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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

7 ; B T
Wilkin County _ Responsible Authority - Janelle Krump Department
| . County Auditor-Treasurer Administration
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Agenda Packet [Complete record of information relevant to County Retain permanently or transfer |Public MS 13.03
Commissioner meetings to the State Archives
|Agendas Client financial information 1 year Public MS 13.03
Annual Reports 7 years, then transfer to the Public MS 13.03
State Archives
Attorney’s Opinions Correspondence relating to attorneys, legal opinions, |Retain permanently or transfer [Public MS 13.03
and related records to the State Archives
Authority to Dispose of Records Permanent Public MS 13.03
PR-1 Form
Budget - Record Copy Retain permanently or transfer |Public MS 13.03
to the State Archives
Departmental Reports - Annual |Discharge list (booking) 6 years Public MS 13.03
Summary
Admissions, Booking and Including reports to the County Board of Retain permanently or transfer |Public MS 13.03
Discharge Records Commissioners from each department to the State Archives
Departmental Reports - Monthly 3 years Public MS 13.03
Historical Data/Photographs Retain permanently or transfer |Public MS 13.03
to the State Archives
Lawsuits Attorney's opinions, testimony, court depositions, 7 years after settlement Public MS 13.03
correspondence, etc.
Minutes Board of Commissioners, governing committees, and  |Retain permanently or transfer [Public MS 13.03
special task forces to the State Archives
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Wilkin County Responsible Authority - Janelle Krump Department _ I
County Auditor-Treasurer Administration ,
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Organizational Charts Until superseded then transfer to|Public MS 13.03
the State Archives for selection
and disposition
Press Releases 1 year, then transfer to the State |Public MS 13.03
Archives for Selection and
disposition
Procedure Manuals Public MS 13.03
Special Committee Reports Minutes, policies, studies and correspondence Retain permanently or transfer |Public MS 13.03
to the State Archives
Wage Assignments 6 years Public MS 13.03
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- Wilkin County Responsible Authority - Cheryl Wall fe 7 Department
: .. . 3 County Assessor Assessor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Abatement Forms Application for Reduction in Assessed Valuation of 10 years Public MS 13.03
Personal Property, name, address, type of property,
owner's value

Abatement Forms Application for Reduction in Assessed Valuation of Real |10 years Public MS 13.03
Estate. Contains owner's information such as total fire
insurance on structure, owner's value and cost of
additions

Abatement Forms Application for Abatement General From. Applicant's |10 years Public MS 13.03
statement of facts and applicants' request

Abatement Forms Application for Settiement and Abatement of Delinquent |10 years Public MS 13.03
Taxes, Penalties, Interest and Cost; Name, address of
owner, reason taxes have not been paid, "Such
statement is reasonable "because...

Abatement Forms Abatement Corrections Forms Notification to Auditor of |10 years Public MS 13.03
correction/change to taxes for current or prior years

Aerial Survey Prints Prints of Hurd aerial surveys showing details of various |Destroy when superseded Public MS 13.03
tracts of land

Affidavit of Survivorship Name, address and legal description 10 years Public MS 13.03

Agricuitural Preserve Form putting agricultural land into the ag preserve 3 years after expiration of Public MS 13.03

Applications program; also expiration of ag preserve notices application

Application for Disability (3CCC |income, award letters

Class) PE 3D
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Classification and Reduction of
Taxable Value for Current Year

number

Wilkin County Responslble Authority - Cheryl Wall Department
County Assessor o Assessor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Application for Homestead Name, address, signed by owners, social security 10 years Public/Private MS 13.355

Application for Valuation and
Tax Deferment of Agricultural
Land Provided by MN
Agricultural Property Tax
Law/Green Acre Applications

Applications and verifications of agricultural income for
persons applying for Green Acre tax deferment

As long as property qualifies

Public/Private/Non-public

MS 13.03
MS 13.51, subd. 2

Application for Valuation and Form used to open space property 10 years Public MS 13.03

Tax Deferment of Private

Outdoor Recreational Open

Space and Park Lands

Appraisal Records Field Card-Total land and building values on front; Field |10 years Public/Private MS 13.03
Card-Land value appraisal record; computation of same Public/Private MS 13.03
by grade and class; building dimensions, sketches,
computations; specific data necessary to make value
determinations

Appraisal Reports on Special Appraisals on unusual or one-time projects 6 years Public/Private MS 13.03

Projects Confidential MS 13.51

MS 13.44

Assessing Charges Units of government which do not have their own 6 years Public MS 13.03
assessor

Assessment Abstract - Final Total estimated market value and total assessed value |10 years Public MS 13.03
by district

Assessment Abstract - Mini Total estimated market value by district 10 years Public MS 13.03
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Wilkin County Responsible Authority - Cheryl Wall Department
~ i ___ County Assessor . __ Assessor _
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Assessment Books/Rolls Total building value, total land value, house and garage |20 years, then transfer to the Public MS 13.03
value and classification; one acre building value State Archives all years thru MS 13.51, subd. 2
1901 ending in "0" & "1"
thereafter
Assessment Reports and Summaries on various classifications of property and |10 years Public MS 13.03
Statistics the assessments made thereon
Assessors Manuals Laws and regulations on assessing 6 years Public MS 13.03
Board of Review Files Contains actions taken by local, county and state 10 year; transfer any minutes of |Public MN 13.03
boards of review, attendance roster, minutes, etc. the Review Board to the State
Archives for selection and
disposition
Budget - Office Copy of monthly expenditures; record copy in auditor's |1 year Public MS 13.03
office MS 13.04
Building Schedules All Buildings 4 years Public MS 13.03
Certificate of Value (State Form) [Contains name and address of they buyer and seller; |5 years Public/Private MS 13.03
social security numbers; the sale price of the property; MS 13.04
amount of mortgage; terms of sale (in future); valuation
of property
Change of Address Name and address 1 year Public MS 13.03
Contracts for Deed Name and address of buyer and seller, legal 6 years Public MS 13.03
description, terms
Court Case Pending and settled court cases involving County 10 years after settlement of case|Public/Confidential/Protecte |MS 13.03
Assessor, including all supporting documentation and d/Non-Public MS 13.39
exhibits
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Wilkin County Responsible Authority - Cheryl Wall Department
. " . County Assessor Assessor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Declaration for Homestead Name, address, sworn statement of ownership and 6 years Public MS 13.03

Classification/Homestead occupancy

Affidavit

Exempt Property Listing Listing of all parcels and the latest exempt value 10 years Public MS 13.03

Financial Statement Determine value assistance 6 years Public MS 13.03

Fiscal Disparity Tables Summation of values by district, used by Auditor for 1 year Public MS 13.03
computing mill rates

Homestead Information Name, address, where they vote, car license, income |6 years Public MN 13.03
tax filing

Joint Tenancy or Remainderman |{Name, address and legal description 6 years Public MS 13.03

Laws, Directives and Bulletins  |Laws and rules covering assessor's offices-directives  |Destroy when superseded Public MS 13.03
and letters from Dept. of Revenue, court decisions,
attorney opinions, etc.

Maps - Section/Half Section Large Maps (approximately 32" x 36") in flat files used |Destroy when superseded Public MS 13.03
to identify and locate property for assessment,
divisions, etc., aerial photos, plats

Midyear Homestead Name, address, sworn statement of ownership and 6 years Public MS 13.03
occupancy

Military Personnel Sworn statement as to homestead 6 years Public MS 13.03

Mobile Home Abstract Valuation of mobile homes by district 10 years Public MS 13.03

Mobile Home Sheets and Field |The listing of mobile homes by individual owner, make |6 years Public MN 13.03

Cards and year of mobile home, and computation of valuation
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[ WilkinCounty [ Responsible Authority - Cheryl Wall ~ Department
| e County Assessor ' | Assessor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Mobile Home Valuation Used mobile homes average taxes paid-no delinquent |Until replaced by current edition |Public MS 13.03

Guidelines taxes

Native Prairie Application (DNR |Name, address and legal description 6 years Public MS 13.03

Form)

Parcel Forms Forms listing original parcels and new descriptions for {10 years Public MS 13.03
parcels divided; shows values and legal descriptions
being deleted and new ones being added

Personal Property Forms Listing of personal property and their value and names |6 years Public MS 13.03
and addresses

Personal Property Return - Structures on leased public or exempt land are taxable |6 years Public MS 13.03

Owners of Residential

Structures on Leased Public or

Exempt Lands

Plat Maps Original in County Recorder’s Office Destroy when superseded Public MS 13.03

Probate Deeds Name and address of buyer and seller, legal 6 years Public MS 13.03
description, terms

Property Owners List Alphabetized list of all parcels owned by property Destroy when superseded Public MS 13.03
owners

Purchase Agreements Name and address of buyer and seller, legal description|6 years
and terms

Quit Claim Deeds Name and address of buyer and seller, legal description|6 years Public MS 13.03
and terms
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~Wilkin County Responsible Authority - Cheryl Wall Department
in _ County Assessor me ' b ~ Assessor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Railroad Lands Listing of railroad lands which are taxable to the 10 years Public MN 13.03
railroads

Railroad Lands Name of lessee and area involved (copies) 6 years Public MS 13.03

Real Estate and Personal Summation of different property types by location and |10 years Public MS 13.03

Property Abstract of Assessment{by school district; original goes to Dept. of Revenue

Request for Exemption of Tax on|Certain equipment and description of it and use 6 years Public MS 13.03

Property Used for Control of Air,

Land and Water Pollution

Request for Review of Real Taxpayer is of the opinion his/her property is 3 years Public MS 13.03

Estate Assessment and erroneously valued. General information

Declaration of Value by Owner

Sales Data Land Value Maps Form used to list farm rental information 3 years Public MS 13.03

Sales Ratio Studies Studies showing relationship between appraisal value |6 years Public/Private MS 13.03
and actual market sales price MS 13.51

Statement of Owner of Real Owner's name, address, does occupant pay rent; (use |6 years Public MS 13.03

Estate Claimed to be Exempt  of property)

from Taxation

Statewide Ratio Studies Mailed to counties by State Depariment 3 years Public MS 13.03

Townhouse/Condominium/Apart |Floor plans, sales prices, model information, income 6 years Public/Private/Non-Public  |MS 13.03

ment information data MS 13.51
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_ Wilkin County -~ Responsible Authority - Cheryl Wall Department
| ] County Assessor " “ _Assessor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Utilities Valuations Name of utility and value (put on by State) (copies) 5 years Public MS 13.03
Warranty Deeds Name and address of buyer and seller, legal 6 years Public MS 13.03
description, terms
Wetlands Application Name, address, legal description 6 years Public MS 13.03
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~ WilkinCounty | Responsible Authority - Carl Thunem Department ]
s _County Attorney Attorney
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Child Dependency — Legal 2 years from last court activity |Confidential MS 13.393
Action MS 13.39
Child Neglect — Legal 2 years from last court activity  |Confidential MS 13.393
MS 13.39

Civil File — Miscellaneous

Legal opinions given to County officials, including

10 years, then transfer to the

Public/Private/Confidential/No

MS 13.03

letters, memos, reports, research and other State Archives for selection and |n-Public/Protected MS 13.393
correspondence disposition
Commitment Mentally il and dangerous 2 years from last court activity | Private/Confidential MS 13.46
MS 13.393
MS 13.39
Commitment Mentally retarded - for when County sough 2 years from last court activity  |Private/Confidential MS 13.46
conservatorships MS 13.393
MS 13.39
Commitment Other mentally retarded persons, inebriates, mentally ill, |2 years from first order that Private/Confidential MS 13.46
guardianship, restoration to capacity appears in file MS 13.393
MS 13.39
Contract Files Contracts for purchase/lease/sale of services, 6 years or after audit Public/Private/Confidential/No |MS 13.03
equipment and property n-Public MS 13.30
MS 13.393
MS 13.35
Criminal Research Criminal division opinion letters, memos and briefs 2 years from last court activity |Public/Private/Confidential  |MS 13.03
MS 13.30
MS 13.393
Felony Files Includes pleadings, police reports, complaints, memos, |2 years from last court activity  |Public/Private/Confidential MS 13.03
correspondencs, briefs, and transcripts MS 13.87

MS 13.393
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

MS 13.39

Wilkin County | Responsible Authority - Carl Thunem _ Department
- _County Attorney i ' Attorney o
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Gross Misdemeanors Includes pleadings, police reports, complaints, memos, {2 years from last court activity |Public/Private/Confidential MS 13.03
correspondence, briefs, and transcripts MS 13.87
MS 13.393
Investigation Police reports and correspondence 2 years from last court activity | Public/Confidential MS 13.03
MS 13.393
MS 13.82
MS 13.83
MS 13.86
Juvenile Files Includes pleadings, police reports, complaints, memos, |2 years from last court activity |Public/Private/Confidential MS 13.03
correspondence, briefs, and transcripts MS 13.393
Litigation Files Civil investigation, litigation involving County, including |2 years from last court activity |Public/Private/Confidential/No |MS 13.03
pleadings, briefs, research correspondence n-public/Protected MS 13.39
MS 13.393
Misdemeanors 2 years from last court activity |Public/Private/Confidential MS 13.03
MS 13.87
MS 13.393
Opinion Files Formal legal opinions prepared by County Attorney's 10 years, then transfer to the Public/Confidential/Non- MS 13.03
office, including correspondence and research State Archives for selection and {Public MS 13.393
disposition MS 13.39
Paternity and Child Support 3 years from last court activity  |Confidential/Private MS 13.393
Action MS 13.46
Casebook summarizing each case prosecuted by the |Retain permanently or transfer
Register of Criminal Action County Attorney to the State Archives Public MS 13.03
Research Files Research of miscellaneous topics affecting County for |10 years Public/Private/Confidential/No {MS 13.03
which no formal answer/opinion is needed n-Public MS 13.30
MS 13.393
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[ Wilkin County _] | Responsible Authority - Carl Thunem | Department
L . 1 County Attorney ; i 5 Attorney
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Termination of Parental Rights - 30 days beyond appeal period; 2|Confidential MS 13.393
Legal Action years from last court activity MS 13.39

Welfare Appeals Financial and social services appeals, including denial |2 years from last court activity  |Public/Confidential MS 13.46
of AFDC payments for too much equity; food stamps MS 13.393
appeals; medical assistance appeals

Welfare Appeals Licensing, including day care license, foster care 2 years from last court activity |Public/Private/Confidential MS 13.03
license, etc. MS 13.41

MS 13.46

MS 13.393
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Wilkin County ]' Responsible Authority - Janelle Krump Department
i . County Auditor-Treasurer | : Auditor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Abatements, Court Orders and 10 years Public MS 13.03
Assessor Changes
Absentee Ballot (Sealed) Marked ballots 22 months Non-Public MS 13.37
Absentee Voting Applications 22 months Public MS 13.03
(4 years, if serviceman)
Abstract of Tax Lists Showing values and taxes by municipality 10 years Public MS 13.03
Accounts Payable Register Lists checks paid out of County funds 6 years Public MS 13.03
Annual Report 7 years, then transfer to the Public MS 13.03
State Archives
Appropriations Made by Cities to 6 years Public MS 13.03
Safety Council
Assessment Books/Rolls Building and land values 20 years, then transfer to the Public MS 13.03
State Archives all years through
1901 and years ending in "0"
and "1" thereafter
Attorney’s Opinions On various county problems 10 years, then transfer to State |Public MS 13.03
Archives for selection and
disposition
Auctioneer License Application includes name, age, and address of 6 years Public MS 13.03
auctioneer MS 13.41
Auxiliary Forest Reports of 20 years Public MS 13.03
Commissioners
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Wilkin County Responsible Authority - Janelle Krump Department
County Auditor-Treasurer Auditor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Bids For all large county purchases and roads; also includes |10 years after project completed |Public/Non-Public MS 13.03

sealed bids on County projects (highway, ditch, etc.) MS 13.37
Bids: Rejected Rejected for large county purchases and roads 10 years Public/Non-Public MS 13.03

MS 13.37
Bonds - Public Official and Including highway, ditch; shows amount of levy to be  |Until office expires; until debt is |Public MS 13.03
Contractors; Debt Service spread, number of years, etc. retired and after audit
Budget Files 6 years, then transfer one copy |Public MS 13.03
of the final budget to the State
Archives

Cancellation of Certificate of 10 years Public MS 13.03
Forfeiture Applications
Candidates Expense Reports  |Required by State 4 years Public MS 13.03
Candidates Filing Statements  [For elections 3 years Public MS 13.03
Certification of Real Estate Required by State listing amount of sale 3 years Public MN 13.03
Values (CRV)
Certification of Assessment of 10 years Public MS 13.03
Personal Property of Electric MS 13.04
Light and Power Companies
Certification of Taxation of 10 years Public MS 13.03
Government and Railroad Lands MS 13.04
from Commission
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County Responsible Authority - Janelle Krump Department
| . g _ County Auditor-Treasurer Auditor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Cities - Divisions and Input Splits of property for tax records 6 years Public MS 13.03
Forms
Claims and Vouchers Paid by 10 years Public MS 13.03
County
Classified Studies Description of job duties of individual county positions |5 years Public MS 13.03
Confession of Judgements Paid up copies, 10 year payment plan for delinquent |6 years Public MS 13.03
taxes. Record of initial payment for those paying
delinquent taxes
Contracts Contracts between County management and various |6 years after expiration of Public/Private MS 13.03
Labor Unions contract, then transfer to the MS 13.37

State Archives

MS 179.01-179.77
MS 572.08-572.30

Contracts on County Buildings |Bids, payment schedule, etc. 10 years after final payment Public MS 13.03
Contracts: Invoices and 10 years after expiration or MS 13.03
Purchasing payment

County Board Order Designating Retain permanently or transfer |Public MS 13.03

Change of Name of Town

to the State Archives
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Wilkin County ] Responsible Authority - Janelle Krump . Departmentf
- : . County Auditor-Treasurer _Auditor L0
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
County Board Work Papers Agenda, agenda packets and information backing up  |Official agenda materials or Public MN 13.03
resolutions. (See Administration section, item 1) packets should be retained

permanently or transferred to the
State Archives for selection and
disposition. Actual work papers
(drafts, notes, efc.) may be
destroyed after 6 years.

County Owned Property Files Deeds and abstracts to county owned property As long as property is owned by |Public MS 13.03
the county
Dance License Application includes name and address 6 years Public MS 13.03
Ditch Liens Record of Liens Until paid off and audit Public MS 13.03
Driver's License Applications Application from the public for driver's license renewals, |3 year Public MS 13.03
duplicates, Minnesota identification cards, instruction MS 13.41
permits and donor cards MS 13.69
Driver's License Reports Daily compilations of applications from the public, 3 year Public MS 13.03
forwarded to the State for driver's license renewals, MS 13.41
duplicates, Minnesota State identification cards, MS 13.69

instruction permits and donor cards

Election Abstracts Record of votes cast Retain permanently or transfer |Public MS 13.03
to the State Archives
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Wilkin County Responsible Authority - Janelle Krump Department ﬂ
: e County Auditor-Treasurer | " Auditor J
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Election Ballots and Other 22 months from date of election |Public MN 13.03
Materials unless contested, then 22

months or until contest has been

determined; Federal law

requires to keep the Federal

election supplies and ballots 22

months
Election Summary Statements |Record of votes cast by city 22 months Public MS 13.03
Equipment Inventory 6 years Public MS 13.03
Fiscal Disparity Records State mandated equalization of fiscal growth 10 years Public MS 13.03
Forfeiture files Forfeited tax receipts on property lost by not paying 10 years Public MS 13.03

taxes
Foundling Registration 1 year Confidential MS 13.02
Garnishments 6 years Public MS 13.03
Green Acre Books Deferred tax records of Green Acre Parcels 10 years Public MS 13.03
Hawkers and Peddlers License |Application includes name and address 6 years Public MS 13.03
MS 13.41

Incorporation Files Records of townships incorporated as cities, etc. Retain permanently or transfer |Public MS 13.03

to the State Archives
Insurance Reports Showing amounts of claims by individual 6 years Private
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[ Wilkin County Responsible Authority - Janelle Krump Department |
» County Auditor-Treasurer Auditor
A — iS5 S i __.r_ B e
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Intoxicating Wine, Liquor Application includes names and addresses of all 6 years Public MN 13.03

License, Sunday Liquor License |applicants, birthdates and location of the business MS 13.42

(Unorganized or Unincorporated

Areas of County)

Investment Records Amounts invested and interest earned 6 years Public MS 13.03

Levy Received from All Taxing 6 years Public MS 13.03

Districts

Long-Term Disability Insurance |Claims filed by employees for L.T.D. Insurance program |After settlement and audit Private MS 13.43

Reports MS 541.05

Minister's Credentials Filings A copy of the minister's ordination papers or a letter Retain Permanently or tfransfer |Public

from the church; includes the name of the minister, date |to the State Archives
of ordination and church affiliation

Minutes: Board Minutes of Board meetings Retain Permanently or transfer |Public MS 13.03
to the State Archives when no MS 13.43
longer needed by the agency

Minutes: Board Tape recording of Board meetings Tapes may be reused or Public/Private MS 13.03
discarded 1 year after formal MS 13.43
approval of written minutes by
Board; tape recordings cannot
be the permanent record

Minutes: County Extension 10 years, then transfer to the Public MS 13.03

Committee State Archive
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Wilkin County Responsible Authority - Janelle Krump Department ' |
County Auditor-Treasurer Auditor -
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Non-Intoxicating Malit Liquor Application includes name of applicant and location of |6 years Public MS 13.03
License (Unorganized or business MS 13.41
Unincorporated Areas of the
County)
Notary Commissions Filings Commission contains name and address of notary 7 years Public MS 13.03
Notice of Claims Files of claims against County Until settlement of claim or audit |Public MS 13.03
Notices of Any Violation of 5 years Public MS 13.03
Ordinance in Operation of
Licensed Premises
Oaths of All County Officers 10 years Public MS 13.03
Oaths of Members of County 10 years Public MS 13.03
Welfare Boards
Order for Annexation of 10 years, then transfer to State |Public MS 13.03
Unincorporated Property Archives
Payments in Lieu of Taxes Exempt organizations make payment in lieu of taxes 6 years Public MS 13.03
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Wilkin County Responsible Authority - Janelle Krump Department
= i County Auditor-Treasurer T 2k Auditor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Payroll Records/Master - Permanent Public/Private MS 13.03

Information used to run payroll: MS 13.43

name, gross salary, salary

range, gross pension, value of

fringe benefits, reimbursed

expenses over salary, job title

and description, education,

previous work location, work

telephone number, city and

county residence; payroll

register/card

Payroll Records/Master - Time 6 years Public/Private MS 13.43

sheets (data for which accounts

for an employees work time);

Vacation and sick leave records

Plan and Specifications for 6 years Public MS 13.03

Construction/Improvement of

Any Road by County or Town

Plat Records (Duplicate) Destroy when no longer needed |Public MS 13.03

if original with County Recorder

Precious Metal Dealers License |Application requests name, address and date of birth |6 years Public MS 13.03
for all applicants, location of business and branch MS 13.41
offices MS 325F.73-.744

Railroad Leases Name of lessee and area involved - original; copies in  |Retain for life of lease and audit [Public MS 13.03
Assessor's Office
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Wilkin County Responsible Authority - Janelle Krump | ~ Department '
: , County Auditor-Treasurer - Auditor
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Real Estate and Personal 20 years, then transfer to the Public MS 13.03
Property Tax Books State Archives years through
1901 and years ending in "0"
and "1" thereafter

Real Estate Tax Statements Tax statements contain name and address of taxpayer |10 years Public MS 13.02

and owner, amount of tax, market value of property, MS 13.03

property identification and taxes due (Duplicate)
Receipts: Assessment 6 years Public MS 13.03
Receipts: Delinquent Tax 6 years Public MS 13.03
Receipts: District Court Clerk 6 years Public MS 13.03
and Sheriff for Fees
Receipts: Miscellaneous 6 years Public MS 13.03
Receipts: Mortgage Tax 6 years Public MS 13.03
Reception Books Numerical reception and admission index of all Permanent Public MS 13.03

instruments filed
Record and Fund for Each Permanent Public MS 13.03
Drainage System Established
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[ Wilkin County

Responsible Authority - Janelle Krump

Department
: Auditor

- __County Auditor-Treasurer
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Register of Warrants and Orders |Orders and warrants redeems by Treasurer 20 years, then consult with the |Public MS 13.03

Issued State Archives regarding
transfer

School Petitions Requesting changes in boundary lines 10 years, then transfer to the Public MS 13.03
State Archives

Special Assessment Changes |Sent to the county from cities Length of special assessment  {Public MS 13.03
plus audit

Special Assessment Rolls from |Shows amounts by parcel and the number of years to  |Length of special assessment  |Public MS 13.03

Cities be on taxes plus audit

Special Assessment Sheets Paid up and cancelled 6 years Public MS 13.03

State Highway Width Orders Required by State to be kept by Auditor Permanent Public MS 13.03

Statement of Expenses of 6 years Public MS 13.03

Custody Confinement and

Examination of Mentally lll, etc.

Statements of Person or 10 years Public MS 13.03

Corporation Having Right, title or

Interest in or to Any Land in the

State Upon Request

Tabular Statement of All Land Permanent Public MS 13.03

Owners Benefited by

Construction of Waterways
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Wilkin County | : ﬁe—sponsible Authority - Janelle Krump L Department .
: o County Auditor-Treasurer - : . Auditor g
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Tax Apportionments Sent out to cities, schools, and special districts 6 years Public MS 13.03
Tax Audit Printouts Breakdowns of taxes spread 6 years Public MS 13.03
Tax Cards Delinquent tax information 10 years Public MN 13.03
Tax Increment File Development District required reports, etc. 20 years Public MS 13.03
Tax Levy Files Shows taxes levied by fund 6 years Public MS 13.03
Township Assessor Report as to 1 year Public MS 13.03

Trees Planted

Transient Merchant License Application includes name, address and business 6 years Public MS 13.03
address MS 13.41
Trial Balances Accounting selection 6 years Public MS 13.03
Voter Registration Cards Requests name, date of birth, address, phone number |Until inactive Public/Private MN 13.03
and previous address of voter MS 201.011
MS 201.061
MS 201.071
Voter Registration Cards Inactive 1 year
Watershed and Ditch Folders  |Viewer reports and costs and benefits Permanent Public MS 13.03
Watershed District Requests 6 years, then transfer to the Public MS 13.03

State Archives
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Wilkin County

TITLE

Responsible Authority - Janelle Krump
County Auditor-Treasurer

DESCRIPTION

Department

- Auditor

se

RETENTION PERIOD

CLASSIFICATION

STATUTE

Welfare Abstracts

6 years
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County Responsible Authority - Janelle Krump Department —_—]
i . - County Auditor-Treasurer Records Common to All Depts
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Annual Reports Retain permanently or transfer |Public MS 13.03
to the State Archives
Attendance Records Sick leave, vacations, paid and unpaid leave requests, |2 years Public MS 13.03
compensation, time sheets, part-time claims, MS 13.43
Department copies
Budget/Budget Records Budget proposals; approved budget. Includes 2 years Public MS 13.03
supporting data and monthly department budget report
Billing Claims Monthly expense records for department expenses; 6 years Public/Private MS 13.03
purchase orders, invoices, claim forms, accounts
payable forms, etc.
Contract/Agreements Copies of contracts and agreements entered into with |10 years after contract expires |Public MS 13.03
agencies and businesses and other pertinent
information, i.e. selection of vendor, equipment and bid
specifications
Correspondence Routine correspondence and memorandums between |3 years, then transfer to the Public Varies with subject of
departments, administration, and other agencies State Archives for selection and correspondence
disposition
Correspondence County Administrator/Executive Secretary/County 3 years, then transfer to the Public MS 13.03
Executive correspondence and subject files of a policy |State Archives for selection and
making nature disposition
Grants State and Federal 6 years after grant agreement  |Public/Private MS 13.03
expires unless agreement
dictates otherwise
Inventory Physical inventory of furnishings and equipment in each |Until superseded Public MS 13.03
department
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

[ WilkinCounty | Responsible Authority - Janelle Krump Department v
: ' County Auditor-Treasurer Records Common to All Depts |
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Labor Relations Records Includes copies of contracts between management and |Until superseded Public/Private/Non-Public  |MS 13.03
various unions; background bargaining information; MS 13.43
records on grievances and disciplinary actions and how MS 13.37
they were settled; (not originals, for originals/master
copies of union contracts and labor dispute data see
Personnel Section of this schedule, items 20 and 21)
Legislative File Records on pending legislation in which department Review annual and dispose of |Public MS 13.03
has interest obsolete material
Meeting Minutes Minutes recording actions taken in meeting necessary |6 years, then transfer to the Public MS 13.03
for the management of the department and its activities |State Archives for selection and
(originating department only); does not include County |disposition
Board minutes; the State Archives wishes to have
transferred minutes of county committees and
governing boards
Meeting Minutes Tape recordings of meetings Tapes may be reused or Public MS 13.03
discarded 1 year after formal
approval of written minutes by
board; tape recordings cannot
be the permanent record
Personnel Policy File Memos and directives on personnel policies and Until superseded Public MS 13.03
actions
Personnel Records Department copies of personnel records of employee's {Until employee's termination Public MS 13.03
employment history; may include applications, MS 13.46
promotions, reclassification consideration, performance
reviews
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

document

Wilkin County Responsible Authority - Janelle Krump ] Department v
| wi County Auditor-Treasurer ‘ , |  Records Common to All Depts
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Email Retention should follow the Public Varies with subject of
schedule of the subject of the correspondence

Audio tapes of Closed Board
Sessions for Labor Negotiations

Two years after the contracts
are signed

Public/Private

MS 13D.03, subd. 2 (B)
MS 13D.03, subd.2 (B)




MINNESOTA GOVERNMENT DATA PRACTICES ACT

Page 1 of 2

COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County Responsible Authority - David Sayler - Department
Family Services Dirgctdr Family Services
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Adult Protection Sustained: 7 years; inconclusive:|Private/Confidential MS 13.46
4 years; false/not investigated: 3 MS 626.557
years
Adult Services 5 years Private MS 13.46
Alternative Care Services 10 years Private MS 13.46
Chemical Dependency Services 5 years Private MS 13.46
Mental Health Services Adult: 5 years; child: until client's | Private MS 13.46
26th birthday
Public Guardianship 10 years Private MS 13.46
Waiver-funded Services 10 years Private MS 13.46
Adolescent Living Skills (SELF) 4 years Private MS 13.46
Adoption/Child Public Permanent Private/Confidential MS 13.46
Guardianship MS 259.79
Child Protection Determination: 10 years; no Private/Confidential MS 13.46
determination: 4 years; MS 626.556
alternative responses: 4 years
Child Welfare 4 years Private MS 13.46
Early intervention 5 years Private MS 13.46
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Wilkin County : Responsible Authority - David Sayler . | Department

, : Family Services Director : : . Family Services

TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Intake/Slight Service 4 years Private MS 13.46
Licensing Foster care, child care 7 years Private MS 13.03
MS 13.46
Minor Parent 5 years Private MS 13.46
Parent Support Outreach 4 years Private MS 13.46
Chiild Support 3 years Private MS 13.46
Financial Assistance Program }Including cash, food, healthcare, housing and 4 years Private MS 13.46
childcare MS 13.47
Fraud 4 years Private MS 13.46
MS 13.39
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Wilkin County Responsible Authority - Erik Dohman Department '
' _Jail Administrator Sheriff's Department
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Admissions, Booking and Booking ledger Permanent Public MS 13.03
Discharge Records
Admissions, Booking and Commitments Permanent Public MS 13.03
Discharge Records
Admissions, Booking and Counselor's daily log - intake information and forms |6 years after last discharge Private/Confidential MS 13.85
Discharge Records on client/inmate; intake interview
Admissions, Booking and Daily admissions and discharge reports 6 years Public MS 13.03
Discharge Records
Admissions, Booking and Daily admissions sheets 6 years Public MS 13.03
Discharge Records
Admissions, Booking and Daily population reports 6 years Public MS 13.03
Discharge Records
Admissions, Booking and Discharge list (booking) 6 years Public MS 13.03
Discharge Records
Admissions, Booking and Client/inmate history car: Summary card showing all |Permanent Private MS 13.85
Discharge Records transactions involving individual client/inmate
Admissions, Booking and Client/inmate sign-in sheets 6 years Public MS 13.03
Discharge Records
Admissions, Booking and Client/inmate valuable receipts 6 years after discharge of Private/Non-public MS 13.37
Discharge Records client/inmate
Admissions, Booking and Master Log Book - admissions and discharges Permanent Public MS 13.03
Discharge Records
Admissions, Booking and Monthly population reports Permanent Public MS 13.03
Discharge Records
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

l, Wilkin County , Responsible Authority - Erik Dohman .  Department
- Jail Administrator L _ Sheriff's Department
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Admissions, Booking and "Nature of Commitment” reports (statistical) 6 years, then transfer to the Public MS 13.03
Discharge Records State Archives for selection and
disposition
Admissions, Booking and Statistical Reports - commitments Permanent Public MS 13.03
Discharge Records
Admissions, Booking and Statistical Reports - discharges Permanent Public MS 13.03
Discharge Records
Adult Case Files Chronological Case Recordings: (D.0.C. CR-00028 & |6 years after date of last activity |Public/Private/Confidential |{MS 13.03
CR-00204) These forms contain notes on all case MS 13.85
activity, e.g., problem areas; plans; any activity an
agent engages in relevant to a particuiar
client/inmate, visits, collateral contacts, telephone
contacts
Adult Case Files Client/Inmate summaries and progress reports: 6 years after date of last activity |Public MS 13.42
Monthly summaries and progress reports from
treatment centers, halfway houses, hospitals, etc.
Adult Case Files Correspondence: Includes letters from 6 years after date of last activity |Public/Private/Confidential |MS 13.03
clients/inmates, victims, enemies, family members, MS 13.85
friends, etc. as well as correspondence with D.O.C.,
courts, and other agencies
Adult Case Files Department of Corrections reports: These include 6 years after date of last activity |Private/Confidential MS 13.84
Uniform Case Report (D.0.C. CR-00522), violation MS 13.85
reports, progress reports, preparoles, addenda to
reports, and other miscellaneous required reports
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County " Responsible Authority - Erik Dohman Department
Jail Administrator o et Sheriff's Department
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Adult Case Files

Medical reports: These inciude psychological and
psychiatric evaluations; physicians' and nurses' notes,
clinical referrals, physical and emotional complaint
sheets, lab resdults, lab worksheets, medical reports
from private and other physicians, hospitals, and
other institutions, therapeutic/treatment progress
reports, client/inmate summaries, M.M.P.I. results,
efc.

6 years after date of last activity

Private MS 13.42

Adult Case Files

Presentence Investigation reports: Includes
confidential information attachment (D.O.C. CR-
00215)

6 years after date of last activity

Private MS 13.84
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Wilkin County r |

Responsible Authority - Erik Dohman
Jail Administrator

- .. Department
___ Sheriff's Department

TITLE

DESCRIPTION

RETENTION PERIOD

CLASSIFICATION

STATUTE

Adult Case Files

Summary information and reports: These include a
variety of individual and summary-type records found
in various combinations in each client'sfinmate's case
file. An individual folder might contain some or all of
them depending on the case itself. Including: Monthly
reports (D.0.C. CR-00214); Travel permits (D.O.C.
CR-00002); Transfer of Case Assignment (D.O.C. CR+
00235); Consent for Release of Confidential
Information (C.0.D. CR-002386); Fine/restitution
receipts, client risk classification form, Notice of
Violation and Right to Hearing (D.0.C. CR-00530);
Mug shots/rap sheets, N.C.1.C. & B.C.A. Record
Checks, institution case summaries containing
personal & family data, prior record, commitment
offense, psychological/psychiatric evaluations, etc.,
Probation Agreements (D.0.C. CR-00233); Parole
Agreements (D.0.C. CR-00108); Police reports,
Probation Discharge Orders (D.O.C. CR 00216 & CR-
00208); Revocation Orders (D.0.C. CR-00207);
Bookslips (D.O.C. CR-00198); Modified Parole
Agreements (D.0.C. CR-00525); Interstate Compact
Reports (D.0.C. CR-00003); Short form-Probationer's
Annual Progress Report (Continuance) (D.O.C. CR-
00217); M.C.B. Discharge letters (D.0.C. CR-00217)

6 years

Public/Private/Confidential

MS 13.03
MS 13.84
MS 13.85
MS 13.86

Breach of Trust, Disciplinary,
and Escape Records

Breach of trust and escape slips

2 years

Private/Non-public

MS 13.37
MS 13.85

Breach of Trust, Disciplinary,
and Escape Records

Correctional officers’ reports

6 years after last discharge

Private

MS 13.85
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

I "Wilkin County

Responsible Authority - Erik Dohman

Department

Jail Administrator MWy __ Sheriff's Department

TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Breach of Trust, Disciplinary, Disciplinary/Administrative hearing reports 6 years after last discharge Private MS 13.85
and Escape Records
Breach of Trust, Disciplinary, Disciplinary record book 6 years after last discharge Private MS 13.85
and Escape Records
Breach of Trust, Disciplinary, Client/inmate detainer slips 2 years Private MS 13.37
and Escape Records MS 13.85
Corrections Reports Annual institutional reports, committee reports, and |7 years, then transfer to the Public MS 13.03
special services reports State Archives for selection and
disposition
Corrections Reports Monthly, semi-annual reports 3 years Public MS 13.03
Correspondence Correspondence subject files: Administrator, Director |3 years, then transfer to the Public/Private MS 13.03
State Archives for selection and MS 13.85
disposition
Correspondence Correspondence with courts and other agencies 6 years after last discharge Private/Confidential MS 13.84
regarding individual client/inmate
Correspondence Any other Correspondence 3 years Public/Private MS 13.03
MS 13.85
Financial Records Annual reports Retain permanently or transfer |Public MS 13.03
to the State Archives
Financial Records Budgets/budget reports 2 years Public MS 13.03
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County r

G Jail Administrator _ Sheriff's Department
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Financial Records Client/inmate cash record cards Return personal records, such |Private MS 13.37
Client/inmate money sign-in sheets as deposit slip to client/inmate at
Client/inmate wages-weekly payroll records time of discharge, retain
Client/inmate deposit slips-accounts and wages institutional financial records 6
Client/inmate cash control sheets years
Client/inmate cash receipts books
*“*General Records Retention Schedule for Counties
may be used for other records

Juvenile Case Files Apprehension and Detention Orders/Cancellation of |Until client/inmate reaches the [Public MS 13.03
Apprehension and Detention Orders (D.O.C. CR- age of 23
00237 and D.O.C. CR-00238

Juvenile Case Files Chronological case recordings: These contain notes jUntil client/inmate reaches the |Public/Private MN 13.03
on all case activity, e.g. problem areas pian; any age of 23 MS 13.85
activity an agent engages in relevant to a particular MS 260.161
client/inmate include record visits, collateral contact,
telephone contacts

Juvenile Case Files Client summaries and progress reports: Monthly Until client/inmate reaches the |Private/Confidential MN 13.42
summaries, progress reports, termination reports, age of 23 MS 13.85
incident reports, etc. from group homes and halfway MS 260.161
houses

Juvenile Case Files Correspondence: Includes letters from Until clientinmate reaches the |Public/Private MN 13.03
clients/inmates, victims, enemies, family members, |age of 23 MS 13.84
friends, etc., as well as correspondence with D.O.C., MS 13.85
courts, and other agencies
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

[ Wilkin County | ~ Responsible Authority - Erik Dohman Department 1
L - Jail Administrator . ’ Sheriff's Department |
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Juvenile Case Files Department of Corrections reports: These include Until clientfinmate reaches the |Private MS 260.161
Uniform Case Report, violation reports, progress age of 23

reports, preparoles, replacement reports, social
histories, initial family contacts and other
miscellaneous reports on each client/inmate

Juvenile Case Files Discharge records: Including institution discharge Until client/inmate reaches the {Public Private MS 13.03
reports, individual release plans, staffing schedules, |age of 23 MS 13.85
Notification of Limited Parole/Furlough Application,
and other documents relating to a client's/inmate’s
release from incarceration

Juvenile Case Files Medical reports: These include psychological and Until client/inmate reaches the |Private MS 13.42
psychiatric evaluations; physicians' and nurses' notes,|age of 23
clinical referrals, physical and emotional complaint
sheets, lab results, lab worksheets, medical reports
from private and other physicians, hospitals, and
other institutions, therapeutic/treatment progress
reports, client/inmate summaries, M.M.P.\. results,
etc.
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County Responsible Authority - Erik Dohman _ , Department
5 o Jail Administrator Sheriff's Department
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Juvenile Case Files Summary information and reports: These are found in {Until client/inmate reaches the {Public/Private MS 13.03
varying combinations in the individual juvenile's case |age of 23 MS 13.85
file including: Hearing Officer Reports, Notice of MS 260.161
parole Violation and Right to
Hearing/Acknowledgement Waiver (D.O.C. CR-
00104); Review Panel findings on appeals, Parole
Agreement (D.O.C. CR-00100); juvenile information
sheet, school records, Consent for Release of
Confidential Information (C.0.D. CR-00236);
complaint reports, police reports, incident reports
from institution, court orders and writs
Juvenile Diversion Files Chronological case recordings: These contain notes [Until clientinmate reaches the |Public/Private MN 13.84
on all case activity, e.g. problem areas plan; any age of 18 MS 13.85
activity an agent engages in relevant to a particular MS 260.161
client/inmate include record visits, collateral contact,
telephone contacts
Juvenile Diversion Files Community service work: Work assignments and Until client/inmate reaches the |Private MN 13.84
release to all claims age of 18 MS 13.85
Juvenile Diversion Files Correspondence: Includes letters from Until client/inmate reaches the |Public/Private MN 13.03
clients/inmates, victims, enemies, family members, {age of 18 MS 13.84
friends, etc., as well as correspondence with D.O.C.,
courts, and other agencies
Juvenile Diversion Files Discharge records: Includes letter to client/inmate and|Until clientinmate reaches the |Private MS 13.84
parents/guardians age of 18 MS 13.85
Juvenile Diversion Files Intake records: Includes social history material, prior |Until client/inmate reaches the |Private MS 13.84
record, school information, etc. age of 18 MS 13.85
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

[ Wilkin County Responsible Authority - Erik Dohman Department ]
Jail Administrator Sheriff's Department
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Juvenile Diversion Files Medical reports: These include psychological and Until client/inmate reaches the |Private MS 13.42
psychiatric evaluations; physicians' and nurses' notes,|age of 18
clinical referrals, physical and emotional complaint
sheets, lab results, lab worksheets, medical reports
from private and other physicians, hospitals, and
other institutions, therapeutic/treatment progress
reports, client/inmate summaries, M.M.P.\. resuits,
efc.
Land and Building Work Orders |Routine work done on buildings and grounds 2 years Public MS 13.03
Minutes: Includes governing Paper Retain Permanently or transfer |Public MS 13.03
boards, regional authorities, to the State Archives
commissions, and committees,
efc.
Minutes: Includes governing Audiotape or videotape Tapes may be reused or Private MS 13.03
boards, regional authorities, discarded after formal approval
commissions, and committees, of written minutes. Tape
etc. recordings cannot be a
permanent record
Office Orders Verbal orders from a court or judge, given over the |2 years (the copy in the Public MS 13.03
phone (usually because they are to be effected client'sfinmate’s case file will be
immediately). For example, if a client/inmate is to be [retained 6 years after discharge)
paroled the same day, or if there is some other
change in his/her status the orders are typed up as
they are received. Paperwork from the court will
usually arrive in a few days. Copies are placed in the
client's/inmate’s file
Procedures Procedure manuals Until superseded Public MS 13.03
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

. Wilkin County | Responsible Authority - Erik Dohman | - Department , l
L ol - Jail Administrator 1 : Sheriff's Degartment .
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Segregation/Separation Records |Records of clients/inmates held in security area for |6 years after last discharge Public/Private MS 13.03
disciplinary, medical, or administrative reasons MS 13.85
Special Services Test results; reports of counselors, chemical 6 years after last discharge Private MS 13.85

dependency counselors, vocational counselors,
psychologists; information on client's/inmate’s
participation in various programs offered

Training Records Documents events towards certification for staff in 5 years after termination Public/Private/Non-Public MS 13.03
various areas MS 13.34
Victim Services Documents staff contacts with victims, public 6 years after last activity Public/Private MS 13.03

speaking engagements, prevention efforts,
evaluations and feedback

Volunteer Services Includes volunteer applications, cumulative service |2 years after individual volunteer {Public/Private MS 13.43, Subd. 2
records for and disposition of volunteer services, and |service ceases
evaluation of volunteers

**See other sections of the General Schedule for records not listed here**
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

WilkinCounty | Responsible Authority - Bruce Poppel { , Department
P Environmental Officer ____ Environmental Services
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Meeting Minutes Tape recording of meetings Tapes may be reused and Public MS 13.03
discarded 1 year after formal
approval of written minutes by
board; tape recordings cannot
be the permanent record
Personnel Policy File Memos and directive on personnel policies and Until superseded Public MS 13.03
actions
Shoreland Excavator Licenses Until superseded
Feedlot Registrations Permanent
Feedlot Permit Files Permanent
Declarations of Restriction Until superseded
Certificate of Transfer or Until superseded
Purchase of Development
Rights
Subdivision Agreements Until superseded
Compilaint Files Recording name, address, telephone number of 10 years Confidential MS 13.44, subd. 1
complainant and complaint, nature and action taken MS 13.39
on complaint
Manure Management Plans, Until superseded
Odor Control Plans
Solid Waste Licenses Until superseded
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

~ Wilkin County ] Responsible Authority - Bruce Poppel 1 Department _
Environmental Officer i _ Environmental Services
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Environmental Health Licenses Until superseded
Comprehensive Plan Permanent
Comprehensive Local Water Permanent
Plan
Household Hazardous Waste Permanent
Manifests
County Board Resolutions Until superseded
Zoning Maps Until superseded
Planning Commission Hearings and findings Retain subparts "a" and "b" Public MS 13.03
permanently or transfer to the MS 394.26
State Archives for selection and
disposition; tapes may be
reused or discarded 1 year after
formal approval of written
minutes by Commission; tap
recordings cannot be the
permanent record
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County r Responsible Authority - Bruce Poppel Department
i , P Environmental Officer | Environmental Services
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Planning Commission Minutes Retain subparts "a" and "b" Public MS 13.03
permanently or transfer to the MS 394.26

State Archives for selection and
disposition; tapes may be
reused or discarded 1 year after
formal approval of written
minutes by Commission; tap
recordings cannot be the

permanent record
Planning Commission Tape recordings of minutes Retain subparts "a" and "b" Public MS 13.03
permanently or transfer to the MS 394.26

State Archives for selection and
disposition; tapes may be
reused or discarded 1 year after
formal approval of written
minutes by Commission; tap
recordings cannot be the

permanent record
Setback and Elevation Name, address, legal description of property and use |Retain permanently or until Public MS 13.03
Certificates of structure superseded MS 394.26
Sewer Permits Name, address and location of sewer, inspection Permanent Public MS 13.03
report MS 394.26
Shoreland/Floodplain Ordinance |Files of shoreland and floodplain area applications for |Permanent Public MS 13.03

File building permits, conditional use permits, shoreland
alteration permits, variance requests, and zoning
inquiries
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County ] Responsible Authority - Bruce Poppel [ Department
| , Cia L \ . Environmental Officer o ' ‘Environmental Services
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Court Decisions on Zoning Retain permanently or transfer |Public MS 13.03
to the State Archives for
selection and disposition
Fees Collected Name of applicant and amount of fee and purpose of |6 years Public MS 13.03
fee
Land Use Map Retain permanently or transfer MS 13.85
to the State Archives for
selection and disposition
Land Use Permits Name and address of applicant, description of Until expiration Public MS 13.03
building, legal description of property MS 394.26
Land Variances Name and address of property owner, legal Permanent Public MS 13.03
description of property being split, reason for land
variance
Monthly Expenditures Copies 1 year Public/Private MS 13.03
MS 13.43
Budget 3 years Public MS 13.03
Conditional Use Permit Name, address, legal description of property, reason |Permanently Public MS 13.03
for conditional use MS 394.26
Interim Use Permit Name, address, legal description of property, reason |6 years after permit expiration |Public MS 13.03
for interim use MS 394.26
County Street Files identifying addresses for structures within the  |Permanent Public MS 13.03
Naming/Numbering File jurisdiction of the County Street Naming and
Numbering Ordinance
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

[ Wilkin County J

Environmental Officer

Responsible Authority - Bruce Poppel

DESCRIPTION RETENTION PERIOD

~— Department |
_ Environmental Services -

TITLE CLASSIFICATION STATUTE

County Street Files showing current addresses and locations for Permanent Public MS 13.03
Naming/Numbering File structures within jurisdiction of the County Street

Naming and Numbering Ordinance
County Street Files showing current plats for all parcels within Permanent Public MS 13.03
Naming/Numbering File jurisdiction of the County Street Naming and

Numbering Ordinance
Wetland Protection Files Permanent Public MN Rules 84.20
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

‘Wilkin County Responsible Authority - Deb Jacobs Department -
ERERL . Public Health Director Public Health .
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Administration and Operational |Miscellaneous statistical data, policy bulletins, 10 years, then transfer to the Public MS 13.03
Records procedural material, correspondence, etc. related to | State Archives for selection and
the development of funding authorization and disposition
administration of agency and agency affiliate
programs
Adolescent Living Skills (SELF) 4 years Private MS 13.46
Adoption/Child Public Permanent Private/Confidential MS 13.46
Guardianship MS 259.79
Advisory Committees Includes minutes and agendas for advisory 4 years; minutes: permanent or |Public MS 13.03
committees, community health task forces, mental transfer to State Archives
health task forces, etc.
Application Forms: AFDC Unemployed father; AFDC unborn; Food stamp 4 years after closing or after Private MS 13.46, Subd. 2 (a)
applications and specific affidavit; EPSDT application; family income report audit
supplements
AFDC Computer Coding forms 4 years after closing or after Public MS 13.46, Subd. 2 (a)
audit
AFDC Verification forms Work and educational expenses; unemployment If current, 4 years after closing |Private MS 13.46, Subd. 2 (a)
compensation; employment earnings; unearned or after audit; if not current, until
income (includes VA, SSI and RDSI); property value; |superseded
housing expenses; resident status; bank/savings and
loan/credit union, etc.; life and medical insurance;
relative responsibility; authorizations; medical exam
(disability); birth/death/marriage/divorce
AFDC Referral forms Fraud 4 years after case closing or Private/Confidential

completion of investigation
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~ Wilkin County Responsible Authority - Deb Jacobs ‘Department ;
e o Public Health Director ) Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
AFDC Referral forms Social Services 4 years after form completion Private
date
AFDC Referral forms Support and collections 4 years after case closing or Private
after audit
AFDC Internal Case Processing |Signature cards 4 years after case closing
Forms
AFDC Internal Case Processing |Case file summaries 4 years after case closing
Forms
AFDC Internal Case Processing |Supervisory and case review documents 1 year after form completion
Forms date
AFDC Internal Case Processing |Worksheets 4 years after completion date
Forms
AFDC Internal Case Processing |Payment authorizations, cancellations, and "holds”  |Retain original 4 years after
Forms completion date; retain
duplicates for 3 months
AFDC Internal Case Processing |Board action forms Destroy immediately or after
Forms action has been completed
AFDC Internal Case Processing |Miscellaneous notes (phone messages, supervisory |Destroy immediately or after
Forms instructions, routing slips, etc. not related to action has been completed
verification or case status)
AFDC Required Situational Appeal summaries and hearing records 4 years after case closing or Private MS 13.46, Subd. 2 (a)
Forms close of appeal
AFDC Required Situational WIN and Non-WIN registration records, informational |4 years after case closing or Private MS 13.46, Subd. 2 (a)
Forms transmittals, etc. after audit
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name and birthdates of clients, las known address of
family head, case number, programs, types of
services received, date of and reason for last closing

destruction of case data

I Wilkin County Responsible Authority - Deb Jacobs Department
o L : Public Health Director - Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

AFDC Required Situational EPSDT reports 4 years after completion date Private MS 13.46, Subd. 2 (a)

Forms

AFDC Required Situational Support assignments 4 years after case closing or Private MS 13.46, Subd. 2 (a)

Forms after audit

AFDC Regquired Situational Request for help in locating 4 years after case closing or Private MS 13.46, Subd. 2 (a)

Forms after audit

AFDC Required Situational Medical liens 4 years after case closing or Private MS 13.46, Subd. 2 (a)

Forms after audit

AFDC Client Correspondence [Decision notes: change notices; termination requests |Destroy immediately after Private MS 13.46, Subd. 2 (a)
appeal rights are exhausted

AFDC Client Correspondence |Information requests Destroy immediately upon Private MS 13.46, Subd. 2 (a)
receipt of information

AFDC Duplicate Case Records |Copies of the above mentioned data of which the 4 years after case closing or Private MS 13.46, Subd. 2 (a)

originals have been sent to the county of financial after audit
responsibility for ongoing administration

AFDC Case File Index Cards Destroy card 4 years after case |Private MS 13.46, Subd. 2 (a)
closing or after audit

Application form: (EA and Food 4 years after case closing or Private MS 13.46, Subd. 2(a)

Stamp Affidavit) after audit

Case Index Cards Summarized case identification data which includes |Destroy in accordance with Private MS 13.46, Subd. 2(a)
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- -q-w- »
- Wilkin County - _Responsible Authority - Deb Jacobs Department
1 . 5 Public Health Director Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Child Protection Determination: 10 year; no Private/Confidential MS 13.46
determination: 4 years; MS 626.556
alternative response: 4 years
Child Support 3 years Private MS 13.46
Child Welfare 4 years Private MS 13.46
Collections 4 years Public/Private MS 13.03
MS 13.46
EA Verification Forms Employment eamings; bank, savings and loan, 4 years after case closing or Private MS 13.46, Subd. 2(a)
resident status; housing expenses; relative after audit
responsibility; medical exam (disability);
authorizations
EA Internal Case Processing Worksheets 4 years after completion date Private
Forms
EA Internal Case Processing Board action initiation forms; signature cards; case |4 years after case closing or Private
Forms file summaries and checklists after audit
EA Internal Case Processing Payment authorization requests Retain original 4 years after Private
Forms completion date; retain
duplicates for 3 months
EA Case File Index Cards Destroy card 4 years after case [Private MS 13.46, Subd. 2(a)
closing or after audit
Early Intervention 5 years Private MS 13.46
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Wilkin County l ,

~Responsible Authority - Deb Jacobs

Department

Public Health Director § Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Energy Assistance Forms containing information regarding eligibility of |4 years after case closing or Public MS 268.12, Subd. 12

client for fuel assistance. Includes vendor remittance |after audit

applications, income verification, landlord agreement,

EAP gross and household income worksheet, intake

document, abstracts, remittance advice, subgrantee

invoice, quarterly progress reports, budget, grant

agreements, etc.
Financial Assistance Programs |Including cash, food, healthcare, housing and 4 years Private MS 13.46

childcare MS 13.47
Fiscal and Statistical Reports to |Forms related to the agency staff activity reporting 4 years after case closing or Public MS 13.03
the State Agency and the accounting office copy of agency action forms|after audit
Food Stamp Case Records 4 years after case closing or Private MS 13.46, Subd. 2(a)
Application Form after audit
Food Stamp Case Records Student income; economic unit; employment 4 years after case closing or Private MS 13.46, Subd. 2(a)
Verification Forms earnings; bank/savings and loan/credit union, etc.; after audit

personal property; unearned income; authorizations
Food Stamp Case Records Social Services; work registration 4 years after case closing or Private MS 13.46, Subd. 2(a)
Referral Forms after audit
Food Stamp Case Records Fraud 4 years after case closing or Private/Confidential MS 13.46, Subd. 3
Referral Forms after audit
Food Stamp Case Records Worksheets, ATP card action requests 4 years after completion date Private MS 13.46, Subd. 2(a)
Internal Case Processing
Food Stamp Case Records Computer coding forms 6 months after form completion |Private MS 13.46, Subd. 2(a)

Internal Case Processing

date
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Wilkin County | Responsible Authority - Deb Jacobs Department
. . Public Health Director - Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Food Stamp Case Records Phone messages, supervisory instructions, routing Destroy immediately after action

Miscellaneous Notes

slips, etc. not related to verification or case status

has been completed

Food Stamp Case Records Appeal summaries and hearing records 4 years after case closing or Private MS 13.46, Subd. 2(a)
Miscellaneous Notes completion of investigation
Food Stamp Case Records Decision notices - change notices, termination Destroy immediately if Private MS 13.46, Subd. 2(a)
Miscellaneous Notes termination/change is not

effective; if decision is effective

retain 4 years after completion

date
Food Stamp Case Records Information requests Destroy immediately upon Private MS 13.46, Subd. 2(a)
Miscellaneous Notes receipt of information
Food Stamp Dupilicate Case Copies of the above mentioned data of which the Destroy after receipt of Private MS 13.46, Subd. 2(a)

Records

originals have been sent to the county of financial
responsibility for ongoing administration

responsible county's acceptance
of case

Food Stamp Case Records 4 years after case closing or Private MS 13.46, Subd. 2(a)
Case File Index Cards after audit
Fraud 4 years Private/Confidential MS 13.46
MS 13.39
Fraud Investigations Data and forms relating to investigation of fraud 4 years after case closing or Public/Private/Confidential |MS 13.03

reports

after completion of investigation

MS 13.46, Subd. 2 (a)

GA Application Forms

GA application; food stamp affidavit

4 years after case closing or
after audit

Private

MS 13.46, Subd. 2(a)
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"Situational” Forms

‘Wilkin County Responsible Authority - Deb Jacobs ‘Department
e - Public Health Director Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
GA Verification Forms Employment eamnings; unearned income; property If current, 4 years after case Private MS 13.46, Subd. 2(a)
value; housing expenses; resident status; closing or after audit; if not
birth/death/marriage/divorce; life insurance; medical |current, until superseded
examination (disability); authorization
GA Internal case processing Signature card; case file summaries; Board action 4 years after case closing or Private MS 13.46, Subd. 2(a)
|forms initiation; change of address notification after audit
GA Internal case processing Worksheets 4 years after form completion Private MS 13.46, Subd. 2(a)
forms date
GA Internal case processing Payment authorizations, cancellations and "holds" Retain original 4 years after Private MS 13.46, Subd. 2(a)
[forms completion date; retain
duplicates for 3 months
GA Case Records Miscellaneous notes (phone messages, supervisory |Destroy immediately after action
instructions, routing slips, etc. not related to has been completed
verification or case status)
GA Case Records Referral Social Services; work program; vocational guidance |4 years after completion date Private MS 13.46, Subd. 2(a)
Forms and/or rehabilitation; other counties
GA Case Records Referral Fraud 4 years after case closing or Private/Confidential MS 13.46, Subd. 3
Forms close of investigation
GA Case Records Required Appeal summaries and hearing records 4 years after case closing or Private MS 13.46, Subd. 2(a)
"Situational” Forms close of appeal
GA Case Records Required Vendor authorizations; report on lost/stolen money |4 years after completion date Private MS 13.46, Subd. 2(a)
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originals have been sent to the county of financial
responsibility for ongoing administration

responsible county's acceptance
of case

Wilkin County Responsible Authority - Deb Jacobs Department
al | L L Public Health Director Public Health | l
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

GA Case Records Decision notices - termination notices; change notices|Destroy immediately if Private MS 13.46, Subd. 2(a)
Miscellaneous termination/change is not

effective; if decision is effective,

retain 4 years after completion

date
GA Case Records Information requests Destroy immediately upon Private MS 13.46, Subd. 2(a)
Miscellaneous receipt of information
GA Duplicate Case Records Copies of the above mentioned data of which the Destroy after receipt of Private MS 13.46, Subd. 2(a)

GA Case Records Case File Destroy card 4 years after case |Private MS 13.46, Subd. 2(a)
Index Cards closing or audit
General Ledger Accounts Summaries of payment detail (receipts and 10 years after case closingor  |Public MS 13.03
disbursements) and authorizations that are recorded |after audit
in the books of original entry
Government Documents Contracts, grants, multi-divisional support (ARC, data |4 years Public/Private MS 13.03
analyst) MS 13.46
Information and Referral Slight |Forms including identifying information; statement of |1 year from last contact Private MS 13.46, Subd. 2(a)
Service Cases request; disposal of inquiry
Intake Registers Listings of requests for social services and financial |3 years after last entry date Private MS 13.46, Subd. 2(a)
assistance and their subsequent disposition
Intake/Slight Service 4 years Private MS 13.46
Licensing Foster care, child care 7 years Public/Private MS 13.03

MS 13.46
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File

correspondence from and to license; annual home
evaluations; foster parent agreement or foster home
files; copy of license

non-renewal; revocation: 6 years
after revocation; unlicensed or
denial: 3 years after decision

— Wilkin County Responsible Authority - Deb Jacobs Department
REiAE ' Public Health Director -~ _PublicHealth
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Licensing Records - Licensing |Summary sheet; application; copy of notice to zoning; |Non-Renewals: 2 years after Public/Private MS 13.03

MS 13.46, Subd. 4

Licensing Records - Card Files

Contains general identification information about the
facility and actions taken

Non-Renewals: 2 years after
non-renewal; revocation: 6 years
after revocation; unlicensed or
denial: 3 years after decision

Public/Private

MS 13.03
MS 13.46, Subd. 4

Licensing Records - Licensing 6 years Confidential/Protected/Non- |MS 13.46, Subd. 3
investigations Public
MA/MSA Case Records 6 months after form completion |Private MS 13.46, Subd. 2(a)
Computer Coding Forms date
MA/MSA Case Records Marital; housing expenses; employment earnings; life |If current, 4 years after case Private MS 13.46, Subd. 2(a)
Verification Forms and medical insurance; uneamed income; closing or after audit; if not

bank/savings and loan/credit union, etc.; property current, 4 years after form

value; birth/death/marriage/divorce; level-of- completion date

carefinstitutional status; medical treatment,

transportation; medical exam (disability);

authorizations
MA/MSA Case Records Referral |Fraud 4 years after case closing date |Private/Confidential MS 13.46, Subd. 2(a)
Forms or close of investigation MS. 13.46, Subd. 3
MA/MSA Case Records Referral |Social Services; support and collections; other 4 years after form completion Private MS 13.46, Subd. 2(a)

Forms

counties; medical review team; vocational
rehabilitation

date
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_ Wilkin County | ’ " Responsible Authority - Deb Jacobs ; Department ]
, ' 9 Public Health Director : Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
MA/MSA Case Records Internal |Signature care; case file summaries; Board action 4 years after case closing date |Private MS 13.46, Subd. 2(a)
Case Processing Forms initiation forms; change of address notifications or after audit
MA/MSA Case Records Internal |Worksheets 4 years after form completion Private MS 13.46, Subd. 2(a)
Case Processing Forms date
MA/MSA Case Records Internal |Payment authorizations, cancellation and "holds"” Retain original 4 years after Private MS 13.46, Subd. 2(a)
Case Processing Forms completion date. Retain
duplicates for 3 months

MA/MSA Case Records Internal |Miscellaneous notes (phone messages, supervisory {Destroy immediately after action |Private MS 13.46, Subd. 2(a)
Case Processing Forms instructions, routing slips, etc. not related to has been completed

verification or case status)
MA/MSA Case Records Utilization reviews; physical therapy authorizations 4 years after completion date Private MS 13.46, Subd. 2(a)
Required "Situational” Forms
MA/MSA Case Records Level-of-care evaluations; physician visits 4 years after case closing or Private MS 13.46, Subd. 2(a)
Required "Situational” Forms recertification; bed reservations; record of physician |after audit

visits; list of medical expenses; tracking minimum

income levels for recipients of mandatory

supplemental payments; facility billings for long-term

care; recommendations for P.A. state hospital billings
MA/MSA Case Records Appeal summaries and hearing records 4 years after case closing or Private MS 13.46, Subd. 2(a)

Required "Situational" Forms

completion of appeal
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T LT 2 A a e R ]
|  Wilkin County Responsible Authority - Deb Jacobs Department
o - Public Health Director Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
MA/MSA Case Records Client |Decision notices - termination notices; eligibility Destroy immediately if Private MS 13.46, Subd. 2(a)
Correspondence notices termination/change is not
effective; if decision is effective,
retain 4 years after completion
date
MA/MSA Case Records Client |Information requests Destroy immediately upon Private MS 13.46, Subd. 2(a)
Correspondence receipt of information
MA/MSA Duplicate Case Copies of the above mentioned data of which the 4 years after case closing or Private MS 13.46, Subd. 2(a)
Records originals have been sent to the county of financial after audit
responsibility for ongoing administration
MA/MSA Case Records Case Destroy card 4 years after case |Private MS 13.46, Subd. 2(a)
File Index Cards closing or after audit
MAXIS Computer System Client identification data eligibility factors, assistance |4 years after closing or after Public/Private MS 13.03
(Income Maintenance) payments, etc.; output includes lists of clients needing|audit MS 13.46
update action, grant payment listing, and other
statistical reports
Minor Parent 5 years Private MS 13.46
Minutes of County Weifare Section A - Summaries of general business Retain permanently or transfer |Public/Private MS 13.03
Boards, Mental Health Boards  |discussions, personnel transactions, policy discussion|to the State Archives; tape MS 13.46, Subd. 2(a)
and Other Agencies and formation, and administrative reports recordings of minutes may be
reused or discarded 1 year after
formal approval of written
minutes by Board; tape
recordings cannot be the
permanent record
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l- - e w 3 T = 3
~ Wilkin County “Responsible Authority - Deb Jacobs Department - ]
' - : ' Public Health Director Public Health e
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Minutes of County Welfare Section B - Social service and income maintenance [Retain permanently or transfer |Public/Private MS 13.03
Boards, Mental Health Boards |case openings, closings, denials, pending, appeals, |[to the State Archives; tape MS 13.46, Subd. 2(a)
and Other Agencies recover claims, property waivers, medical liens, recordings of minutes may be
vendor payments, supplemental payments, etc.; reused or discarded 1 year after
identifying information should consist of case number [formal approval of written
only (not case name) minutes by Board; tape
recordings cannot be the
permanent record
Paid Administration Claims Individual claims (bills) for costs such as rentals, 6 years or after audit Public MS 13.03
(bills) equipment, supplies, mileage, conference costs, etc. MS 13.43, Subd. 2
Paid General Assistance Claims |Individual records of claims (bills) and payments 6 years after closing or after Private MS 13.46, Subd. 2 (a)
made from General Assistance funds audit
Paid Medical Bilis Claims for medical vendor payments 6 years after closing or after Private MS 13.46, Subd. 2 (a)
audit
Parent Outreach Support 4 years Private MS 13.46
Payment Abstracts Records of checks issued and chargeable to the 6 years after closing or after Private MS 13.46, Subd. 2 (a)
various Welfare funds; data includes names of clients |audit
and amounts paid
Pre-Admission Screening To determine admission to nursing home and care; |4 years after case closing or Private MS 13.46, Subd. 2 (a)
includes quality assurance report or pre-admission  |after audit
screening
Program/Fiscal 6 years Public/Private MS 13.03
MS 13.46
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Wilkin County Responsible Authority - Deb Jacobs ~Department
Public Health Director i - _Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Social Service Case Records All |Application for social services; appropriate case 4 years after case closing or Private MS 13.46, Subd. 2 (a)

Service Cases

narratives; service plans and agreements

after audit

Social Service Case Records All |Computer coding forms 6 months after form completion |Private MS 13.46, Subd. 2 (a)
Service Cases date
Social Service Case Records Income declarations; verification of income (when If current, 4 years after case Private MS 13.46, Subd. 2 (a)
Title XX Fundings required) closing; if not current, 4 years
after form completion date

Social Service Case Records Inter and intra agency referral forms; service 4 years after completion date Private MS 13.46, Subd. 2 (a)
Required "Situational” Forms providers; income maintenance; payment

authorizations; supervisory and case review

documents; support and collections
Social Service Case Records  |Appeal summaries and hearing records 4 years after case closing or Private MS 13.46, Subd. 2 (a)
Required "Situational” Forms completion of appeal
Social Service Case Records Phone messages; supervisory instructions; routing Destroy immediately after Private MS 13.46, Subd. 2 (a)
Forms Miscellaneous Case slips; other, including daily time report completed action
Notes
Social Service Case Records Application; court order terminating parental rights Permanent Confidential MS 259.27, Subd. 3

Related to Adoption

and court order on child; Commissioner's consent and
approval for child outside of state; adoptive
placement agreement; report of adoptive placement,
termination of adoptive placement (if legal adoption is
not completed); notice of state agency closing
religious waiver
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Wilkin County ] Responsible Authority - Deb Jacobs Department
' Public Health Director Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Social Service Case Records Subsidy contract; contract reviews and revisions 4 years after expiration date Private MS 259.27, Subd. 3
Related to Adoption
Social Service Case Records Child abuse report - unsubstantiated Destroy 30 days after notification|Private MS 626.556, Subd. 11
Related to Child Protection to data subject; maintain if date
subject requests MS 626556
Subd. 11(a) (if Title XX funding
is claimed, retain a listing of
case number, date of case
opening, date of case closing,
and reason for closure)
Social Service Case Records Child abuse report - substantiated 7 years after case closing or Private/Confidential MS 626.556, Subd. 11
Related to Child Protection after audit MS 626.556 Subd.
11(b)
Social Service Case Records Child abuse report - unable to substantiate 1 year after investigation Private/Confidential MS 626.556, Subd. 11
Related to Child Protection becomes inactive MS 626.556,
Subd. 11(c) (Title XX funding is
claimed, retain a listing of case
number, date of opening, date of
case closing, and reason for
closure)
Social Service Case Records Custody studies; teenager marriage evaluations; DWI | Destroy after court action Private MS 13.46, Subd. 2

Forms Related to Court
Requested Evaluation

evaluations; others

(unless Title XX FFP is claimed,
then retain 4 years after case
closing, and reason for closing)
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Wilkin County I Responsible Authority - Deb Jacobs Department
. ‘ , Public Health Director " ~ Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Social Service Case Records
Forms Related to Day Care
Children

Child Development Service Plan

4 year after case closing or after
audit

Private

MS 13.46, Subd. 2(a)

Social Service Case Records
Forms Related to Foster Care
Adult

Copy of written plan provided to foster home;
physician's health report

4 year after case closing or after
audit

Private

MS 13.46, Subd. 2(a)

Social Service Case Records
Forms Related to Foster Care
Children including Residential
Treatment

Temporary placement agreement or court order
waiting custody; child’s basic medical examination;
placement record of child

4 year after case closing or after
audit

Private

MS 13.46, Subd. 2(a)

Social Service Case Records
Forms Related to Guardianship

Guardianship report; Minnesota adoption registration
form for adoptive applicants; adoption placement
agreement; application for Indian foster care;
authorization to provide for care of child; child's basic
medical examination forms; consent for medical care;
permanent placement agreement; report of payments
for care of children under court; closing sheet-copies
of court orders pertaining to guardianship; copy of
court order for legal name change

4 year after case closing or after
audit with the exception of the
following to be retained
permanently: face sheet,
guardianship referrals, court
summary, closing summary,
findings and orders, health
history

Private

MS 13.46, Subd. 2(a)

Social Service Case Records
Forms Related to Health

Social and medical history report; psychologist report;
state hospital admission; discharge report

4 year after case closing or after
audit

Private

MS 13.46, Subd. 2(a)

Social Service Case Records
Forms Related to Unmarried
Parents

Report of child born out of wedlock

If child is kept, destroy 4 years
after closing date; if child is
placed, follow adoption schedule

Private

MS 13.48, Subd. 2(a)




MINNESOTA GOVERNMENT DATA PRACTICES ACT

Page 16 of 17

COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

Wilkin County | Responsible Authority - Deb Jacobs Department
\ Public Health Director . Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Social Service Case Records  [WIN Certification record; WIN status change notice; |4 year after case closing or after |Private MS 13.46, Subd. 2(a)
Forms Related to WIN AFDC payment reduction record audit
Social Service Case Records 4 year after case closing or after |Private MS 13.46, Subd. 2(a)
Forms Related to Case File audit
Index Cards
Social Welfare Fund Receipts, |Receipts and redeemed checks 6 years or after audit; 6 years  |Private MS 13.46, Subd. 2 (a)
Redeemed Checks, and after escheat
Accounts
Social Welfare Fund Receipts, |Ledger accounts-Summaries of payment detail 6 years or after audit; 6 years Private MS 13.46, Subd. 2 (a)

Redeemed Checks, and

(receipts and disbursements) and authorizations that

after escheat

Accounts are recorded in the books of the original entry
SSIS Computer System (Social |Client identification data, services provided, funding
Service) sources, etc.; output includes update reports

(worksheets for recording social worker activity), and
statistical reports
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Wilkin County Responsible Authority - Deb Jacobs . . Department
e | Public Health Director G bl Public Health |
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Support and Collections - Case |Referral to support; assignment of support; divorce  |AFDC Cases: 4 years after Private/Confidential MS 13.46, Subd. 2 (a)
Records decree; application for IV-D services; court orders and]closing or after audit; non- MS 13.46, Subd. 3
referrals; absent parent papers (absent parent welfare cases: 21 years from the
questionnaire, request to DPW for assistance in youngest child's birthdate

locating absent parent, summary of contacts and
efforts to locate); affidavits; copy of URESA
complaint; Sheriff's Department information sheet;
citizens' complaints; copies of subpoenas; face sheet;
casework abstracts; intra- and inter-office memos
(eligibility technicians, accounting, County Attorney's
office); correspondence

Volunteer application form; cumulative service record; MS 13.03
request for services; disposition of services and MS 13.43, Subd. 2
Volunteer Services Records evaluations; inactive volunteer records 1 year after closing Public/Private MS 13.46, Subd. 2 (a)
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Wilkin County [ Responsible Authority - Brian Noetzelman Department 7
. County Highway Engineer - Highway
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Accounts Receivable Ledger Closed or paid accounts for services or materials 6 years Public MS 13.03
Record fumnished to individuals and governmental agencies
Annual Report 7 years, then transfer to the Public MS 13.03
State Archives
Annual Road/Bridge Report to 10 years, then transfer to the Public MS 13.03
County Board State Archives
Construction and/or Including proposals, abstract of bids, performance 10 years after project completed |Public MS 13.03
Maintenance Contracts bonds, partial and final payment estimates
Construction Projects and After agreement expiration and |Public MS 13.03
Maintenance Agreements with audit
Cities and Villages
Designations and Revocations |Copies Permanent Public MS 13.03
of County State-Aid Highways
and County Roads
Driveway Permits Access permits for driveways entering County State- |Permanent Public MS 13.03
aid Highways and County Roads
Employee Time/Equipment All original time sheets from field and shop 6 years Public/Private MS 13.03
Report employees MS 13.43
Equipment Cost History Annual recapitulation of operating costs and repairs |6 years Public MS 13.03
for each county highway unit, spec, contract,
proposals
Equipment Repair Order Description of repairs and materials used Life of unit Public MS 13.03
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Wilkin County = Responsible Authority - Brian Noetzelman Department =
\ o : County Highway Engineer Highway ]
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Field Construction Source including weight tickets, inspection reports, etc. 6 years Public/Private MS 13.03
Documents MS 13.43
Gas and Oil Consumption Tank or drum field stock report for perpetual inventory |6 years Public MS 13.03
Report records
Inspection and Field Including project log records, diaries pertaining to 6 years after contract expiration }Public MS 13.03
Construction Reports specific contracts or agreements
Material Requisition for Record of items removed from stock and disposition |6 years Public MS 13.03
Inventory Stock to road or equipment
Motor Vehicle/Employee 10 years Public/Confidential/Protected
Accident Reports /Non-Public
Moving Permits 3 years Public MS 13.03
Right-of-Way Documents Easements, acquisition certificates, plats, area Permanent Public MS 13.03

computation documents
Salaries and Wages Payroll Employee listing of salaries and wages eamned semi- |Permanent unless record copy |Public/Private MS 13.03

monthly or monthly retained in Auditor's office or MS 13.43

central payroll, then 6 years

Utility Permit/Right-of-Way Permits to work within right-of-way boundaries on Permanent Public MS 13.03
Violations county state-aid highways and county roads
Vendor's Invoice and Related 6 years Public MS 13.03

Purchase Orders and Receiving
Records
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F ~ Wilkin County Responsible Authority - Janelle Krump : ] . Department
o _ County Auditor-Treasurer " Personnel _
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Applicant Data - General Applications, resumes, letters of recommendation, 3 years or length of eligibility if |Public/Private MS 13.03
affirmative action forms, certification of test/Examination|longer MS 13.43
Results, list of qualified applicants, ranking interview
notes, reference checks, records that relate to posting,
recruitment, selection and appointment to each
position. [f hired, application etc. becomes part of
employee personnel file
Applicant Data - Background Background checks conducted by third party (Info 5 years after employee's Private/Confidential
Checks subject to FCRA) termination or 6 years after date
of background check whichever
is longer
Affirmative Action Reports Copies of reports sent to Human Rights Commission |5 years Public/Private MS 13.39
MS 13.43
Benefit Enrollment Forms Employees' medical, dental, deferred compensation 5 years after employee's Private MS 13.43
etc. election forms termination
Benefits Plans Includes insurance, health care, deferred Until superseded or 6 years after|Public
compensation, etc. coverage lapses
Classification Studies Studies which describe the job duties and may rank Until superseded Public MS 13.03
individual County positions; see also: pay equity
Compensation Plan Salary tables/ranges, plan documents, pay increase 10 years Public MS 13.03
criteria
Employment Eligibility Verifies status of citizenship or naturalization 3 years after date of hire, or 1  |Private MS 13.43
Verification/I-9 Form year after employment is
terminated, whichever is later.
Should not be retained in
employee's personnel file
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- P — g - T T
- Wilkin County Responsible Authority - Janelle Krump ’ _ Department
: - - . i County Auditor-Treasurer | Personnel
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Employee Suggestion Form 2 years Public/Private MS 13.43
Drug and Alcohol Testing Includes commercial driver’s license (CDL's), controlled |1 year for records of negative  [Public/Private MS 13.43
Results substance test results, drivers evaluations, etc. and canceled drug tests, records 49 CFR 382.401
of alcohol tests with a result
below .02 BAC
(49CFRss382.401) 5 years after
employee's termination for
alcohol test results greater than
.02 BAC, verified positive
controlled substance test
results, documentation of refusal
to test, calibration
documentation, driver
evaluations and referrals
Equat Employment Opportunity |Reports sent to Federal Government 3 years Public 29 CFR 1602.3
Reports/Summary Data (EEO
Reports)
Grievance Files Formal written employee grievance and/or complaint |5 years after employee's Public/Private MS 13.43
filed under personnel rules, and received by County. termination
Should not be retained in employee personnel file.
Job/Position Descriptions Personnel department retains a position description Until superseded Public
history on the various positions within the County
Labor Unions-Arbitration Permanent Public MS 13.03
Decisions
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Wilkin County ‘Responsible Authority - Janelle Krump . Department
. i _County Auditor-Treasurer Personnel
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Labor Unions- Personnel department retains a position description Permanent Public/Private
Disputes/Grievances history on the various positions within the County
Labor Unions - Negotiating Data Permanent Public/Private
Medical Records/FMLA Any information concerning the health status of an 5 years after employee's Public/Private MS 13.43
employee which is made or maintained by a physician, |termination
nurse, or other health care personnel, or technician,
including medicai and employment questionnaires or
histories, medical exams, medical opinions,
descriptions of treatments and prescriptions, and
employee medical complaints; should not be kept in
employee's personnel file
Pay Equity implementation State mandated report filed with the Department of Until superseded Public
Report Employee Relations consisting of pay and job class
information
Personnel Files Records on each employee such as applications, 5 years after employee's Public/Private MN 13.43

reference, performance evaluation, job performance
appeals, job descriptions, reprimands, resignation
letters, exit interviews, training records, etc.; certain
records should NOT be retained in employee's
personnel files: medical records, health insurance
information, 1-9 forms, child support obligation records,
investigations, or any other record which, in its
presence, may raise an inference of discrimination; all
originals are to be maintained by personnel department
or responsibie department

termination; destruction approval
is contingent upon retention of
master copy of payroll register or
record
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Wilkin County Responsible Authority - Janelle Krump } I Department
| | e County Auditor-Treasurer i Personnel
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Policies and Procedures/Rules |For human resource function, includes annual leave Until superseded Public
and Regulations program, hiring procedures, file, etc.
OSHA Infectious Disease and  |Files on each employee dealing with safety and training |30 years after termination Public/Private MS 13.43
Occupations Exposure Files on diseases such as hepatitis and AIDS; should not be
kept in employee personnel file
OSHA Citations of Penalty Notifications of Violations by the County 5 years after citation Public
OSHA Reports Incident reports and annual summary 5 years following end of Public/Private CFR 29 1904.33 (a)
calendar year of record

OSHA Employee Exposure Any information concerning employee exposure to toxic |30 years after employee's termind Public/Private MS 13.43
Records and Worker's substances or harmful physical agents and other CFR 29 1910.20
Compensation workers compensation documents including first reports

of injury

Safety Committee Agenda and 10 years Public
Minutes

Safety Manual Until superseded Public
Training Sign Up Sheets List of employees participating in each training program |5 years from the date of Public

completed training or 5 years
after termination, whichever is
applicable to the County's record
keeping practices

Training Materials

Reference and class materials including articles,
presentations, manuals, handouts used in each training
session

5 years after training program
becomes obsolete

Public
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I' - WilkkinCounty | - Responsible Authority - Janelle Krump L Department , :
= 5 County Auditor-Treasurer Personnel L

TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Training Records Individual acknowledgement form or other form that 5 years after employee's Public
employee signs and is kept in the personnel file. termination

Includes Right to Know, Harassment and other trainings

Unemployment Claims 8 years Public/Private
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Wilkin County | Responsible Authority - Deb Jacobs Vil Department
ey r Public Health Director i _Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Annual Plan Community Health Services annual/periodic plan as |Retain permanently or transfer |Public MS 13.03
required by state to State Archives
Blood Pressure Patient Records |Blood pressure history of walk-in clients or clients 3 years Private MS 144.335

who have attended Blood Pressure Clinics

Community Health Services Financial and statistical information on agency 7 years, then transfer to State  |Public MS 13.03
Annual Report Archives MS 145.911-145.922
Community Health Services Identification of all community health service clients |Permanent Private MS 13.42

Directory - Index

ESPDT Client Records Patient forms with name or designated case 7 years after case closed; if Private MS 13.42
code/number which identifies patient records to minor involved, 7 years after age
include: Patient/client background information; of majority

Authorization for health and developmental screening;
Check lists for services requested or received;
Invoices identifying medical services, diagnosis or
treatment made, offered or received and subsequent
follow-up resuits

Hearing Screening Records Forms which identify person screened along with 7 years after case closed; if Private MS 13.32
family roster, screening form, technician notes, minor involved, 7 years after age
referral information and release form of majority

Home Health Care Records Forms which identify name, address, code/number in |7 years after case closed; if Private MS 13.42
a record containing: family roster, referral source, minor involved, 7 years after age
nursing assessment, plan of care, medical orders, of majority

nursing notes, pertinent financial data, billing forms,
home health aide assignment sheets, home health
aide notes of service, discharge summary and report
of visits to referral
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WilkinCounty [ 'Responsible Authority - Deb Jacobs Department
'y s i Public Health Director . Public Health ’
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Immunization Records Signed important information statements; physician |10 years Private MS 13.06
certification forms; Immunization history of all clients MS 13.32
who have attended preventive health clinics MS 13.42
MS 144.336
MS 145.911-145.922
Immunization Records Patient record of required immunizations: stats 10 years Private MS 13.38
information MS 13.42
MS 144.335
Maternal and Child Health Patient forms with name or designated code/number |7 years after case closed; if Private MS 13.38
Records which identifies patient records it includes: Itemized |minor involved, 7 years after age MS 13.42
service invoice; Request for medical information; of majority MS 144.335
Family roster and information; Child Health Clinic
Flow Sheet (SPHNS); Child Health Clinic Flow Sheet;
Head Circumference (L-B11-4/78); Girls Physical
Growth Birth to 36 months (G105/1/80); Boys
Physical Growth Birth to 36 months (G105/1/80);
Denver Development Screening Test: Infant-Pre-
School Health Records (SPHNS Form 2); Ambuiatory
Problem List; Hearing Record (126); Child Health
Clinic Financial Disclosure; Medical Narrative Notes;
Insurance Information
Maternal and Child Health General summary statistics on the nature and scope |10 years, then transfer to the Public MS 13.03
Records of services provided State Archives for selection and MS 13.42
disposition MS 145.911-145.922
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COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

P Wilkin County l _Responsible Authority - Deb Jacobs Department
. , Public Health Director =~ Public Health
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Medical Record/Nursing Record |Any MD orders, correspondence with other agencies, |7 years after case closed; if Public/Private MS 13.03
referral form, problem list, nursing narrative minor involved, 7 years after age MS 13.42
documenting service provided; flow sheet; family data jof majority MS 144.335
record, baseline data form, documentation regarding
Homemaker-Home Health Aide-Teaching
Homemaking-Chore Home Maintenance/Service
Medical Cost Reports Statistical and financial information on agency 6 years Public MS 13.03
Minutes: Nursing Retain permanently or transfer |Public
Board/Community Health Board to the State Archives
Minutes: Nursing Tape recordings Tapes may be reused or Public
Board/Community Health Board discarded 1 year after formal
approval of written minutes by
Board; tape recordings cannot
be the permanent record
PHDoc System Files Current case load of each nurse containing basic 3 years Private MS 144.335
information: identifying data, diagnosis, Home Health
Aide assignment
PH Doc System Files Card file of clients by name-indicates Medical Permanent Private MS 144.335
(Nursing) Record number, birth date and other basic
identifying data; identifying data on all patients who
have had home visits
Patient Record All information regarding patient; referral, physicians' |7 years after case close; if minor |Private MS 144.335
orders, Nursing care plan, nurse's notes, HHA reports |involved, 7 years after majority
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Wilkin County ] | Responsible Authority - Deb Jacobs " Department
a5 5 Public Health Director ____ Public Health -
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Prenatal Care/Family Planning |Patient forms with name or designated case 7 years after case close; if minor |Private MS 13.38
Clinic Services code/number which identifies patient records to involved, 7 years after majority MS 13.42
include: Prescription form; Lufkin Medical MS 144.335
Laboratories test order; STD Screening Exam;
Information Release; Request for Information;
Request for sterilization; Authorization for sterilization
(Female/Male)
X-Ray Request; Nuclear General summary statistics on the nature and scope |10 years, then transfer to the Public MS 13.03
Medicine Request; Medical of services provided State Archives for selection and MS 145.911-145.922
Consultation Request; Birth disposition
Control Data Base; Prenatal
Data Base-Supplemental Flow
Sheet; Consent for IUD Insertion
Women, Infants, and Children [Information pertaining to financial operations; voucher|6 years Public/Private MS 13.03
Files accountability controls and insurance; certification fair MS 13.42
hearing procedures MS 13.46
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Wilkin County Responsible Authority - Janelle Krump Department
» __County Recorder E ___Recorder
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE

Abstracts Filing - Alphabetic indices, by year, of parties to all documents |Permanent Public MS 13.03
Grantee/Grantor Index filed with the county recorder MS 508.37
Abstracts Filing - Reception Index of real documents filed numerically with county  |Permanent Public MS 13.03
Books recorder including index by document number
Abstracts Filing - Tract Index Chronological index of real property by description Permanent Public MS 13.03
Records
Customer Document - Contact Permanent Public MS 13.03
Records
Customer Document - Articles of Incorporation, mergers, amendments, name |Permanent Public MS 13.03
Corporation Index File changes, etc. MS 386.46
Customer Document - Daily Records of filing fees on recorded documents 6 years Public MS 13.03
Cash Receipts
Customer Document - Used to find instrument book and page Permanent Public MS 13.03
Document Number Index
Customer Document - Leases  |Includes resolutions, affidavits and pertinent decrees  |Permanent Public MS 13.03
and Corporate Information
Customer Document - Limited  |Written take-offs and photostatic copies of limited Permanent Public MS 13.03
Partnership Agreements partnership. Certain certificates and amounts of limited

partnerships
Customer Document - Cancellation of liens on margin, personal records, Retain until owner of documents |Private/Non-public MS 600.23
Miscellaneous Documents for  |patents pending, papers in redemption, state bank withdraws them or orders them
Safekeeping directors, and other papers in safekeeping, ail covered |destroyed

by statute; documents left by customers for security

filing
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Wilkin counq T

Responsible Authority - Janelle Krump

County Recorder ~ i

Department I
___ Recorder ,

— — +
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Customer Document - Power of Permanent Public MS 13.03
Attorney Records
Customer Document - Copies of documents which have been ordered by 6 months Public MS 13.03
Unclaimed Documents Copies |customers but never picked up
and Attested Documents
Legal Records - Bond Records |Bond records of public officials Permanent Public MS 13.03
Legal Records - Farm Farms registered by owners under the specified name |Permanent Public MS 13.03
Registration given their farm lands. Includes description of said
lands.
Legal Records - Index of Military Permanent Public MS 13.03
Discharge
Legal Records - Military Military discharge papers filed by veterans of all Permanent Public MS 13.03
Discharge Records branches of the armed services
Legal Records - Newspaper Official listing of all Minnesota newspapers and Permanent Public MS 13.03
Register publications. Required by statute. Shows names of
owners, printers, and publishers of each newspaper
Liens - Lien Record Books Used to check liens on property and as a reference in |Permanent Public MS 13.03
abstracting titles
Liens - Old Age Assistance Permanent Public MS 13.03
Liens and Index
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Wilkin County Responsible Authority - Janelle Krump s Department
' County Recorder - ‘ Recorder
"‘——————'——'—'JF—_-_—_* R i A i =
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Liens - State/Federal Tax Liens |Original liens, releases, and satisfactions. Notices of |Permanent Public MS 13.03
and Index Federal tax liens filed against individuals
Plats and Related Records - Contains the original survey which shows government |Permanent Public MS 13.03
Government Survey Plat Book |lost and 1/4 1/4's of all sections
Plats and Related Records - Plat]Alphabetical plat index contains name of plat, tract Permanent Public MS 13.03
Index index number and location
Plats and Related Records - Plat{Index to plats, book and page Permanent Public MS 13.03
Index MS 106.071
Plats and Related Records - Piat]Master index to original plats; used as a cross reference|Permanent Public MS 13.03
Index
Plats and Related Records - Plat|Plat certificate index and certificate of plat corrections |Permanent Public MS 13.03
Index index
Plats and Related Records - Permanent Public MS 13.03
Plats: Originat and Reproducible MS 508.08, Subd. 2
Copies
Plats and Related Records - Canvas-backed sheets Permanent Public MS 13.03
Plats: Public Copy MS 508.08, Subd. 2
Real Property Records - Application to change ownership from Abstract Torrens |Permanent Public MS 13.03
Application to Register Title
Real Property Records - Deed |Used in title abstracting Permanent Public MS 13.03
Records
Real Property Records - Mineral |Shows mineral rights reserved such as on railroad Permanent Public MS 13.03
Rights File lands, etc. MS 298.48
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~ Wilkin County | 5 Responsible Authority - Janelle Krump \ Department
R County Recorder : Recorder :
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Real Property Records - Records of all mortgages filed Permanent Public MS 13.03
Mortgage Records MS 298.48
Service - Cash Control Records |Monthly sheets showing amounts deposited daily to 6 years Public MS 13.03
for Trustee: Account/Receipt on [Trust Account
Each Item Entered
Service - Information and Copies of requests dispatched from County Recorder's |6 years Public MS 13.03
Certified Copy Requests Office
Service - Ledger and Requisition |Account ledger sheets and requisition orders (supplies) |6 years Public MS 13.03
Records
Service - Uniform Commercial [Original filings, amendments, continuations, 1 year after termination or lapse |Public MS 13.03
Code Records (UCC) assignments, and information requests; these
documents relate to liens on personal property and are
filed in debtor's name
Service - UCC Termination 3 years after receipt Public MS 13.03
Statements
Torrens - Affidavits of Grantee  |Affidavits contain name, age, residence, marital status |Permanent Public MN 13.03
and legal disability of the grantee in deeds of transfer MS 508.38
Torrens - Certified Copy Sign-  |A book showing who signed out for all copies returned |Permanent Public MN 13.03
Out Books MS 508.38
Torrens - Corporation Index An alphabetical file of the corporate changes of name, |Permanent Public MN 13.03
mergers, and articles MS 508.38
Torrens - Document Book A numerical file of all legal documents filed in the Permanent Public MN 13.03
Torrens office since 1901 MS 508.38
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~ WilkinCounty | Responsible Authority - Janelle Krump Department
4 : County Recorder _ Recorder -
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Torrens - Grantee/Grantor Index |Locates instruments in Torrens section by name of Permanent Public MN 13.03
grantee/grantor MS 508.38
Torrens - Index to Tract Index Permanent Public MN 13.03
Torrens - Owner's/Mortgagee's Destroy at a time entering a Public MN 13.03
Duplicate Certificate of Title "surrender” memorial on the
certificate
Torrens - Owner's/Mortgagee's 1 year Public MN 13.03
Duplicate Order Form
Torrens - Owner's/Mortgagee's |A numerical file by certificate number of all duplicate 1 year after certificate is Public MN 13.03
Duplicate Receipt File/Cards certificates which have not been picked up or mailed cancelled MS 508.40
and cancelled mortgages
Torrens - Power of Attorney An alphabetical file of the names of all persons granted |Permanent Public MN 13.03
index this power, all persons who gave the power and the MS 508.38
document number of the instrument
Torrens - Plat Index Index to section, township, range, book and page of Permanent Public MN 13.03
plats, registered land survey (RLS)
Torrens - Plats Memorial survey drawings showing property boundary |Permanent Public MN 13.03
lines and judicial landmarks (JLM)
Torrens - Purchaser and/or Individual and corporate 5 years Public MN 13.03
Residue Owner Affidavits
Torrens - Purchaser and/or Partnerships 5 years Public MN 13.03
Residue Owner Affidavits
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Wilkin County ~ Responsible Authority - Janelle Krump Department
e County Recorder Recorder
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Torrens - Railroad Lands A certified list of land prepared by railroad companies |Permanent Public MN 13.03
and filed in counties MS 507.31
Torrens - Reception Books Numerical reception and admission index of all Permanent Public MN 13.03
instruments filed
Torrens - Reception Index Numerical index which contains the name of each party |Permanent Public MN 13.03
to every document filed MS 508.38
Torrens - Registered Land Original hardshells and public copies of the official Permanent Public MN 13.03
Survey (RLS) government RLS
Torrens - Registered Land Preliminary copies used to check errors and defects 1 year after original is filed Public MN 13.03
Survey (RLS) against final survey before hardshells are made for
filing
Torrens - Section Corner Bypass Permanent
Torrens - Section Maps, Half Used to identify registered land and other related data; |Until superseded Public MN 13.03
Section Maps and Quarter property divisions, easements, conditions and MS 508.38
Section Maps encumbrances on title certificate; maps of all County
land, many of which contain notations relating to certain
certificates of title and documents
Torrens - Tract Index Land index of all transfers of ownership of Torrens land; |Permanent Public MN 13.03
current history of all conveyances of registered land by MS 508.38
legal description




MINNESOTA GOVERNMENT DATA PRACTICES ACT

Page 10of 9

COUNTY GENERAL RECORDS RETENTION SCHEDULE AND DATA INVENTORY

and Civil Process Transactions

the system, prisoner and Huber transactions, billing
and receipting of fees to/from other agencies and
attorneys

___Wilkin County Responsible Authority - Rick Fiedler .~ Department J
Sheriff L o gl | Sheriff
TITLE DESCRIPTION RETENTION PERIOD | CLASSIFICATION STATUTE
Accident Reports Officers report of an accident investigation conducted |3 years Private/Confidential MS 13.03
by him/her and required by State Law, indicating
drivers names, DOB, address, passengers, cause of
accident, amount of damage, injuries, and drawing of
accident with description
Accounts Payable Records Copies of monthly abstracts for bills 2 years Public MS 13.03
Admission Release Records 2 years after inmate discharge |Public/Private MS 13.03
MS 13.82
Adult Case Files Written reports of investigation or action taken by 10 years unless homicide, then |Public/Private Confidential |MS 13.03
deputy; reports regarding criminal investigations and |retain permanently MS 13.82
non-criminal action taken or investigated including
miscellaneous reports, criminal offense reports, and
supporting documents
Apprehension and Detention orders from Court/Probation Officers with reference to |Until inmate is off probation Public MS 13.03
Orders the rules sent forth regarding an inmate during his MS 13.82
incarceration and often for behavior and rules forward MS 243.05
Arson Arson reporting immunity law, disclosure of 6 years
information insurance company to release to
authorized person
Board of Prisoners Billing Bills sent to other jurisdictions for boarding their 2 years Public MS 13.03
prisoners
Bookkeeping Records for Jail Records of deposit slips, transaction records within |6 years Public MS 13.03




