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VILLAGE OF BEAVERDAM RECORDS RETENTION SCHEDULE

Account Records

Agendas

Amended official Certificate of Estimated Resources

Annual Budget Resolution

Annual Financial Report

Annual Financial Report to Auditor of State

Annual Inventory

Annual Report

Application of employment
Appropriation Ledger

Audit reports - Federal/State Internal
Bank Statement - Reconciliations
Bank Deposit Slips

Bids - Unsuccessful

Bids - Successful

Board of Zoning Appeals - Case files
Board of Zoning Appeals - Minutes
Bond Register (Revenue Book)
Bonds, Officials

Bonds

Budgetary & Fiscal Worksheet

Void checks

10 years after last entry provided audited
Incorporate into minutes and destroy

5 years

5 years

Permanent

5 years

5 Fiscal years, provided audited

Permanent

Retain w/personnel record if hired. Other destroy after 5 years

5 Fiscal years, provided audited

Permanent

5 Fiscal years, provided audited

5 Fiscal years, provided audited

5 Fiscal years, providéd audited

15 years, provided equipment is out of service
Permanent

Permanent

20 Fiscal years after issue called

10 Fiscal years after termination of office of employees
5 Fiscal years after redemption, provided audited
5 Fiscal years, provided audited

5 Fiscal years, provided audited




Cash book/cash receipts and expenditures
Certifications - Publish of Legal Notices
Check Register - stubs/copies of checks
Contracts & Agreements

Ditch applications

Easements

Employment records

Equipment missed, damaged, destroyed
Gas slips

Grants

Income Tax Returns

Insurance Policies

Inventoris

Village Minutes

Receipts (Pay - in Orders)

Payroll Record

Permits

PERS Monthly Report

Personnel Records

Plats and Maps

Records of Committees Served on
Requisitions (Invoices/Purchase orders)

Resolution (copies)

5 years provided audited

5 years

5 fiscal years, provided audited
15 Fiscal years, provided audited
Permanent

Permanent

Permanent

5 years

5 years provided audited
Permanent

6 Fiscal Years

5 Fiscal years after expiration if all claims are settled

5 Fiscal years until superseded
Permanent
5 Fiscal years, provided audited

Permanent

1 Fiscal year, after expiration, provided audited

60 years

Permanent

Permanent

2 years, must be in Village Minutes

5 Fiscal years, provided audited

Retain copies 5 years after incorporation into the minutes




Sick, comp, vacation, leave records
Telephone bills

Time Sheets

Total Wage & Salaries Report
Vehicle Maintenance Reports
Vouchers & Invoices

W-2 forms

W-4 forms

Workers Compensation

Zoning Permit Applications
Purchase orders

Noxious Weed Complaints
Employee performance evaluation

Employee letter of resignation

Permanent

5 Fiscal years, provided audited
Permanent

5 years

Life of Vehicle, retain 1 copy in file
5 Fiscal years, provided audited
Permanent

Permanent

Permanent

Permanent

5 Fiscal years, provided Audited
Permanent

Permanent, retain in employee file

Permanent, retain in employee file

Thelma Cockrell
Dorothy Van Meter
Teresa Cameron
Gary Marshall
Barbara Gossard
Thomas Gossard

Yes
Yes
Yes
Yes
Yes
Yes

No
No
No
No
No
No



