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Bay County Michigan

Records Management Policy

It is the policy of Bay County, Michigan to maintain its records in accordance with all applicable
laws and statutes and in keeping with prudent fiscal and historical practices. It will, further,
retain its records for periods as required by law and as mandated by the demands and best
interests of its citizens.

On an annual basis, each department is to evaluate all stored records during the first quarter of
each year to determine if any can be legally removed from storage and properly discarded. This
avaluation is to be in compliance with previously approved individual department retention
schedules. Any and all documents determined to be qualified for removal shall be removed by
the department storing the documents. Nofification of such removal shall be made fo the
Buildings & Grounds Superintendent within 5 days of removal on a Records Management
Annual, First Quarter Report form.

The Buildings & Grounds Department will ensure that all departments that have official records
collections complete the records disposal evaluation task on an annual basis. All documents
regarding records storage changes, including the Annual report, will be retained by the Buildings
& Grounds Department.

Documents not considered official County records shall be disposed of in an environmentally
responhsible manner when the retention of them provides no additional substantive purpose,
Documents that are confidential or sensitive shall be shredded or otherwise mutilated.

Non-sensitive documents past their required retention period will be made available to the Bay

County Historical Saciety or the Bay County Genealogy Society bafore the destruction of such
records is undertaken.
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RECORDS MANAGEMENT
ANNUAL, FIRST QUARTER REPORT
Due No Later than April 1% Each Year

TO: Buildings & Grounds Superintendent

FROM:

DATE:

Prepared By: Date;
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Bay County Michigan
Revisions to Records Retention Schedule

Additions, revisions, and deletions to the Bay County Records Retention
Schedule shall be requested as follows:

ADDITIONS:

1. Obtain a Request for Revisions to the Records Retention Schedule forin from
Administrative Services.

2. Enter the Department and the name and telephone number of the person submitting the
request.

3. Provide a description of the records to be added to the Records Retention Schedule.
Inctude record format (media type) and if the record is the original or a duplicate.

4. Recommend a retention period for the new document and a reason fot such
recommendation.

REVISIONS:

1. Obtain a Request for Revisions to the Records Retention Schedule form from
Administrative Services.

2. Enter the Depariment and the name and telephone number of the person submitting the

request.

Attach a copy of the appropriate page of the current Records Retention Schedule,

Indicate needed revisions in ted,

5. Submit the marked up page(s) to the Administrative Services department,

=

DELETIONS:

1. Obtain a Request for Revisions to the Records Retention Schedule form from
Administraiive Services,
2. Enter the Department and the name and telephone number of the person submitting the
request.
Attach a copy of the approptiate page of the current Records Retention Schedule.
Indicate needed deletions in red. Provide a reason for the recommended deletion.
~ Submit the marked up page(s) to the Administrative Services department.

o

January 2004




Bay County
REQUESTS FOR REVISIONS TO THE

RECORDS RETENTION SCHEDULE

Department - Bureau/Division Dala

Parson lo Cantact Talephone No.

Indicate the type of revision requested:

0 ADDITION:

Depatiment:

Record Series Description (Brigfly describe the types of information in this category of records, including their purpose and

Junction): '

Record format: U Paper (0 Electronic U Microfilm
Record is:
1 Original Specify other departments that have duplicate copies:
O Duplicate Copy Specify the department that has original copy:
Suggested Retention Period:

Reason for suggestion:

(0 REVISION:

Attach a copy of the current Records Retention Schedule with requested revisions marked in red.

il DELETION:

Attach a copy of the current Records Retention Schedule with requested revisions marked in red.

Reason for deletion:

January 2004



The transfer of records to inactive storage or retrieval of records

Bay County Michigan
Transfer of Records
To/From Inactive Storage

from inactive storage shall be requested as follows:

Transfer to Storage

1.

Obtain Records Transfer Request forms and approved Records Storage containers from the
Buildings and Grounds Department

Place documents in storage containers as required in the Guidelines for Packing Boxes.

Preparc a Request For Transfer Of Records To Inactive Storage form, one for each container,
as follows:
a. Depariment Name
b, Records Retention Code (from Records Retention Schedule)
¢. Records Description (from Records Retention Schedule)
i. Records seties identifiers as necessary (i.c., alphabetical or numerical ranges)

ii. Provide additional detailed description as necessary
d. Enter date periods of records
e. Person preparing form and date

Contact Buildings and Grounds Depattment for pick-up

Retrieval from Storage

2. Oblain Records Retrieval Request forms from Buildings and Grounds Department

(or call the request in to the Inactive Records Center)

3, Prepate the Request For Retrieval Of Records From Inactive Storage form as follows:

a. Departinent Name

b. Recotds Storage Container numbez(s) from inventory list (for individual files, provide
records descriptions, date periods of records, ete.)

¢. Person preparing form and date

4, Forward the Retrieval Reauest Form to Buildines and Grounds Department

January 2004




BAY COUNTY MICHIGAN
REQEUST FOR RETRIEVAL OF
RECORDS FROM INACTIVE STORAGE

Department:

Date:

Prepared By:
January 2004




GUIDELINES
FOR
PACKING
BOXES

> Pack the same kinds of records, with the
same record series codes, together in the
same box

» Use standard letter/legal storage boxes that
are heavy duty, 10H x 12W x 15L

> Remove all documents from binders and
hanging folders

> Lay the box on its side for loading
documents so that the documents will not
keep falling inward and so that, when
turned upright, the documents in the box
will be upright

» Orient the documents in the box according
to whether they are legal or letter size (Try
not to mix collections of letter size and legal
size in same box)

> Fill the box completely whenever possible,
making the documents snug but not so tight
that you can’t remove a file

o If the box cannot be filled, use some filler to
prevent to documents from falling inward
January 2004




BAY COUNTY MICHIGAN
FILING/INDEXING GUIDELINES

GENERAL

The approved Records Retention Schedule lists an Item Number code that is unique for
the type of records series. The schedule gives a description of the records series, how
Jong the records series needs to be retained, and other pertinent information about it,

The Ttern Number should be used whenever documents are being filed, transferred to
inactive storage, or being listed as due for destruction. Tt should also be used when
requesting retrieval from storage.

In addition to the Bay County Item Number system, the identification parameters
and rules for documents that fall under the jurisdiction of State agencies must
ALSO adhere to any appropriate requirements of that entity.

The Item Number system can be augmented with additional sub-category numbers to
better identify desirable sub-systems. For example, fot large collections, a year
identifier could be added to the Ttem Number to provide more efficient access and
retricvability.

These concepts should apply equally to electronic records. Electronic documents are to
retained for the same time periods as paper documents, and should be organized in the
same manner as the paper equivalents. (It is not the document itself, but the content of
documents, whether paper or electronic, that dictates how and for how long they should
be maintained.)
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BAY COUNTY MICHIGAN
FILING/INDEXING GUIDELINES
(continued)

MAINTAINING ACTIVE FILES

Active filing systems should be set up in such a manner as to provide for efficient
retrieval of documents from the files, The files should be organized and identified
sufficiently to provide for easy access in the absence of the person normally maintaining

them.

The files should be arranged alphabetically, numerically, or chronologically as
dictated by the type of record

o Color coding and/or bar coding are useful concepts to employ with large
file collections

Appropriate filing folders should always be compatible with the filing equipment
in which they will be housed

o Use top tab folders for vertical file cabinets
o Use side tab folders for lateral filing systems

The potential number of documents in a single file should be taken into account
when deciding on the file folder style

o Overcrowded files should always be avoided
= They become cumbersome to retrieve from file drawers
» Jndividual documents can easily fall out of overcrowded files
o Consideration should be given to using file jackets in place of open folders

Use adhesive folder labels rather than writing divectly on the folders, thus

" allowing for the reusing of the folders for future collections

o Adhesive folder labels can be created with word processing systems, thus
eliminating possible illegibility if hand written

January 2604




BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

General Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over discrepancies or omissions.

Acrninistrative Services |Census Roporis
ADN-002 Corrospondence General 2yrs
ADM-003 Speclal and Polcy matters Syrs
ADM-OD4 Employae Flle Permanent
ADM-005 Notices Inciuding Prelimingry and Final 5yrs
ADM-006 Cortificaie of Records Disposal State of Michigan Form MH-38 Permanent

Revision S/28/2014



General Records Schedules for Local Governments and go?.cma

BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

Triaf Courts uc&uﬁaa by State Archives will take precedence over Qun..m.omaﬂnm or omissions.

v.n_ao.*ﬂoas and Contracts
BOC-002 Anrual Reports Pamanant (by 5 yrs active in office
originating
gepartment}
BOC-002 Auclt Roports Permanent 5 yrs active [n office - official copy in
Einsmen
BOC-005 Board and Committen Packets Coplos for reference onby Act = 4 yrs Criginglz/official coples with
Committee Minytes
BOC-006 Budget Data Work Papers and Final Draft CY +5yrs
BOC-007 Clipping Files Permanent
BOC-008 Comsspondonce General » Routine Nawre Syrs
BOC-010 Ganorsl - Speclal Suhects Permanont
BOC-011 Policy Nature Permanent
BOLC-012 Communication Log Permanont
BOGC-013 Marmoranda Log Permanent
BOC-015 Minites - Board of Commissionors Parrmanont County Clerk ‘copy |s officlal
(Supanvagry) Meoting
BOC-€ Minutes - Board of Commissioners Permanent Bd of Comm copy Is otflcie!
(Committans) M6t ing
BOC-017 Prosecuting Attomey Oplnlons P it Corperation counsel also haz copy

Rewisien 5/25/2014




General Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over discrepancies or cmissions.

cc-o01

Corporation Gounsel '

Civi Flies

BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

Includies fles of a risk management nature

5 yrs &her closed

Revision 528/2014



General Records Schedules for Local Governments and

Acdministrative and
Flanancinl Records

BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

wooo«nu Bond and trust records, Vouchers
and payrients; Reguisitions

Michigan Trial Courts published by State Archives will take precedence over discrepancies or Omissions.

(Soo Schedule 76}

CTGEN-002 Usaed Checkbooks and Canceled Cnecks Gyrs

CTGEN-CO3 Audit reports Raoports of Financlal and Procadural audits 8 yrs
performed by cutride anfitles,

CTGEN-Q04 Peraonnai Filas Review flas before destruction 16 ensure 5 yrs after
that rio work related Injures occurred, if 50, employment ends
koop 7 yoars stter employment ended.

CTGEN-004{(a) Job Applications Applications hired and not hired 3 yrs after filling
position

CTGEN-005 Judicla! Assignment records Assnment request znd order to speciic Filad in case file and
case rotzined for retenton

poried of case

CTGEN-LAS Judicial Assignment records |Blanket assigrment and order Until assigrment

torminatoy

CTGEN-007 Juror Personal Historles Not court records but If the court malntalns 3yra
these recards for the jury board, then follow
the county's retention and disposal schedule

CTGEN-008 Juror List first and second [lst 3T

CTGEN-009 Administrativer orders for Jurors 1y

CTSEN-01] Statistcen! Reports (0.9, auuq_ona and speedy 1y

CTBENGTT _ 3

Rewvision 529/2014




BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General mmnoim Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over &moﬁmuwan_mm or omissions.

CTCAS-001 Genoral Gaso Records _.noao.oo_oo_ __bu_an 2 .Eaau _n u coae, Not
hibstgey”, Sjoumal?) eatred for elvil small claims cases
LTCAS-002 Stanographic notes, tapes, recordings, Untranseribed Clroult and Probate Court = | 15 yrs from croation
vidootapes 1
CTCAS-003 Untranscribed Circult and Probate Cowt - | 10yrs from creation
mrty other
CTCAS-004 Untranscrited District Court 10yrs {rom creation
» eriminal cang
CTCAS-005 Untrenscribed Clstrict Court S yra from creation
- el Infraction
CTCAS-Q08 Untrasnscribed Videstpe 5 yrs from creation
CTCAS-00T Transcribed 1 yr atter
tranacriptian 4
CTCAS-008 Indices Alpha snd numerical indices must be Pormanant
maktalned (except Clatlet Court Givil
Infractions)
CTCAS-CO9 Case Evaluations Malntalnod separately front case fMes Syrs

Rovision 572072014 5



BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Ed?mma Trial Courts hnc.._u:& by State Archives will take precedence over discrepancies or omissions.

Ouﬁqosauguaswvnagnoﬂo 10yrs
Record Serlea such as applications and orders
Yor PEN register (wiretaps) petiions and orders
for Investigative and discovary subpoenas,

CIR-002 - Jusdges' personal flles Notes about S over which Individual 3yrs (NO legal
jugges mauy have pregided requirement)
GIR-003 Natursization Procesdings 50 yrs
CIRCAS-0031 Circult Court Case Files |Case Flles (civil, criminal, and domestic 25 yra from latest
reiatlony) order
CIRCAS-002 Final Judgments and orders Permanont

Ravision 292014 &



BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

L ] e = e i

_..l.ll_ﬂ-...ﬂ f_\

General Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over discrepancies or omissions.

10 yrs
DISCAS-001T District Couzt Case Fios | Chvil infraction cases, Inciuding parking. in 3 yrs from latoxt
which a Judgment was rendered and sutisfied court order
or diamisaed
DISCAS-002 Unsetiafied civil infraction judgments 7 yrs from latest
Sourt ordor
DISCAS-003 Misderneanor cases arising under State law, 6 yrs from Ixtont
charter, or ordinance payable trough a fraflc coust order
Bureau or maghstrate
DISCAS-004 A other casos arlzing under charter or B yra from latest
stdingnce. coun order
DISCAS-L05 Coges arising uncer State law not peyable 10 yr3 aftor atest
through n troffie burenu or magistrate court order
DISCASQ0E General Chvil ceses 10 yr3 fter latest
gourt order
DISCAS-007 Summaery Proceedings and landiond/tonant Although files may be destroyed oftor §yrs, | 6 yrs from lateat
cases the statute of mitations for non-contractusl court order
money Judgments from & court of record Is
10 yra
DISCASQ08 Srnal Claims cascs The Reglstor of Actions rmust also be kept § yrs from latest
QO order
DISCAS-C08 Probation Mles and presentonce reports 2 yrs sfter discharge
from probation

Revision 523204



BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Michigan Tris! Courts published by State Archives will take prec

edence over discrepancies or omissions.

..
(=

PRO-01 Probate Court Inventory of safo deposit box Tyr
PRO-002 Footer Homa files 7 yes
PRO-003 IMarriage coremeny Tles Pormanent
PRO-CO4 Secret marmags files Parmanent
PRQ.005 Acknowledgament of Patermity recerds Pormanent
PRO-006 Libars of Orders Permanent
PRO-007 Condemnation Procoodings flles Pormanent
PRO-008 Adoption-rolated records Includes records concorming adoption Permanent
procoedings and requests for adeption
information
PRO-0CS Change-of-name records Parmanent
PRO-010 Ernancipation of Minors When miner urns 25
PRO-0114 Infectious dizease files 6 yrs from Intest
ordnr
PRO-012 Safe delivery of newbom , When child tums 18
PRO-013 Waiver of parental consent 1o obtain an Filos not 1o be microfimed or otherwise 2 yrs aftor minor
abartion roproduced reaches age of
majority
PRC-014 Legal and Soclal fles of juvenile delinquency | Diversion raconds, conasnt calendar, and Untll & minor
procoadings informal records reaches 17 and not
more than 28 days
_attgrthatdme
PRO-015 Recards of cates whorg adjudication was Daatroy ugon entry
3ot aslde of order of
adjudication set
anide
PRO-01E Records of cases where agjudication was Permanent
not set askis whero tho offense if committed
by an adult would be a fefony for which the
maximum purishment would ba Iife In prison,
would be a crimiaal traffie vicletion or is 8
Ireportable juventie offense
PRO-017 All other reconds Ungl and not beyond
the minor becomes
30 or soconer if good
causa
PRO-0U18 Lagal and Soclal files of Child protective AL lozst, and not
proceedings more than, 25 years
after the courts
jurisdiction over the
lavst ehild k2 the
{family ends, or
sponer for good
cause
PRO-019 Designater cases 25 yrs from linest
Qrger

Revizion 529/2014



BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

General Records Schedules for Local Governments and Michigan Trial Courts published by State

Archives will take precedence over discrepancies or omissions.

PROCAS-001 Probste Gourt Cose Flles
PROCAS-002 Estate fles Pemmanent
PROCAS-G02 Guardienship files, doveiopmentally disabled These fllos must be retalned In eriginal form Permanant
parscns for 6 yrs or 2 yrs 2fier discharge or
| adminlstzative closure whichever i3 longer
PROCAS-004 Guardianship files, legally incapaditated These files must be retained In orginol form Permanent
ndividusais for 6 yra or 2 yra 2fior dischange or
administrative closure whichover is longer
PROCAS-005 Guardianship files, minors Theso flos must be retalned in original farm Permanont
far & yra o 2 yra ufter discharge or
administrative cisure whithever ks lonper
PROCAS-006 Mental [Eness files These flles must be retalned in original form Permanent
for 6 yrs or 2 yrs after discharge of
administrative clostire whichever ls longer
PROCAS-0O7 Trusts fles, testamentary and inter vivos Permanent
PROCAS-008 \Wilis filed for safekeeplng Malntsined in original form for 82 yrs Perranent
PROCAS-H09 Miscollansous procoodings flles 25 yrs from latost
court oeder

Rewslon 529/2014



BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over diserepancies or omissions.

o

CING:

{
s PR
PEND I R g b g i ENEESY

2=

FOC-001 Friond of the Court Support Fiies eénd Support Payments - Lodpers |When otresmge I3 refiected [n the support 10 yrs atfter tha
and secount records net cancalled checks and |records, obligation to pay
receipts, enils

FOC-002 When nho arrearage 15 reflected in the 6 yrs after the
t ! e 5] ghtigatlon to pay

FOC-003 Modiation Flles B 6 yrs afier the

medistion conclydes

FQC-004 Flies other than support 4§ yr3 after the chid

Dsu:ﬁ.wma

Revision 52972014 10



BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE

SIN-GO2 Accounts Paysble Voucher Packet Includes purchase requisition, purchase Ty
erdor, packing list nvoice, v
FIN-DC3 Annual Reports Parmanent Includes CAFR, Single Audit, & other
audh records and documentation

FIN-038 Benefit Plans Enreliment forms Term + T yrs Or untlt supercaded

FIN-004 Cash Receipts Book Tys Indlvidual cash receipts
FIN-002-01 Chack book copy of Voucher chacks ™ Tyrs

Check Rogister 7 yra

FIN-008 Closed debt Tys

FIN-034 Closed receivables 7 yrs

FIN-ODY Conventon & Visitors Burssu records Pormanont

FINOOS Cast Allocation Syrs

FIN-QO9 Customes/Vendor Master 3yrs
FIN-O0Z-02 Dollvery raceipts (packing fisty ™ 7y3

FIN-O11 Deposit Advices 3yrs

FIN-O12 Disbursements Journal Permanent

FIN-O13 Expense Voucher Registors 7yrs

FIN-O14 Fixed Asset records Permanent
‘ FIN-O15 Generst Fund Clasgification Ledger Permanent

EINO1E Sonoral Lodgor Tnoiades Balanca Shact, Revonue and Bormanent  [inciodes Genoral Ladger Cards

FIN-Q17 Gronts Eandireasiount — 3y Finance retzins for 5 yoars

FIN-044 Kealth & Lfe [n3urance Reglaters Tyrs

FIN-C37 Indvidusd etrnings recorts 30 yrs

FIN-018 Insurance Policies 1 yr after =l claims

atied
FIN-019 Internal Audit‘Control Studias Permanent
FIN-020  [Inventory Cards For Resale ltoms Ty

Revision 5292014
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General Records Schedules for Local Governmients and Michigan Trial Courts published by State Archives will take precedence over discrepancies or omissions.

BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

i
3yrs

FIN-021 Finance (cont) Investment Sheets
FIN-00Z2-03 invokees, Accounts Payable Ty
FIN-D2Z2 Involees with Backup (Llinga) 3yrs
FIN-023 Joumnal Entries 7yrs Includes Operating Transfar work
paoors
FIN-024 Joumnals General, Payroll, Accounts Recelvable, Permanent
Cash Recaipts, Disbursement
FIN-G25 Operating Budet documentation Otiginal pragparetion documentation and Parmanent
montnly status reportsireconciiations
FIN-035 Payroll - time worked and sbsence Tyrs
mentasion
FIN-026 Payroil Checks - cashed 6 yrs-
FIN-C36 iPayrall Register 7 yrs for othar supporting workpapers 1Cyrs
FIN-028 Purchase Crder Adjustments 3yrs
FIN-0Q2-04 Purchase Onders = 7yrs 3yrs active Alphabetical and
Numerigsl In offien
FIN-002-05 Purchase Requisitions 7 yrs
FIN-Q20 Purchasing Bide Byrs
FIN-D43 Retirement Board Minutes & Agendas Pemanent
FIN-040 Retiremnan Fund disburseiment records Term + 7 yra Or untll suparceded
FIN-G29 Retirament Fund enroliment records Tarm + 7 yrs Or untll superceded
FIN-D42 Retirement Fund mainienance recerds Trust sumemarios, consolidated ropaxs, dank 7 yrs
statornents, flexible spending account
FIN-C41 Retirement rofund records Tarminated and Decossod employoes Permanant
FIN-O31 Sales Tax records 7ys
FEN-Q32 Time Records or Cards 3yrs
FIN-O34 VWorkes's Compensation injury reports Pormanen
FIN-032 ‘Waorker's Componsation roposts T yrs
~ Inclkuded in Accounts Payables Voucher
mckat

Revizlon 5/25/2014
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BAY COUNTY MICHIGANMN
RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over discrepancies

TR,

e PR

e o

=

or onmissions.

TRE-001 Troo3urer Anrrel Report 1o Supervisors
TRE-Q02 Annuat Settlements « Township Tregsurer 1¢yrs
TRE-003 Auditor Genoral Settiements Byrs
TRE-CO4 Bank Deposit Slps G yre
TRE-DOS Barnk Recencliadon 6yrs
TRE-0Q8 Bank Statements 8y3
TRE-007 Bond Stataments Gyrs
TRE-008 Bord Ropisters 8 yrs aftor explration
TRE-Q09 Certification Receipts 1yr
TREQ1Q Chaecks and Check Register 6yrs
TRE-H1 Comespondence Policy ant Special Subject dyrs
TRE-MZ General 1 yr
TRE-013 Dafly Guah Balance ond Register &y
TRE-014 Dog License Recaipts 1 yroftec audit by
State
TRE-015 Duplicete Tax Rocelpts Syre
TRE-016 Ganors ledger Fermanent
TRE-O17 Inharitence Tax Abstracis Eyrs No longer County records
TRE-D18 Journal (Transfer Ledger) Parmanent
TRE-D19 Official Recelpts Byrs
TREQ20 Officers Bonds 10 yrs
TRE-D21 Plat Records Permanont
TRE-022 Revenue Vouchers Byra
TRE-0Z3 State Ald, Schoots 1 ye after audit by
TRE-024 Tax Recwipt Reglater wu h_“_
TRE-025 Tax Rals 20 yrs
TRE-026 T Rods Dellnguent 20 yr3
TRE-VZT Tax Sale Record Permanent
TRE-028 Warranss - Paid Eyrs

Reviaion 529/2014



BAY COUNTY MICHIGAN

RECORDS RETENTION SCHEDULE

Property Damage Only

Genersl Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over discrepancies or omissions.

7 yra uniess suit In

SHE-002 Accident Reports Persongl Injury Cases T yra Em_mmu” suit In
SHEQ03 Accldent Summery Report - Stale Police Gc:%ﬁﬂ«aca
SHEQ04 Annual Report - Sherdff Department Permanont
SHE-005 Arrest Book or Docket 75 yrs
SHE-LO6 Arrest Flio Not aaaocisted with a fled complaint TS yr3
SHE-0OT Audlt Raport « Auditor Gonerat 10 yrs
SHE-008 Boat Inspoction Recoipts., Audit = B yrs
SHE-DOG Boat and Motor Vehicle Registration c
SHE-D10 Bord Reglster - Civil Actions Audit+ 6 yrs
SHE-014 Busgat Expenditure Account Book Audit+ & yrs
SHEG12 Cash Recelpt Bogk Audit + G yrS
SHE-013 Cash Daposit Slip Audlt + 8 yrs
SHE-014 Cash and/or Property Record - Prisoner 10 yrs
SHE-15 Cash Voucher - Treasurer Audit + & yrs
SHE-D16 Choeks Ganceled Audit + B yra
SHE-017 Check Reglster Audit + 6 yr3
SHE-D12 Cvil Process Recortt 3y
SHE-019 Commitments Jall and Mortsl Health Byrs
SHE-020 Complaints -Civll Reporis/incidens such o3 Mental Health 10 yrs

Transports, Barklng Dog Complaints, Friend

of the Court ksues
SHEQ2T Complants - Criminal incidents/raports ot get reported 1o the: 10yrs

Uniform Crime Reporting (UCR) and

Mizhigan Crime Reporting (MICR)
SHE-022 Daily Activity Log §yrs
SHE-022 Jail Censua Logs 7 yrs
SHE-DZ4 Jail Inspoction Reports 10 yrs
SHE-O2S Jall incident Reparts Tyrs
SHE-026 Liquor Establishmert Record Tyrs

Revision 52572014
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BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Michigan Trial Courts vsggon_ by State Archives will take precedence over n...uﬁsbmaﬁg or omissions.

bnw
SHE-02T Shorlff (cont) Photographs Mug Shots ...G ,vau wewl vro.;_xliﬁ..
SHE-028 Photographs Accldents - Autes 7 yrs
SHE-029 Photegraphs Othor c
SHE-00 Predatory Animel Control Report Antmal Control/at1 2yrs
SHE-031 Radio Log Tyr
SHE-032 Traffic Control Ordérs C+2yra
SHE-033 Traffic Violations Record Audit+ B yrs
SHE-Q3¢ Visitors Logs Tyrs
SHE-L35 Vouchers - All Funds Aadit + 8 yrz

Reavislon 5/29/2014 135



BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Michigan Trial Courts published by State Archives will take precedence over discrepancies or omissions.

CRDEF-00% Criminal Detense Closed Case Flles

Revislen 5292034 18



BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General Records Schedules for Local Governments and Ehn?.mma Trial Courts published E\ Stote Archives will take precedence over &wnéman“nu or omissions.

PROS.001 Prosocutor Closed Case Fiies T Seo applicabis sourt

PROS-002 Appoal Case Flies Soa applicatie court
PRCS-003 Fattal Acciden: Case fils Seo appiicabia court
PROS-004 Clvil Litigation Files Permanent
PROS-005 Office Files Syrs

Revislon 529/2014 17



BAY COUNTY MICHIGAN
RECORDS RETENTION SCHEDULE
General Records Schedules for Locsl Governments and Michigan Trial Courts published by State Archives will take b_dnnamanm over discrepancies or omissions.
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CCLK-0M Couaty Clerk County Cfficers Bonds v [Alter explrations of Tenm unlegs claim arises - .6 ﬁu

CCLK-002 Log Mark register end v shor sated 25yrs

CCLK-003 Medical Rogistrations ] 50y

CCLK-004 Notary Public Bords 1 yr after expiration

CCLK-085 Notary Public Recerd : Parmanent

COLK-006 Vetorzna Discherge Records Pormanent

CCLK-007 Appointment Recocds County Government Offlcials and Oaths of Permanant

COLK-008 Minutes - Board of Commissionsrs e Pemmanant County Clerk copy i official
(Suparvizors) Meoting
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