending
case, claim, action or request. Further, any microfilm replacing a record on this schedule will conform to ANSI standards.

This RC-2 was approved on July 13, 2005 as reflected by the minutes kept by this commission.
Chairman, Records Commission: k,?’ A7/ % W 7/13/2005
Z 7 Sig@‘ture\ Date
(4) Subject to selection upon receipt of a 1 1
Certificate of Records Disposal (RC-3): 6’2"‘“ 9 ; -’80""-;!’% T35 =008
X i For the Ohio Historical Society Date
j’q Ml 7)) c-o5
Approved by the Ohio Auditor of State: /[ QAAEA Ve il g S-0s
' Signature Date

* SEPARATE ENTRIES SHOULD BE MADE FOR RECORDS WITH MORE THAN ONE MEDIA TYPE

) (6) ) (8) (9)
—chedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
AD-04-1 Annual Municipal Budget Permanent- at 50 Paper

yedrs apprdise for
historical value

AD-04-2 Annual Municipal Budget Permanent — at 50 Electronic
yedars appraise for
historical value
AD-04-2 Aitendance Reports/Records . Pemnanent — at 50 Paper
yedars appraise for
historical value

AD-04-3 Affendance Reports/Records 3 years Paper

AD-04-4 Blueprints/Vellum Until updated, Paper
superseded or
obsclete, appraise for
historical value

AD-04-5 Calibration Records — All types 5 years Paper

AD-04-6 Coniinuing Education Place in Personnel Files | Paper S
Certifications/Class/Seminar/Training
Aitendance Records

“82.04-7 Contracts and Agreements 15 years after Paper .
expiration or vl
termination
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Page 2 of 18
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
AD-04-8 Correspondence
Routine Form Letters 1 Year Paper
General 2 Years
With Legislative Branch 3 Years
Executive 5 Years
AD-04-9 Delivery/Packing Slips 2 years Paper
AD-04-10 Drawings, Tracings, Mylars Until updated, Paper
: superseded or
obsolete, appraise
for historical value
AD-04-11 Equipment Maintenance Records Life of Equipment Paper
AD-04-12 Flow Charts - Operations 2 yedars Paper
J4-13 Audio and Video Recordings 1 yvear Cassefte
Tapes
AD-04-14 Licenses, Permits, Certifications 1 year after expiration | Paper
AD-04-15 Mail
Unsolicited Mail (eg Until no longer Paper
Anonymous/slanderous letters, groundless gdminis‘]‘rgﬂve]v
cornplqinfs,l sales m_qTericIs, fransitory 2 necessary
messages, information brochures, ete)
Postal Records (eg. Registered/ 2 years Paper
Certified/Insured Logs or Receipts/Postal
Meter Documents)
Electronic Mail Retain according to Paper
content — see
Correspondence
AD-04-16 Manuals, Handbooks, and Directives Until superseded, Paper
obsolete or replaced.
Retain one file copy
5 years
AD-04-17 Maps/Plats Until updated, Paper
superseded or
obsolete, then
= appraise for historical
value
AD-04-18 Materials Safety Sheets Unfil supersedad Paper
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Page 3 of 18

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

B CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
AD-04-19 Minutes of Meetings
Approved Hardcopy Permanent Paper
Audio Recordings of Meetings 1 year provided Paper
information
concerning the
meeting is
substantially
franscribed to hard
Drafts/Notes copy Paper
Unfil Hard copy of
minutes is approved
AD-04-20 Municipal Publications Untll superseded or Paper
obsolete, refain one
copy
AD-04-21 Photo File (includes prints, slides, negatives, Untif information isno | Paper
fransparencies and related photographic iterms) longer current, then
appraise for historical
— value
Photo File (includes prints, sides, negatives,
fransparencies and related photographic items) Unfil information is no | Electronic
longer current, then
appraise for historical
value,
AD-04-22 Project Plans/Drawings/As built Life of project of Paper
‘ dbsolete than
appraise for historical
value
AD-04-23 Receipts/Receipts Books 2 years, provided Paper
audited hava can '{ SCards
Ve ,’ oo 2udited by the
TR w F5) Le E)
AD-04-24 Eelephone Messages ~ Telephone UG o repors ::*S and e
ecords ralease el baen
Charges/Bills/Call Detail Records 2 years, provided Paper = g Sursuant tp
audited w20, 117.25 o.pe,
Documentation Life of System Paper
Messages Uniil no longer Paper
administrafively
necessary
Sewvice Records 2 years Paper
. System Equipment Inventory Continually updated, | Paper
retdin superseded
— data 1 year
-04-25 Visitors” Log or Sign-in Sheets 1 year Paper
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Form RC-2

Page 4 of 18

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

- CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
BPZ-04-1 | Annexation Case Files Permanent Paper
BPZ-04-2 | Building Plans Paper
Residential 3 years
Commercial 5 years
Municipal Owned Life of structure,
appraise for
historical value
BPZ-04-3 | House Number Record Permanent Paper
BPZ-04-4 | Index to Variance Record 25 years Paper
.. /-04-5 | Loan and Grant Applications 3 years, provided | Paper A‘F‘"g“""‘f‘"d”i f?‘ﬁ ’“;;,4
, . passed by the racords
(copies) Audited  besn auditsd by the
for of Slats and tha
BPZ-04-6 | Performance Bonds — Confractors | 10 years affer Paper report has baen
expiration assd pursuant to
117.25 ORG
BPZ-04-7 | Permits — All Types 3 years, provided | Paper
dudited
BPZ-04-8 | Rezoning Applications Until final action Paper
faken and
recorded
BPZ-04-9 | Rezoning Case Files 5 years after final | Paper
decision
rendered
BPZ-04-10 | Subdivision Files Permanent Paper
BPZ-04-11 | Violations Uniil corrected or | Paper
adjudicated by a
S Court
. Z2-04-12 | Zoning Change Request 5 years, provided | Paper
no action
pending
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Form RC-2

Page 5 of 18
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
| CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
BPZ-04-13 | Zoning Permit Applications 1 year after final Paper
decision
rendered
BPZ-04-14 | Zoning Permit Record Permanent Paper
BPZ-04-15 | Zoning Variance Case Files S years affer final | Paper
decision
rendered,
provided no
action pending
COU-04-1 | Index to Council Minutes Permanent Paper
~0OU-04-2 | Index to Ordinances/Resolutions Permanent Paper
COU-04-3 | Ordinances Permanent Paper
COU-04-4 | Reports to Council Permanent Paper
COU-04-5 | Resolutions Permanent Paper
ST-04-A1 | Aerial Photographs Until superseded, | Paper
then appraise for
historical value
ST-04-A2 | City Zoning Maps Permanent Paper
SI-04-A3 | Confractor's Prevailing Wage 5 years Paper
Records
~L.04-Ad | Day Books 3 years Paper
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Income Tax

Page 6 of 18
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(3) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditm
Number Type State
Or OHS-LGRP
ST-04-A5 | Project Files 15 years after Paper
(Contracts, specifications, completion of
change orders, progress reports, | project
etfe.)
ST-04-A6 | Sanitary Sewer Records Permanent Paper
ST-04-A7 | Special Assessment Records 3 years affer final Paper
payment,
provided audited
ST-04-B1 Blueprints, Maps, and Plans Life of Paper
Infrastructure,
then appraise for
i historical value
i1-04-B2 | Pesficide Application Records 5 vears Paper
ST-04-B3 | Street Lighting
Assessment Records Until Paid off Paper
Petitions 3 years
Pole Locations Until updated
FIN-O4-A1 | Accounts Ledger 5 years affer last | Paper
enfry, provided
audited
FIN-04-A2 | Accounts Payable Record 3 years, provided | Paper
audited
FIN-04-A2 | Accounts Payable Record 3 years, provided | Electronic
audited
FIN-04-A3 | Accounts Receivable Ledger - 3 years, provided | Paper
General audited
FIN-04-A3 | Accounts Receivable Ledger - 3 years, provided | Electronic AEIETIRR ol
R Generdl audited e
FIN-04-A4 | Accounts Receivable Ledger - 6 years Paper




Form RC-2

Page 7 of 18

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Medig For use by Auditor of
Number Type State
Or OHS-LGRP
FIN-04-A5 | Annual Appropriation 5 years Paper
Ordinances (copies)
FIN-04-A5 | Annual Appropriation 5 years Electronic
Ordinances (copies)
FIN-04-A6 | Annual Certificate of Estimated / years | Paper
Resources
FIN-04-A7 | Annual Municipal Financial Permanent Paper
Report
FIN-04-A8 | Appropriation Ledger S years, provided | Paper Audit
— audited £n
ha
FIN-04-A8 | Appropriation Ledger 5 years, provided | Electronic j‘:;’:*‘ﬁ:;;fé ijne
auaited released purspant ES
Sac 11795.0RCD
FIN-04-A9 | Assessment Record Unfil paid and Paper
' audited
FIN-04- Audit Reports Paper
Al10 Internal 5 years
Federal/Auditor of State 5 years
FIN-04- Bank Deposit Records 3 years provided | Paper
All (Receipts, Reconciliation Slips, audited
Statements, etc.)
FIN-04- Bid Bonds
Al2 Successful Bidder Retain until Paper
acceptance of
Performance
Bond
Unsuccessful Bidder Return until after Paper
project awarded
FIN-04- Bids - Successful 15 years after Paper
Py completion of
project
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) 9)
Schedule Record Title and Description Retention Period Media For use by Auditor of
Number Type State

Or OHS-LGRP
FIN-04- Bids - Unsuccessful 2 years after Paper
Al4d letting of the

contract
FIN-04- Block Grant Documentation 5 years Paper
Al5
FIN-04- Canceled Checks 3 years, provided | Paper
Al6 audited Aufiiizd means: the ysars
enfompassed by the records
FIN-04- Canceled Warrants 3 years, provided | Paper |  Le2n qud doytis
Al7 audited Auflior of Siate 2nd the
aupd report has tesn
FIN-04- Cash Books/Cash Reports 3 years Paper % j""’f;‘? 7)5m’
A.IS Wwiifde dadvim adla’
FIN-04- Cash Books/Cash Reports 3 years Electronic
Al18
FIN-04- Cash Receipts and 3 years, provided | Paper
Al9 Disbursements audited
FIN-O4- Cash Receipts and 3 years, provided | Electronic
Al9 Disbursements audited
FIN-04- Checking Account Statement 3 years, provided | Paper
A20 audifed
FIN-04- Checks - Voided Until Audited Paper
A21
FIN-04- Computer Generated Financial | Unfil replaced by | Paper
A22 Reports — Monthly, Quarterly, next printfout or
Semiannual annual report is
printed out

FIN-04- Report of Cash Received 3 years, provided | Paper
A23 audited
FIN-04- Report of Cash Recelved 3 years, provided | Electronic
A23 audited
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

completed and
accepted

E CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) () (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of
Number Type State
Or OHS-LGRP
FIN-O4- Deposit Refund Requests Until deposit is Paper
A24 funded and
account audited
FIN-04- Deposit Refund Requests Until deposit is Electronic
A24 funded and
account audited
FIN-04- Encumbrance and Expenditure | 7 years, provided | Paper n .
A25 Journal audited ‘?
FIN-04- Encumbrance and Expenditure | 7 years, provided Eleo‘rronic;;;‘h_.w c g“ e f:wﬂja
A25 Journal audited ajcit raport has basp
raleased ourszant Io
FIN-04- General Ledger 25 years Paper Ste. 117.25 O.R.0.
Q26
FIN-04- General Ledger 25 years Electronic
A26
FIN-04- Insurance Policies 2 years dfter Paper
A27 expiration,
provided all
_ : claims settled
FIN-04- Investment Records 3 years, provided | Paper
A28 audited
FIN-04- Invoices and Supporting 3 yedars Paper
A29 Documents
FIN-04- Pay-In Records 3 years, provided | Paper
A30 audited
FIN-04- Pay-In Records 3 years, provided | Electronic
A30 audited
AIN-04- Performance Bonds After project is Paper
o1 successfully

7/98




Form RC-2

Page 10 of 18

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
{political subdivision) (unit)
(5) (6) (7) (8) 9
Schedule Record Title and Description Retention Period Media For use by Auditor of
Number Type State
Or OHS-LGRP
FIN-04- Permits 3 years, provided | Paper T S
A32 audited SIS b f e
FIN-04- Prevailing Wage Records 3 years Paper
A33
FIN-O4- | Purchase Orders
A34 Original 3 years Paper
Copies Until no longer
adminisiratively
necessary
FIN-04- Purchase Orders 3 years Electronic
A34
FIN-04- Reconciliation Sheets, Bank 3 years, provided | Paper
A35 Accounts audited
FIN-04- Retirement System Permanent Paper
A36 Paymeni/Records
FIN-04- Special Assessments Until paid off and | Paper
A37 audited
FIN-04- Surety Bonds of Officials or 10 years after Paper
A38 Employees fermination of
officer or
employee
FIN-04- Tax Abatement Records Duration of the Paper
A39 abatement pius 1
year
FIN-04- Vouchers
A40 Originall 3 years, provided | Paper
audited
Copies Until no longer Paper
administratively
necessary
FIN-04-B1 Accounts Receivable 6 years Paper
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(%) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
FIN-04-B2 | Annual Summary of Cash 3 years, provided | Paper Auditad maans: the yeors
Collected audited 2 ssed by the records
dited By the
FIN-04-B3 | Business Income Tax 6 years Paper Lie
Reconciliation Form "
FIN-04-B4 | Closed Account 6 years Paper o
FIN-O4-BS | Control Sheet 6 years Paper
FIN-04-B6 | Corporate Partnership Fiduciary 6 years Paper
Income Tax Return
FIN-04-B7 | Daily Posting Recapitulation 3 years, provided | Paper
audited
FIN-04-B8 | Detailed Cash Receipt Record 6 years Paper
FIN-04-B9 | Delinquent Accounts Records Until paid and Paper
audited
FIN-04- Declaration of Estimated Income | 6 years Paper
B10 Tax, Business and Individual
FIN-04- Final Retum for the year 6 years Paper
B11
FIN-04- Individual's Tax Retum 6 years Paper
B12
FIN-O4- Quarterly Notice Installment Due | 6 years Paper
B13
FIN-04- Quarterly Payment Statement 6 years Paper

B14
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

Page 12 of 18

CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
5) (6) (7) (8) (9
Schedule Record Title and Description Retention Period Media | For use bym
Number Type Or OHS-LGRP
FIN-04- Refund Voucher 6 years Paper
B15
FIN-04- Uncollectible Income Tax 6 years Paper
B16 Accounts
POL-04-1 | Arrest Cards/Records (Non- 15 years Paper
Traffic)
POL-04-2 | Arrest Cards/Records (Traffic) 10 years Paper
POL-04-3 | Arrest Cards/Records/Reports Uniil person turns Paper
(Juvenile) 18 years of age
or when
expungement
order received
from a Court
POL-04-4 | Arrest Reports (Adulis) 50 years Paper
POL-04-5 | Criminal Case Files 6 years, providing | Paper
(Felonies except Homicide) no action
pending
POL-04-6 | Criminal Case Files 2 years, providing | Paper
(Misdemeanors) no action
pending
POL-04-7 | Incident Log/Reports 5 years Paper
POL-04-8 | Investigations
i ; Paper
Homicide & Rape (excluding Permanent
evidence) - Pending
Homicide & Rape (including égggg:: afet i Paper
evidence) — Closed ehLister
Intemal Affairs 4 yeqrs Paper
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

N CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) (unit)
(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
LEG-04-1 | Case Files, Civil 10 years, Paper
providing no
acftion pending
LEG-04-2 | Case Files, Criminal 20 years, Paper
providing no
action pending
LEG-04-3 | City Property Files Permanent Paper
LEG-04-4 | Deeds Permanent Paper
LEG-04-5 | Easements Permanent Paper
— LEG-04-6 | Worker's Compensation Claims 10 years after Paper
date of final
payment
PK-04-1 Plans of Park Property Permanent Paper
PK-04-2 Shelfer House Permits 2 years Paper
PER-04-A1 | Application for PERS Refund or Permanent Paper
Waiver
PER-04-A2 | Employee Income Tax 3 years affer Paper Auditad means: fhe years
Withholding Cerfificate fermination of Sntompassss by 1
employment, j}l-'ﬂ:as_ﬁe :w;;i
provided audited i ol g
Withholding Payment Record 6 years, provided | Paper f'jflﬁ,f*’cq;jfﬁ g
Qudﬂ'ed ;ﬁkmﬁud pﬂ;uu-“.-ii
S3c 11725000
PER-04-A3 | Employee Payroll Records Continually updated | Paper
unfil termination,
then place into
] prersonnel file or
enter data onto
Employee History
Card.
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From:

Page 14 of 18

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUANCE SHEET

Village of Grand Rapids

Administrator

(political subdivision)

{unit)

(5) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
PER-04-A4 | Employee Withholding Requests Until replaced or | Paper
revoked by
employee
PER-04-A5 | Leave Balances/Reports
, Unttil incorporated Paper
Bi-weekly Report of Leave Use In annual leave
and Balances balances report
Annual employee leave 5 years Paper
use/balances report P
Annual leave use and balances | 25 years
» ; Paper
by municipal unit
Individual employee Continually Paper
maintained and
updated in
personnel! file.
Purge 2 vrs affer
fermination
providing no
oufstanding
balances.

PER-04-Aé | Payroll Journal/Record Audsted means B ver
Annual Cumulative Printout 50 years Paper }255__,% been quis ;
Weekly/Monthly Payroll Journal 3 years, provided | Paper ﬁiﬁﬁ_ﬁif ¢f Staia znd i

audited and faifﬁﬂl r:m has heen
- Teigased pursuant &

sl iy Ssc. 117.25 DAL

employee payroll :

data retained in

personnel file,

PER-04-A7 | Reports to Retirement System 50 years Paper

PER-04-A8 | State Income Tax Report 25 years Paper

PER-04-A9 | Tax Withholding Reports 6 years, provided | Paper

audited
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

Vacation, Overtime, etc.

balances
journalized

. CONTINUANCE SHEET
From: _Village of Grand Rapids Administrator
(political subdivision) {unit)
(3) (6) (7) (8) (9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
PER-04- W-2 Forms 6 years, provided | Paper
Al10 audited
PER-04- W-4 Forms Until superseded | Paper & e i
Al or employee EHRKLGF-0f ““jf“ ond g
terminates if}fi’:f‘}”gi_ e
PER-04-B1 | Application for Employment be. 11725 0Re
- | Person Hired Place in Personnel | Paper
File
Person Not Hired Destroy after 2 Paper
years
Copies Until no longer Paper
administratively
g needed
reR-04-B2 | Employee Performance 5 years Paper
Evaluation
PER-04-B3 | Employee Sick leave and Confinually
Vacation Balances updated by fiscal
office until
employee
terminates.
Balances verified
yearly and
recorded in
personnel file.
PER-04-B4 | Employee Time Cards/Sheets 3 years Paper
PER-04-B5 | Employee Training Records Place in Personnel | Paper
File
PER-04-B6 | Job/Position Descriptions One year affer Paper
superseded
. eR-04-B7 | Leave Requests - All types - Sick, 3 years provided | Paper
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUANCE SHEET

Village of Grand Rapids

Administrator

(political subdivision)

{unit)

(%) (6) (1) (8) 9)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
PER-04-B8 | Letter of Appointment Place in Personnel | Paper
File
PER-04-B9 | Lefter of Resignation Place in Personnel | Paper
File
PER-04- Personnel File/Records Purge 2 years Paper
B10 affer employee
leaves municipal
service.
Retain permanent record
of sewvice time, salary
history, leaves balances,
faxes paid, resignation
letter, retirerment
information and waivers.
In lieu of these documents,
use a duly cerfified
Employment History Card.
Retain OSHA related
records 20 years.
PER-04- Promation Action Place in Personnel | Paper
B11 File
PER-04- Record of Disciplinary Action 4 years Paper
B12
WA/WS- Applications for Service Until Service Paper
04-Al Terminated
WA/WS- Application for Water or Sewer 1 year after final Paper
04-A2 Tap Permits decision
rendered
WA/WS- Curb Box Location Records Permanent Paper
04-A3
WA/WS- Customer Meter Reader Cards 2 years Paper
04-A4
~ WA/WS- Meter and Valve Location Record | Permanent Paper
04-A5
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From:

(5)

Page 17 of 18

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUANCE SHEET

Village of Grand Rapids

Administrator

(political subdivision)

(unit)

(6) (7) (8) @)
Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
WA/WS- Meter Reading Records 4 years Paper
04-Aé
WA/WS- Meter Test Records 3 years Paper
04-A7
WA/WS- Monthly Account Register 10 vears Paper
04-A8
WA/WS- Monthly Collection Report 3 years, provided | Paper
04-A9Q audited
WA/WS- Property Records (Deeds, Right- Permanent Paper
04-A10 of-was, Annexations, Vacations
Easements)

WA/WS- Ratfe Schedules Until Superseded | Paper
04-AT11
WA/WS- Security Deposit Records Unfil refunded to | Paper
04-Al12 Depositor
WA/WS- Sewer Rent Records 3 years, provided | Paper
04-A13 audited
WA/WS- Sewer/Water Billing Stubs 3 years, provided | Paper
04-A14 audited
WA/WS- Shut-off Lists 3 years Paper
04-A15
WA/WS- Suspense Account Record Until account Paper
04-A16 seffled, provided

audited
WA/WS- Water and Sewer Receipt Books 2 years, provided | Paper Audited means: he vaars
a-Al7 desiic @mmméezﬁ“@ the reeords

havs boon audii=d by tha

WA/WS- Water and Sewer Tap Records Permanent Paper i
04-A18

il

L& Ml &
ST i 4 L F
wal, il 129 lj
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUANCE SHEET

Village of Grand Rapids

Administrator

(political subdivision)

(©)

(7)

(8)

(unit)

(9)

Schedule Record Title and Description Retention Period Media For use by Auditor of State
Number Type Or OHS-LGRP
WA/WS- Water Main Location Records Permanent Paper
04-A19
WA/WS- Water Usage Reports 3 years Paper
04-A20
WA/WS- Analytical Data/Chemical 10 years Paper
04-B1 Analysis/Monitoring Records/EPA
Reports/Water Quality Reports,
Operatfing Logs/Monthly Reports -
all types
WA/WS- Flow Charts - Fluids 5 years Paper
04-B2
| WA/WS- Laboratory Testing Records 5 years Paper
04-B3
WA/WS- Monthly Laboratory Testing 25 years Paper
04-B4 Summary Reports
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