Secretary of State

Local Records Unit
Margaret Cross Norton Bldg.
Springfield, Illinois 62756

Local Records Commission
Of Cook County, Illinois

APPLICATION FOR AUTHORITY TO

Application No. 22:012C

Telephone (217) 782-7076 DISPOSE OF LOCAL RECORDS Page 1 of 25
AGENCY
Buffalo Grove Park District Approval:

ADDRESS
530 Bernard Drive

CITY ZIP
Buffalo Grove 60089
PHONE

847-850-2114

[ hereby request authority to dispose of local government records according to the
schedule below. I certify that any microfilm or digitized copies will be made in
accordance with the standards of the Local Records Commission of Cook County and
will be adequate substitutes for the original records.

JOHN R, SHORT

Local Records Commission
of Cook County, Illinois
County Building — Room 801
Chicago, Illinois 60602
(312) 603-7832

Tanya Anthomny

Chair

David Joens

Director, State Archives

June 14, 2022

MAY S5, 2022

Signature of Agency Head
Director of Business Services

Date

Date

RECORDS LISTED ON THIS APPLICATION MAY BE DISPOSED OF:

® After their individual retention period is complete,

® If they are correctly listed on a Records Disposal Certificate submitted to and approved by the Local

Records Commission of Cook County thirty (30) days prior to disposal,

® Providing any local, state, and federal audit requirements have been met,

° As long, as they are not needed for any litigation either pending or anticipated.

THIS RECORDS RETENTION SCHEDULE DOES NOT RELIEVE LOCAL GOVERNMENT AGENCIES

OF RETENTION REQUIREMENTS MANDATED BY OTHER STATE AND FEDERAL STATUTES AND/OR
REGULATIONS. WHEN SUCH AN OBLIGATION DOES EXIST, THEN THE LONGER RETENTION
PERIOD TAKES PRECEDENCE.

ANY RECORD ON THIS APPLICATION MAY BE MICROFILMED OR DIGITIZED AND THE RECORD
DISPOSED OF IF THE RECORD IS MICROFILMED OR DIGITIZED IN ACCORDANCE WITH THE
STANDARDS OF THE LOCAL RECORDS COMMISSION OF COOK COUNTY AND IF THE FILM OR
DIGITIZED RECORD IS RETAINED FOR THE PRESCRIBED RETENTION PERIOD.

DISPOSAL OF RECORDS AFTER MICROFILMING OR DIGITIZING

MUST BE NOTED ON THE RECORDS DISPOSAL CERTIFICATE.

THIS APPLICATION AND ANY RELATED RECORDS DISPOSAL CERTIFICATES

ARE TO BE RETAINED PERMANENTLY.

This application supersedes application 02:029C



Subject to statutory provisions, agencies may dispose of records
authorized for destruction by the Commission after the agency has received an
approved Records Disposal Certificate from the Local Records Commission of
Cook County listing the records to be destroyed or disposed of.

All records, regardless of physical format or characteristics, that by state
or federal statute, agency rule, or policy contain information that is

confidential, must be physically destroyed in a manner that such information
cannot be identified or retrieved.

THIS DOCUMENT ALONG WITH ALL RECORDS DISPOSAL
CERTIFICATES IS TO BE RETAINED PERMANENTLY.



Item No.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS '
(RECORDS RETENTION SCHEDULE) Page 3 of 25
(continued)

Record Series Title, Description and Recommendation

APPLICATIONS FOR AUTHORITY TO DISPOSE OF LOCAL RECORDS AND LOCAL
RECORDS DISPOSAL CERTIFICATES

Dates: 1999 =

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain permanently.

ACCIDENT REPORTS

Dates: May 2014-

Volume: 1 % Cubic Feet

Annual Accumulation: Negligible

Arrangement: Alphabetical

Recommendation: Retain for seven (7) years, then dispose of.

ADMINISTRATIVE FILES AND MISCELLANEQUS CORRESPONDENCE, INCLUDING
EMAIL CLASSIFIED AS GENERAL CORRESPONDENCE AND NOT RELATED TO
ANOTHER RECORDS SERIES; COPIES, REFERENCE MATERIALS,
PUBLICATIONS, ETC.

Dates: May 2014-

Volume: 1 % Cubic Feet/3 M.B.

Annual Accumulation: Negligible/.5 M.B.

Arrangement: Alphabetical

Recommendation: Retain for one (1) year, then dispose of records

no longer possessing any further administrative,
fiscal, legal, and/or historical value.

ANNUAL FINANCIAL STATEMENT FOR PUBLICATION

Dates: May 1993-
Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for one (1) year, then dispose of.



Item No.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 4 of 25
(continued)

Record Series Title, Description and Recommendation

APPLICATION FOR USAGE OF PARK DISTRICT FACILITIES

Dates: May 2019-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) years following completion of

terms of usage, then dispose of.

APPRATSALS

Dates: 2002-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for three (3) years after superseded by a

new appraisal, then dispose of.

ASBESTOS REMOVAL RECORDS

Dates: 1992

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain permanently.

ATTENDANCE RECORDS

Dates: May 2019-

Volume: 3 Cubic Feet
Annual Accumulation: 1 Cubic Feet
Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.



Item No.

10-

13

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 5 of 25
(continued)

Record Series Title, Description and Recommendation

AUDITS

Dates: 1280~

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain one (1) copy of each permanently.

BANK STATEMENTS, DEPOSIT SLIPS AND CHECKS

Dates: May 2014-

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven (7) years, then dispose of.

BIDS, SPECIFICATIONS AND PROPOSALS

Dates: May 2011-

Volume: 1 ¥ Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical
Recommendation: Retain successful bids for ten (10) years after

terms of the related contract are complete, then
dispose of. Retain unsuccessful bids for three
(3) years after rejection, then dispose of.




Item No.

12.

13.

14.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 6 of 25

(continued)

Record Series Title, Description and Recommendation

BOND RECORDS

Dates: May 2005-

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain bond records transcripts, resolutions and

certifications permanently.

Retain other records (sale/purchase/agreements,
etc.) in this series for ten (10) years after
final redemption, then dispose of.

Retain payment coupons for seven (7) years after
cancellation, due date or redemption, then
dispose of.

BUDGETS AND/OR BUDGET WORKSHEETS

Dates: May 2014-

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain budgets for seven (7) years, then dispose

of. Retain budget worksheets for two (2) years
following approval of budget, then dispose of.
Copies: retain until usefulness of record is
complete, then dispose of.

CERTIFICATES OF INSURANCE

Dates: Mary 2018-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Alphabetical

Recommendation: Retain for three (3) years following

cancellation or expiration of certificate, then
dispose of.



Item No.

15

LG

17

155

APPLI

CATION FOR AUTHORITY Application No. 22:012C

TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 7 of 25

Record Se

CERTIFICATES OF PU

(continued)

ries Title, Description and Recommendation

BLICATION, NEWSPAPER CLIPPINGS, NOTICES OF

HEARINGS, ETC.

Dates: 3092 —

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for one (1) year, then dispose of.
CERTIFIED PAYROLIL RECORDS

Dates: May 2016-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for three (3) years, then dispose of.

€.0.B.R.A. RECORDS

Dates: 2000-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical
Recommendation: Retain for five (5) years after termination of

COMPREHENSIVE AND

employment, then dispose of.

MASTER PLANS FOR THE PARK DISTRICT

Dates: ISl —

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain permanently.



Item No.

iLEH

20

2.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 8 of 25

(continued)

Record Series Title, Description and Recommendation

CONSTRUCTION/PROJECT FILES

Dates: May 2011-

Volume: 2 ¥ Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical

This record series consists of:

1. Plans
2. Invoices
3. Reports
4. Permits
5. Blueprints
6. Specifications
7. Contractor’s bonds, etc.
Recommendation: Retain construction plans, blueprints, and

specifications permanently. Retain other records
for ten (10) years following completion of
project, then dispose of.

CONTRACTS, LEASES AND AGREEMENTS FOR GOODS OR SERVICES

Dates: 1982-

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical
Recommendation: Retain contracts and contract renewals for ten

(10) years after termination or completion of
the terms of the contract, agreement, or lease,
then dispose of. Copies: retain for two (2)
years, then dispose of.

DONATION AND SALE OF EQUIPMENT RECORDS

Dates: 11992 —

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven (7) years, then dispose of.



Item No.

22

B

24.
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APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 9 of 25
(continued)

Record Series Title, Description and Recommendation

DRIVER’S ABSTRACTS

Dates: 201.5—

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical
Recommendation: Retain until administrative use is complete,

then dispose of.

DRUG DISPENSING LOGS

Dates: 2015-

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for six (6) years, then dispose of.

ELECTION RECORDS

Dates: May 2020-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for one (1) year, then dispose of.

EMPLOYEE PERSONNEL FILES

Dates: May 2016-

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Alphabetical

Recommendation: Retain individual work and salary history

records for sixty (60) years or until terminated
employee’s seventy-eighth (78th) birthday,
whichever occurs first, then dispose of.

If the employee has not retired by age seventy-
eight (78), retain the work and salary history
records for ten (10) years after termination of
employment, then dispose of.

If the employee is deceased retain entire file
for five (5) years after date of death, then



Item No.

26.

2%

25.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 10 of 25

(continued)

Record Series Title, Description and Recommendation

dispose of provided no litigation is pending or
anticipated.

Retain all other records and supporting
documents within this record series that are not
covered under another record series for seven
(7) years from date of generation, then dispose
of.

EMPLOYMENT APPLICATIONS

Dates: May 2019-

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain solicited applications and supporting

documents for two (2) years from date of the
application, then dispose of. Retain
unsolicited applications and supporting
documents for one (1) year from date of the
application, then dispose of.

EXTENDED GUEST PASS APPLICATION AND WAIVERS

Dates: May 2018-

Volume: 2 Cubic Feet

Annual Accumulation: s Cubic Feet

Arrangement: Numerical

Recommendation: Retain for three (3) years, then dispose of.

FAMILY MEDICAL LEAVE ACT/FMLA RECORDS

Dates: 2005~

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain three (3) years providing employee time

information has been transferred to work history
record and medical record information has been
transferred to employee medical file.



Item No.

29

30.

SH

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 11 of 25
(continued)

Record Series Title, Description and Recommendation

FIELD TRIP SIGN IN/OUT RECORDS

Dates: May 2019-

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.

FITNESS CENTER MEMBERSHIP RECORDS

Dates: 2000-

Volume: 42 Cubic Feet
Annual Accumulation: 2 Cubic Feet
Arrangement: Alphabetical

This record series consists of:

1. Applications
2. Medical releases
3. Member check lists
4. Cancellation forms
5. Exit surveys, etc.
Recommendation: Retain for one (1) year following expiration of

membership, then dispose of.

FREEDOM OF INFORMATION ACT REQUESTS AND DENIALS

Dates: May 2019-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) years after filing date, then

dispose of, provided no review is pending with
the Attorney General’s Public Access Counselor.



APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS

(RECORDS RETENTION SCHEDULE) Page 12 of 25
(continued)
Item No. Record Series Title, Description and Recommendation
32. GRANT RECORDS
Dates: May 2018-
Volume: s Cubic Feet
Annual Accumulation: Negligible
Arrangement: Chronological and Alphabetical

This record series consists of:

1. Sketches
2. Applications
3. Project reports
4. Purchase orders
5. Invoices,; etc.
Recommendation: Retain for three (3) years following date of
final expenditure report, then dispose of.
358 HEALTH DEPARTMENT PERMITS/INSPECTIONS
Dates: May 2019-
Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain for five (5) years, then dispose of.
34. ILLINOIS MUNICIPAIL RETIREMENT FUND RECORDS
Dates: 1985~
Volume: 35 Cubic Feet
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain designation of beneficiary forms until

superseded by new designation or until
terminated employee’s seventy-eighth (78th)
birthday, whichever occurs first, then dispose
of. If employee has not retired by age seventy-
eight (78th), retain designation of beneficiary
for ten (10) years after termination of
employee, then dispose of. Retain all other
records within this record series for seven (7)
years, then dispose of.




Item No.

35:

36

APPLICATION FOR AUTHORITY Application No. 22:012C

TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE)
(continued)

Record Series Title, Description and Recommendation

INDIVIDUAL PAYROLL EARNING REPORTS AND RECORDS

Page 13 of 25

Dates: 1970~

Volume: 2 ¥ Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical

Recommendation:

Retain individual earnings records for sixty
(60) years or until terminated employee’s
seventy-eighth (78) birthday, whichever occurs
first, then dispose of. If the employee has not
retired by age seventy-eight (78), retain
individual earnings records for ten (10) years
after termination of employment, then dispose
of.

If the employee is deceased retain for five (5)
years after date of death, then dispose of
provided no litigation is pending or
anticipated. If litigation is pending retain

until conclusion of all judicial action
(including appeals), then dispose of.

INSPECTIONS (VARIOUS TYPES)

Dates: May 2016-
Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological

These inspections are for:
1. AED’s
2. Sprinklers
3. Fire Alarms
4. Extinguishers, etc.

Recommendation: Retain for two (2) years, then dispose of.



Item No.

3T

38.

305

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 14 of 25
(continued)

Record Series Title, Description and Recommendation

INSURANCE POLICIES AND CLAIMS

Dates: May 2014-

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain policies that cover sexual misconduct for

sixty (60) years, then dispose of. Retain
policies that cover personal injuries to minors
for twenty (20) years after expiration of
policy, then dispose of. Retain other policies
for seven (7) years after expiration of policy
and retain claims for seven (7) years after
settlement of claim, then dispose of.

INTERGOVERNMENTAL AGENCY AGREEMENTS

Dates: 2000-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical
Recommendation: Retain for five (5) years following completion

of terms of the agreement, then dispose of.

INVENTORIES OF EQUIPMENT AND SUPPLIES

Dates: May 2019-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological and Numerical
"Recommendation: Retain for two (2) years after superseded by a

new inventory, then dispose of.



Item No.

40.

41.

42.

APPLICATION FOR AUTHORITY Application No. 22:012C

TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE)
(continued)

Record Series Title, Description and Recommendation

INVESTMENT RECORDS

Dates: 1985-

Volume: 2 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological
Recommendation: Retain certificates of deposit,

Page 15 of 25

securities, and

treasury notes for seven (7) years after date of
maturity, then dispose of. Retain other records

within this series for seven (7)

dispose of.

years, then

INVOICES, VOUCHERS, AND PAID BILLS (INCLUDES CHECK STUBS, COPIES,

REQUESTS, ETC.)

Dates: May 2014-

Volume: 14 Cubic Feet

Annual Accumulation: 2 Cubic Feet

Arrangement: Alphabetical and Chronological
Recommendation: Retain for seven (7) years, then dispose of.

JOB DESCRIPTIONS

Dates: May 2014-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Alphabetical

Recommendation: Retain for five (5) years following update or

supersedence, then dispose of.



Item No.

43.

44.

45.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 16 of 25
(continued)

Record Series Title, Description and Recommendation

LEDGERS, JOURNALS AND REGISTERS

Dates: May 2014-
Volume: 4 Cubic Feet
Annual Accumulation: Negligible
Arrangement: Chronological

These ledgers, journals and registers are for:

1. General

2. Accounts payable

3. Accounts receivable
4. Disbursements

5. Receipts, etc.

Recommendation: Retain daily, weekly and monthly reports for two
(2) years, then dispose of. Retain annual/year-
to-date reports for seven (7) years, then
dispose.

LOYALTY OATHS OF COMMISSIONERS, ETC.

Dates: 1969~—

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) vyears following term of

office, then dispose of.

MATERIAL SAFETY DATA SHEETS

Dates: May 2011-

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Alphabetical

Recommendation: Retain for five (5) years after replacement or

agency discontinues use of item, then dispose
O«



Item No.

46.
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48.

49.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 17 of 25
(continued)

Record Series Title, Description and Recommendation

MINUTES AND AGENDAS

Dates: 11969~

Volume: 5 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological
Recommendation: Retain originals permanently.

DATILY, MONTHLY, ANNUAL, YEAR TO DATE REPORTS (ALL AREAS)

Dates: 1994-

Volume: 4 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain daily, weekly, and monthly reports for
two (2) years, then dispose of. Retain

annual/year-to-date reports for seven (7) years,
then dispose.

NEWSLETTERS, BROCHURES OF THE PARK DISTRICT

Dates: 2010-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological
Recommendation: Retain one (1) copy permanently.

OPEN MEETINGS ACT CERTIFICATIONS OF COMPLETION OF TRAINING ACT
AND OPEN MEETINGS ACT CERTIFICATES

Dates: 2000=

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain records of designees and elected or

appointed officials required to be tested
annually for five (5) years after completion of
training, then dispose of. Retain records of
other elected or appointed officials for five
(5) years after leaving office, then dispose of.



Item No.

50.
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52.

APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 18 of 25
(continued)

Record Series Title, Description and Recommendation

ORDINANCES AND RESOLUTIONS

Dates: Y60=

Volume: 3 ¥ Cubic Feet

Annual Accumulation: Negligible

Arrangement: Numerical

Recommendation: Retain ordinances permanently. Retain

resolutions for sixty (60) days, then dispose of
provided they are recorded in the minutes.

OSHA LOGS

Dates: May 2016-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement : Chronological

Recommendation: Retain for five (5) years following end of

calendar year, then dispose of.

PARK DISTRICT OWNED PROPERTY RECORDS

Dates: 1969~
Volume: 4 Cubic Feet
Annual Accumulation: Negligible
Arrangement: Alphabetical

This record series consists of:
1. Annexations
2. Easements
3. Titles, ete.

Recommendation: Retain permanently or one (1) year after sale of
property.



Item No.
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APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 19 of 25
(continued)

Record Series Title, Description and Recommendation

PARTICIPANT’S SIGN IN/OUT RECORDS

Dates: May 2019~

Volume: 2 Cubic Feet

Annual Accumulation: s Cubic Feet

Arrangement: Chronological

Recommendation: Retain for two (2) vyears from date of last

entry, then dispose of.

PATRON’S SUGGESTIONS AND COMPLAINTS

Dates: 2015-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain complaints for two (2) years following

settlement of complaint, then dispose of.
Retain suggestions until administrative use is
complete, then dispose of.

PERSONNEL SERVICE CONTRACTS

Dates: 2000~

Volume: 1 Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for five (5) years following completion

of terms of contract, then dispose of.

PETTY CASH RECORDS

Dates: Lergz2=

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.



Item No.
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APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 20 of 25
(continued)

Record Series Title, Description and Recommendation

PLAYGROUND INSPECTIONS

Dates: May 2018-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.

POLICIES, PROCEDURES AND PARK ORDINANCES

Dates: 1992~

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain one copy of each permanently.

POOL INSPECTIONS

Dates: May 2019-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.

POOL WATER ANALYSIS AND PARK DISTRICT LAB REPORTS

Dates: 1899 =

Volume: s Cubic Feet
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for ten (10) years, then dispose of.



APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS

(RECORDS RETENTION SCHEDULE) Page 21 of 25
(continued)

Item No. Record Series Title, Description and Recommendation
G PROGRAM RECORDS

Dates: May 2019-

Volume: 3 Cubic Feet

Annual Accumulation: 1 Cubic Feet

Arrangement: Alphabetical

Recommendation: Retain for three (3) years, then dispose of.
62. PROGRAM REGISTRATION FORMS AND INSURANCE WAIVERS

Dates: May 2018-

Volume: 14 Cubic Feet

Annual Accumulation: 4 Cubic Feet

Arrangement: Alphabetical and Chronological

Recommendation: Retain adults for three (3) years, then dispose

of.

Juveniles-Agency should consider saving waivers
for juveniles involved in accidents/incidents
for one (1) year after legal age.

63. QUESTIONAIRES AND SURVEYS
Dates: 1992-
Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain for one (1) year, then dispose of.
64. RECEIRTS (EQR CASH, CREDIT, BEIC.)
Dates: May 2019-
Volume: 1 3 Cubic Feet
Annual Accumulation: s Cubic Feet
Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.




Item No.
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APPLICATION FOR AUTHORITY Application No. 22:012C
TO DISPOSE OF LOCAL RECORDS
(RECORDS RETENTION SCHEDULE) Page 22 of 25
(continued)

Record Series Title, Description and Recommendation

RECORDINGS OF MEETINGS

Dates: 201.5-

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological

Audio recordings go back to 2015.
Video recordings go back to 2022.

Recommendation: Retain audio recordings for sixty (60) days
after adoption of minutes, then dispose of.
Retain video recordings thirty (30) days after
date of meeting, then dispose of.

REFERENDUM RECORDS

Dates: 1976~

Volume: 1 ¥ Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for one (1) year, then dispose of records

no longer possessing any further administrative,
fiscal, legal, and/or historical wvalue.

REFUND REQUESTS RECEIPTS, AND PROGRAM CHANGE FORMS

Dates: May 2019-

Volume: 3 Cubic Feet

Annual Accumulation: 1 Cubic Feet

Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.

RENTAL SCHEDULES

Dates: 1992-

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for seven (7) years, then dispose of.
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Record Series Title, Description and Recommendation

SALARY SURVEYS

Dates: May 2014-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven (7) years, then dispose of.

SALES TAX EXEMPTION CERTIFICATES

Dates: 1990-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose of.

STATE AND FEDERAL TAX STATEMENTS AND REPORTS (W-2'S, W-3'S, W-
4's8, W-9'8, II~501'5, 941, 1099'S, ETC.)

Dates: May 2014-

Volume: s Cubic Feet

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain W-4's TCEIE five (5) years after

termination of employment or until W-4 1is
superseded by a new W-4, then dispose of.
Retain all other tax forms in this record series
for seven (7) years, then dispose of.

TIME RECORDS (SICK, VACATION, OVERTIME, LEAVES, COMPENSATORY,
SWIPE RECORDS SIGN IN/QUT, ETC.)

Dates: May 2019-

Volume: 2 % Cubic Feet

Annual Accumulation: 1 Cubic Feet

Arrangement: Chronological

Recommendation: Retain for two (2) years then dispose of

provided the information has been transferred to
the employee’s work history, then dispose of.
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UNEMPLOYMENT CLAIM RECORDS

Dates: May 2014-

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven (7) years, then dispose of.

U.S. IMMIGRATION AND NATURALIZATION SERVICE FORM I-9 EMPLOYMENT
ELIGIBILITY VERIFICATION FORMS

Dates: 2017~

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Alphabetical

Recommendation: If person is employed for less than three years,
retain for three (3) years after date of hire,
then dispose of. If person is employed for

three years or longer, then retain for one (1)
year after termination of employment, then
dispose of.

VEHICLE AND EQUIPMENT MAINTENANCE RECORDS

Dates: [Ho8P=

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological and Alphabetical
Recommendation: Retain until equipment 1s sold, traded, or

junked, then dispose of.

VOLUNTEER APPLICATIONS

Dates: 2015-

Volume: 8 Cubic Feet

Annual Accumulation: 2 Cubic Feet

Arrangement: Chronological

Recommendation: Retain for five (5) years following completion

of volunteer status, then dispose of.
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Tl WORK ORDERS
Dates: 1992
Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain for one (1) year, then dispose of.
8. WORKER’S COMPENSATION RECORDS
Dates: May 2014-
Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain for seven (7) years following settlement
of claim, then dispose of.




