




Board Packet 
January 8, 2009 

 
 

Executive Summary 
Agenda Item 28 

Approve Records File Plan  
 

 
 
BACKGROUND: At its November 13, 2008 meeting, the Board tabled this item at the 
request of Director Tullos to allow for her to meet with Mike Petter and Norma 
Chakrabarty to review the plan in more detail. We anticipate this meeting will occur 
before the Board meeting. 
 
FINANCIAL:  N/A 
 
RESOURCE:  Tom Clark / Norma Chakrabarty 
 
LEGAL: Tony Corbett has reviewed and approved the file plan 
 
RECOMMENDATION:  Staff recommends approval so it can proceed with 
implementation and destruction of old documents. If the Board agrees, the following 
motion is recommended; “Motion to approve the records file plan as attached”. 
 
COMMITTEE PARTICIPATION:  N/A 
 
ATTACHMENT:  Records File Plan  
 
 



                                                                       BRUSHY CREEK MUNICIPAL UTILITY DISTRICT FILEPLAN
Access Security Records, electronic data Until access terminated 5825-01
Accident & Damage Reports (Property) 3 Years 1075-15
Accident Reports, adults 5 Years 1000-20
Accident Reports, minors 5 Years or 2 Years after age 18 1000-43
Accounting Policies & Procedures Until Superseded + 5 Years 1025-25
Accounts Payable & Disbursements Fiscal Year End + 3 Years 1025-26
Accounts Payable & Disbursements, capital equipment/fixed assets Fiscal Year End/date of disposal + 3 Years 1025-39
Accounts Payable & Disbursements, fund transmittal reports Fiscal Year End/report coverage + 3 Years 1025-40
Accounts Receivable Fiscal Year End/date of receipt + 3 Years 1025-27
Accounts Receivable, accounts deemed uncollectable Fiscal Year End/write-off date + 3 Years 1025-44
Accounts Receivable, deposits for deliveries of services Fiscal Year End/terminate/refund + 3 Years 1025-43
Accounts Receivable, liens Fiscal Year End/release lien + 3 Years 1025-42
Accounts Receivable, remit to State Comptroller of Public Accounts Remittance Due Date + 5 Years 1025-41
Affidavits of Publication, all other legal notices 2 Years 1000-46
Affidavits of Publication, election notices-not federal office Election + 22 Months 1000-45
Affidavits of Publication, ordinances Permanent 1000-21
Agendas, agenda packets & documentation 2 Years, recommend permanent for historical 1000-01
Annexations, Disannexations, Abolition, Jurisdictional Records 5 Years (possible permanent) 1000-22
Appraisal District Budgets (Property Tax Collection) 3 Years 3000-01
Appraisal Field Notes (Property Appraisal) Administrative Value, exempt 2975-04
Attendance Reports (Parks & Recreation), annual Permanent 5525-01
Attendance Reports (Parks & Recreation), daily/weekly 1 Year, exempt 5525-08
Attendance Reports (Parks & Recreation), monthly 3 Years 5525-07
Audio Tapes, meetings-minutes 90 Days, exempt 1000-11
Audio Tapes, meetings-no minutes Permanent 1000-09
Audio Tapes, workshops 2 Years 1000-10
Audit Trail Records, electronic data audits Until audit requirements met 5800-01
Audits, annual/biennial cumulative audit Permanent 1025-01
Audits, annual/biennial/periodic included in cumulative audit 2 Years 1025-10
Audits, annual/biennial/periodic not included in cumulative audit Permanent 1025-11
Audits, special Permanent 1025-12
Audits, working papers, summaries, etc. Resolution + 3 Years 1025-13
Awards & Commendations (Personnel) Date of separation + 2 Years 1050-03
Bacteriological Analysis (Water/Wastewater) 5 Years 5025-01
Bank Security Records Termination + 4Years 1025-02
Banking Records, statements, registers, deposits, etc. Fiscal Year End + 5 Years 1025-28



Batch Data Entry Control Records, electronic data Administrative Value, exempt 5825-02
Bids & Bid Documentation, informal bids 1 Year, exempt 1075-05
Bids & Bid Documentation, successful Fiscal Year End of award + 3 Years 1075-01
Bids & Bid Documentation, unsuccessful 2 Years 1075-04
Bloodborne Pathogen Training (Personnel) 3 Years 5750-01
Blueprints & Specifications (Building), commercial/non-residential  Life of Structure 5250-01
Blueprints & Specifications (Building), miscellaneous Administrative Value, exempt 5250-13
Blueprints & Specifications (Building), residential  Administrative Value, exempt 5250-12
Bond Records  Permanent 1025-03
Bond Records, certificates& redeemed coupons  Payment + 1 Year 1025-14
Bond Records, exchange/conversion/replacement by bondholder 1 Year, exempt-bond register 1025-16
Bond Records, exchange/conversion/replacement by bondholder Permanent-no bond register 1025-17
Bond Records, registers Permanent 1025-15
Budgets, annual Permanent 1025-04
Budgets, budget change documentation 2 Years 1025-21
Budgets, encumbrance & expenditure reports 2 Years 1025-20
Budgets, special Permanent 1025-18
Budgets, working papers 2 Years 1025-19
Building Master Record Permanent 5250-03
Building Permit Applications, denied 1 Year, exempt 5250-15
Building Permit Applications, granted 5 Years/Date of Issuance of CO + 5 Years 5250-04
Building Permit Logs- No Building Master Record Permanent 5250-16
Building Permit Logs-Building Master Record Administrative Value, exempt 5250-05
Building Permits & Certificates of Occupancy-No Permit Log or Master Record Permanent 5250-06
Building Permits & Certificates of Occupancy-Permit Log or Master Record Administrative Value, exempt 5250-17
Building Trades Occupational Licensing Records Expiration + 3 Years 5250-07
Campaign Finance Reports & Filings Date of Filing + 2 Years 3125-01
Campaign Finance Reports & Filings, designation of treasurers Termination of Appointment + 2 Years 3125-04
Candidacy Applications & Certifications, applications Election + 2 Years 3125-02
Candidacy Applications & Certifications, certifications-authority preparing ballot Election + 2 Years 3125-06
Candidacy Applications & Certifications, certifications-authority receiving application Administrative Value, exempt 3125-05
Candidacy Applications & Certifications, declaration-as independent candidate Day after general election, exempt 3125-07
Candidacy Applications & Certifications, declaration-as write-in candidate Election + 2 Years 3125-08
Candidacy Applications & Certifications, withdrawal of candidacy Election + 2 Years 3125-09
Capital Assets Records, equipment/property cost/depreciation Fiscal Year End of date of disposal + 3 Years 1025-22
Capital Assets Records, equipment/property history Fiscal Year End of date of disposal + 3 Years 1025-05
Capital Assets Records, equipment/property inventories Until Superseded + 3 Years 1025-23



Capital Assets Records, sale/auction/disposal of equipment/property 1 Year, exempt 1025-24
Certificates & Licenses (Personnel) Until superseded/separation + 5 Years 1050-04
Chargeback Records to Data Processing Services Users Fiscal Year End + 3 Years 5825-03
Charters Permanent 1000-23
Chemical Analysis (Water/Wastewater) 10 Years 5025-02
Communications with Regulatory Authority (Utility Services) 2 Years 5000-01
Complaints (General) Resolution + 2 Years 1000-24
Complaints (Utility Services) Resolution + 2 Years 5000-02
Computer Job Schedules & Reports 90 Days, exempt 5825-04
Confidentiality Requests (Utility Services), in customer account history Administrative Value, exempt 5000-03
Confidentiality Requests (Utility Services), not in customer account history Until Destruction of Customer Records 5000-20
Conflict of Interest Affidavits (Personnel) Date of leaving position + 5 Years 1050-05
Construction Project Files Permanent 1075-16
Contracts, Leases, Agreements Term + 4 Years recommend some permanent 1000-25
Correspondence, Internal Memoranda-administrative 2 Years 1000-47
Correspondence, Internal Memoranda-policy/program development 5 Years 1000-26
Correspondence, Internal Memoranda-routine reference, blank forms Administrative Value, exempt 1000-48
Cost Allocation & Distribution (Accounting) Fiscal Year End + 3 Years 1025-29
Customer Account Histories (Utility Services) Close of account + 2 Years 5000-05
Customer Usage Reports/Plans (Utility Services) 3 Years 5000-06
Data Processing Planning Records 5 Years 5825-06
Data Processing Policies & Procedures Until superseded + 5 Years 5825-05
Dedications Permanent 1000-02
Deduction Authorizations (Payroll) Date of separation/termination + 4 Years 1050-50
Deeds Permanent 1000-27
Demolition Records (Building) Demolition + 3 Years 5250-09
Direct Deposit Applications/Authorizations (Payroll) Until superseded, exempt 1050-51
Disaster Preparedness & Recovery Plans, data processing Until superseded, exempt 5825-07
Disciplinary & Adverse Action Records (Personnel) Close of case + 2 Years 1050-07
Discontinuance of Service (Utility Services) 1 Year, exempt 5000-07
Earnings & Deduction Records, master payroll register Fiscal Year End + 3 Years 1050-66
Earnings & Deduction Records, payroll information 4 Years 1050-52
Earnings & Deduction Records, pension/deferred comp information Permanent 1050-65
Earnings & Deduction Records, subsidiary payroll register-contained in master Administrative Value, exempt 1050-68
Earnings & Deduction Records, subsidiary payroll register-not contained in master Fiscal Year End + 3 Years 1050-67
Easements Permanent 1000-28
Election Contracts Termination + 4Years 3100-02



Financial Reports, annual Permanent 1025-33

Election Minutes, Notices, Orders, minutes of governing body Permanent 3100-03
Election Minutes, Notices, Orders, multiple elections/procedures-not in minutes Permanent 3100-15
Election Minutes, Notices, Orders, multiple elections/procedures-in minutes Administrative value, exempt 3100-14
Election Minutes, Notices, Orders, not federal office Election + 60 Days  3100-12
Election Petitions Election/Filing + 2 years 3100-05
Election Returns, county elections 3100-06
Election Returns, maintained by local canvassing authorities Permanent 3100-22
Electronic Media Library System Files Until media destroyed/withdrawn 5825-08
Employee Pension & Benefits, annual reports Permanent 1050-42
Employee Pension & Benefits, enrollment-agency retains, life/health/disability Termination of coverage + 4 Years 1050-41
Employee Pension & Benefits, enrollment-agency retains, pension/deferred comp Permanent 1050-40
Employee Pension & Benefits, enrollment-retirement system retains Administrative value, exempt 1050-39
Employee Pension & Benefits, plans Termination of plan + 1 Year 1050-08
Employee Recognition 2 Years 1050-09
Employee Security, keys, ids, passes, etc. Until superseded + 2 Years 1050-10
Employee Selection Records Creation + 2 Years 1050-11
Employee Service Records Permanent 1050-12
Employment Advertisements & Announcements 2 Years 1050-13
Employment Applications Creation + 2 Years 1050-14
Employment Applications, samples of publications, artwork, etc. Administrative value, exempt 1050-44
Employment Applications, transcripts of persons hired, if required Date of separation + 5 Years 1050-45
Employment Contract/Collective Bargaining Effective date + 4 Years 1050-15
Environmental Protection & Natural Resources Management Plans Permanent 5450-02
Environmental Quality Review Records Permanent 5450-03
Equal Employment Opportunity Records & Reports 3 Years 1050-16
Equal Employment Opportunity Records & Reports, case files Resolution + 3 Years 1050-46
Equal Pay Records 2 Years 1050-17
Equipment History (Utility Services), calibration/testing & monitoring equipment 3 Years 5000-22
Equipment History (Utility Services), installation Life of Asset 5000-08
Equipment History (Utility Services), maintenance/facilities/tires 3 Years 5000-21
Equipment Inventory (Utility Services) Until Superseded/Permanent 5000-09
Facility Chemical Lists (Workplace Safety) Until superseded, exempt 5750-02
Federal & State Tax Forms & Reports, reporting of payroll & unemployment taxes Tax due date + 4 Years 1050-69
Federal & State Tax Forms & Reports, withholding for payroll tax purposes Date of separation/amendment + 4 Years 1050-53
Fidelity Bonds (Personnel) Life of bond + 5 Years 1050-18
Financial Disclosure Statements (Personnel) 2 Years 1050-33



Maintenance, Repair, Inspection Records, vehicles & equipment-maintenance/repair Life of Asset 1075-24

Financial Reports, capital improvements Permanent 1025-25
Financial Reports, less than annual Fiscal Year End + 3 Years 1025-07
Financial Reports, long range fiscal planning Permanent 1025-34
Grant Development, financial/performance/compliance reports Fiscal Year End + 7 Years 1025-36
Grant Development, records used in unsuccessful grant proposals Administrative Value, exempt 1025-38
Grant Development, reports, etc. used in successful grant proposals 3 Years 1025-37
Grant Development, successful grants applications Fiscal Year End + 7 Years 1025-08
Grievance Records (Personnel) 2 Years 1050-20
Groundwater Monitoring (Solid Waste/Hazardous Waste) Life of Facility 5050-03
Groundwater Monitoring (Water/Wastewater) 3 Years 5025-03
Hardware Documentation, electronic data Until no longer required 5800-03
Horticultural Files (Parks & Recreation) Administrative Value, exempt 5525-02
Input Documents, electronic data Until all data entered 5825-09
Inspection Records (Building) 3 Years 5250-08
Inspection Records (Water/Wastewater) 3 Years 5025-04
Insurance Policies Term + 4 Years 1000-29
Inventory Appraisal, Applications for September, approved Until cancellation 2975-08
Inventory Appraisal, Applications for September, denied 2 Years 2975-25
Inventory Records (Parts & Supplies) 1 Year, exempt 1075-02
Investment Transaction Records Fiscal Year End + 5 Years 1025-09
Job Performance Evaluations Until superseded + 2 Years 1050-21
Lead & Copper Compliance (Water/Wastewater) 12 Years 5025-05
Leave Records, leave or hours-to-date registers Fiscal Year End + 3 Years 1050-71
Leave Records, request/authorizations for leave Fiscal Year End + 3 Years 1050-70
Leave Records, time summary/leave status reports 2 Years 1050-72
Leave Records, unused accumulated sick leave Permanent 1050-54
Ledgers, Journals, Entry Documentation, general ledger-audit Fiscal Year End + 5 Years 1025-30
Ledgers, Journals, Entry Documentation, general ledger-no audit Permanent 1025-45
Ledgers, Journals, Entry Documentation, journal vouchers & entries Fiscal Year End + 5 Years 1025-48
Ledgers, Journals, Entry Documentation, journals Fiscal Year End + 5 Years 1025-47
Ledgers, Journals, Entry Documentation, subsidiary ledger Fiscal Year End + 5 Years 1025-46
Legal Opinions Permanent 1000-30
Litigation Case Files Administrative Value, exempt   permanent  1000-31
Lost & Stolen Property Reports (Facilities) Fiscal Year End + 3 Years 1075-17
Maintenance, Repair, Inspection Records, facilities-maintenance/repair/inspections 3 Years 1075-26
Maintenance, Repair, Inspection Records, facilities-routine cleaning, inspection 1 Year, exempt 1075-25



Payroll Action or Information Notices, hiring, termination, etc. 2 Years 1050-55

Maintenance, Repair, Inspection Records, vehicles & equipment-routine inspection 1 Year, exempt 1075-18
Maps & Plats (Utility Services), all other utilities Until Superseded 5000-23
Maps & Plats (Utility Services), landfills Permanent 5000-10
Master Files, electronic data Until 3rd system backup cycle/as required 5800-04
Material Safety Data Sheets (MSDS) (Workplace Safety) Administrative value, exempt 5750-05
Medical & Exposure Reports (Personnel), if required for hiring 2 Years 1050-22
Medical & Exposure Reports (Personnel), monitoring reports 30 Years 1050-49
Medical & Exposure Reports (Personnel), periodic monitoring for all other employees Until superseded + 2 Years 1050-48
Medical & Exposure Reports (Personnel), periodic monitoring if exposed to toxins, etc. Date of separation + 30 Years 1050-47
Meter Reading (Utility Services) 3 Years 5000-11
Minutes, notes for written minutes Permanent 1000-08
Minutes, staff meetings Administrative Value, exempt 1000-32
Minutes, supporting documents 2 Years 1000-13
Minutes, written Permanent 1000-03
Miscellaneous Applications & Permits (Building), granted 5 Years 5250-10
Network Circuits Inventory Until superseded, exempt 5825-10
Network Implementation Files Until superseded, exempt 5825-11
News Releases Administrative Value, exempt 1000-33
Notices to Taxpayers (Property Appraisal) 1 Year, exempt 2975-11
Oaths of Office Until superseded + 5 Years 1050-23
Open Meeting Notices  2 Years 1000-04
Open Meeting Notices/Hearing Schedules (Tax Appraisal Review Boards) 2 Years 2950-04
Open Records Requests Resolution + 1Year, exempt 1000-34
Operating System & Hardware Conversion Plans Completion of conversion + 1 Year 5825-12
Operation & Maintenance Manuals (Utility Services) Until Superseded 5000-12
Operational Permits & Approvals (Water/Wastewater), permits/approvals Expiration + 5 Years 5025-06
Operational Permits & Approvals (Water/Wastewater), variance/exemption Expiration + 5 Years 5025-16
Operations Records (Water/Wastewater), logs/reports less then annual 3 Years 5025-17
Operations Records (Water/Wastewater), monitoring 3 Years 5025-07
Operations Records (Water/Wastewater), reports annual/biennial Permanent 5025-18
Ordinances, Orders, Resolutions Permanent 1000-05
Organizational Charts Until Superseded, exempt 1000-35
Output Records for Computer Production Administrative value, exempt 5825-13
Party Certifications & Notices, lists & certifications of party candidates in primaries Day after general primary election, exempt 3125-03
Party Certifications & Notices, notices of  elected party officers Until superseded, exempt 3125-10
Payroll Action or Information Notices, adjustments to payroll & leave Fiscal Year End + 3 Years 1050-73



Reports & Studies (Non-Fiscal)-less than annual 3 Years 1000-54

Permits & Licenses (General) Expiration + 2 Years 1000-36
Personnel Action or Information Notices 2 Years 1050-24
Personnel Studies & Surveys 3 Years 1050-25
Petitions Consideration + 2 Years 1000-06
Photographs, Other Non-textual Media Permanent 1000-37
Planning Studies & Reports (Utility Services) Permanent 5000-13
Policies & Procedures (General) Until Superseded, exempt 1000-38
Position Description, Classification, Staff Monitoring Until superseded + 4 Years 1050-26
Position Description, Classification, Staff Monitoring, personnel requisitions 2 Years 1050-61
Position Description, Classification, Staff Monitoring, staffing/vacancy reports Until superseded, exempt 1050-60
Postal & Delivery Service, meter & permit usage 1 Year, exempt 1075-40
Postal & Delivery Service, registered, certified, etc. 1 Year 1075-42
Private Utility Plans & Maps (Utility Services) Administrative Value/Until Superseded, exempt 5000-14
Processing Files, electronic data Until 3rd system backup cycle 5800-05
Proclamations 2 Years 1000-07
Program Files (Parks & Recreation) 2 Years 5525-03
Project Files, electronic data, project management, etc. Completion of project + 3 Years 5825-15
Project Files, electronic data, routine status reports, etc. Administrative value, exempt 5825-18
Public Works & Services Planning Studies & Reports Permanent 5200-01
Publications Permanent 1000-39
Purchase Order & Receipt Records Fiscal Year End + 3 Years 1075-03
Purchase Order & Receipt Records, packing slips Administrative Value, exempt 1075-06
Purchase Order & Receipt Records, vendor/commodity lists Until superseded 1075-07
Quality Assurance Records, electronic data Until no longer required 5825-14
Rate Schedules, Regulations, Changes (Utility Services), operator Permanent 5000-15
Rate Schedules, Regulations, Changes (Utility Services), proposed/appealed Administrative Value 5000-25
Rate Schedules, Regulations, Changes (Utility Services), regulatory authority 5 Years 5000-24
Ration Studies (Property Appraisal) Administrative Value, exempt 2975-15
Records Management-destruction documentation Permanent 1000-49
Records Management-plans & policies Until Superseded, + 5 Years 1000-51
Records Management-records control schedules Permanent 1000-40
Records Management-records inventories Administrative Value, exempt 1000-50
Recount Records (Elections) Election + 60 Days/+ 22 Months 3100-11
Reduction in Force Plans (Personnel) Until superseded/2 Years from last RIF 1050-27
Reports & Studies (Non-Fiscal)-activity reports 1 Year 1000-55
Reports & Studies (Non-Fiscal)-annual Permanent 1000-41



Vehicle Assignment Records (Facilities) 2 Years 1075-21

Reports & Studies (Non-Fiscal)-special, by order of CAO 5 Years 1000-53
Reports & Studies (Non-Fiscal)-special, by order of governing body Permanent 1000-52
Reports of Building Permits Issued, annual Permanent 5250-11
Reports of Building Permits Issued, monthly 3 Years 5250-19
Requests & Authorizations to Engage in Reimbursable Activities (Personnel) Fiscal Year End + 3 Years 1050-58
Reservation/Registration (Parks & Recreation), logs/applications 2 Years 5525-04
Reservation/Registration (Parks & Recreation), waivers/parental consent forms Cessation of activity + 2 Years 5525-09
Sanitary Surveys (Water/Wastewater) 10 Years 5025-09
Service Applications & Deposits (Utility Services), applications 1 Year, exempt 5000-16
Service Applications & Deposits (Utility Services), deposits/refunds Fiscal Year End of refund/credit + 3 Years 5000-26
Service Applications & Deposits (Utility Services), unclaimed deposits 4 Years 5000-27
Service Interruption Records (Utility Services) 3 Years 5000-17
Service Requests/Work Orders (Facilities, Vehicles, Equipment) 2 Years 1075-19
Service Requests/Work Orders (Public Works) 2 Years 5200-02
Source Documents for Electronic Records Retention for the type of records 5800-07
Swimming Pool Reports (Parks & Recreation) 3 Years 5525-05
System Activity Monitoring Administrative value, exempt 5825-16
Tap & Hook-Up Logs (Water/Wastewater) Permanent 5025-10
Tax Collection, Delinquency, Property Value Reports, annual Permanent 3000-21
Tax Collection, Delinquency, Property Value Reports, monthly Fiscal Year End + 3 Years 3000-11
Tax Correspondence (Property Tax Collection) 2 Years 3000-12
Tax Deferral Affidavits (Property Appraisal) Until Delinquent Taxes Paid 2975-19
Tax Rate Calculation Worksheet/Notices (Property Tax Collection) 3 Years 3000-15
Tax Receipts (Property Tax Collection) Fiscal Year End + 3 Years 3000-16
Technical Documentation, electronic data Until no longer required 5800-08
Telephone Logs/Activity Reports, internal control purposes 2 Years 1075-43
Telephone Logs/Activity Reports, used for cost allocation Fiscal Year End + 3 Years 1075-41
Time & Attendance Reports (Personnel) 4 Years 1050-56
Training & Educational Attainment, certificates, etc. Date of separation + 5 Years 1050-28
Training & Educational Attainment, in-house training 3 Years 1050-62
Training & Educational Attainment, skill/achievement measurements 2 Years 1050-64
Training & Educational Attainment, training manuals, etc. Until superseded, exempt 1050-63
Unclaimed Property Documentation (Accounting) Date property reportable + 10 Years 1025-32
Unemployment Compensation Claims Files 5 Years 1050-29
Usage Reports (Facilities, Vehicles, Equipment) Fiscal Year End + 3 Years 1075-20
Usage Reports (Facilities, Vehicles, Equipment), reservation logs 2 Years 1075-27



Workplace Chemical Lists (Workplace Safety) 30 Years 5750-06

Verification of Employment Eligibility Date of hire + 3 Years, separation + 1 Year 1050-30
Violation Reports (Water/Wastewater) Last action regarding violation + 3 Years 5025-11
Visitor Control Registers (Facilities) 3 Years 1075-22
Visitor's Logs (Parks & Recreation) 2 Years 5525-06
Wage & Salary Rate Tables Permanent 1050-59
Waivers of Liability (General) End of Activity + 3 Years 1000-42
Warranties (Vehicles, Equipment) Expiration + 1 Year, exempt 1075-23
Water Pollution Control & Abatement Files 5 Years 5025-15
Water Quality Management Plan Life of Plan + 2 Years 5400-03
Work Orders (Utility Services) 2 Years 5000-19
Work Schedules (Personnel) 1 Year, exempt 1050-31
Workers Compensation Claims Files 5 years 1050-32




