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Township Office Record Series Title Record Series Description Retention Period Legal Citation Approval Date 

Building Department Aerial Photos PERMANENT 7/9/1997, updated 
2009, 2014 

Building Department Application for Construction RETAIN UNTIL: Life 
of the structure 
PLUS: 7 years 
THEN: Destroy 

600.5807(8) 7/9/1997, updated 
2009, 2014 

Building Department Architectural Plans PERMANENT 7/9/1997, updated 
2009, 2014 

Building Department Building Plans, Commercial PERMANENT 7/9/1997, updated 
2009, 2014 

Building Department Building Plans, Non-
Commercial 

RETAIN UNTIL: Life 
of the structure 
PLUS: 7 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Building Department Certificate of Occupancy RETAIN UNTIL: Life 
of the structure 
PLUS: 7 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Building Department Licensing Certificates of 
Inspectors or Contractors 

PERMANENT 7/9/1997, updated 
2009, 2014 

Building Department Master Plan PERMANENT 7/9/1997, updated 
2009, 2014 

Building Department Permits and Construction 
Applications 

RETAIN UNTIL: Life 
of the structure 
PLUS: 7 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Accounting Department has been replaced by General Schedule #31--Local Government Financial Records 

Building Department 
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Building Department Reports (Inspector) RETAIN UNTIL: Life 7/9/1997, updated 
of the structure 
PLUS: 7 years 
THEN: Destroy 

2009, 2014 

Building Department Site Plans PERMANENT 7/9/1997, updated 
2009, 2014 

Cemetery Department has been replaced by General Schedule #32--Local Government Parks and Recreation Departments 

Clerk’s Office has been replaced by General Schedule #25--Township Clerks 

Elections Department has been replaced by General Schedule #23--Elections Records 

Fire Department has been replaced by General Schedule #18--Local Fire and Ambulance Departments 

Human Resources/Personnel has been replaced by General Schedule #26--Local Government Human Resources 

Ordinance Enforcement 

Ordinance Enforcement Complaints (General) Written RETAIN UNTIL: Date 600.5807(8) 7/9/1997, updated 
created 
PLUS: 7 years 
THEN: Destroy 

2009, 2014 

Ordinance Enforcement Court Cases (Closed) Includes repeat offenders record RETAIN UNTIL: 
Case is closed 
PLUS: 7 years 
THEN: Destroy 

600.5807(8) and re 7/9/1997, updated 
2009, 2014 

Ordinance Enforcement Court Cases (Open) Cases pending in court. RETAIN UNTIL: 600.5807(8) 7/9/1997, updated 
Resolution 
PLUS: 7 years 
THEN: Destroy 

2009, 2014 

Ordinance Enforcement Ordinances PERMANENT 41.185 7/9/1997, updated 
2009, 2014 
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Parks and Recreation has been replaced by General Schedule #32--Local Government Parks and Recreation Departments 

Planning and Zoning 

Planning and Zoning Permits Applications for variances, supporting documents. PERMANENT 7/9/1997, updated 
2009, 2014 

Planning and Zoning Rezoning Applications RETAIN UNTIL: Date 
created 
PLUS: 10 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Planning and Zoning Site Plans PERMANENT 7/9/1997, updated 
2009, 2014 

Planning and Zoning Subdivision Plans PERMANENT 7/9/1997, updated 
2009, 2014 

Planning and Zoning Zoning Amendment Files PERMANENT 125.279 7/9/1997, updated 
2009, 2014 

Planning and Zoning Zoning Board and ZBA Minutes PERMANENT 41.185; 125.281 7/9/1997, updated 
2009, 2014 

Planning and Zoning Zoning Maps PERMANENT 7/9/1997, updated 
2009, 2014 

Planning and Zoning Zoning Ordinances PERMANENT 41.185 7/9/1997, updated 
2009, 2014 

Police Department has been replaced by General Schedule #11--Local Law Enforcement Agencies 

Public Works Department 

Public Works 
Department 

Agreements - Construction RETAIN UNTIL: 
Completion 
PLUS: 7 years 
THEN: Destroy 

600.5807(8) 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Agreements - Water and 
Sewer Franchise 

PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Agreements - Water and 
Sewer Hookup 

PERMANENT 7/9/1997, updated 
2009, 2014 
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Public Works 
Department 

Arrears Report RETAIN UNTIL: Date 123.162 7/9/1997, updated 
created 
PLUS: 5 years 
THEN: Destroy 

2009, 2014 

Public Works 
Department 

Claims Record PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works Complaint Forms RETAIN UNTIL: Date 600.5805(8) 7/9/1997, updated 
Department created 

PLUS: 4 years 
THEN: Destroy 

2009, 2014 

Public Works 
Department 

Compliance Orders PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works Cross Connection Reports Safe Drinking Water Act Compliance RETAIN UNTIL: Date Safe Drinking Wate 7/9/1997, updated 
Department created 

PLUS: 10 years 
THEN: Destroy 

2009, 2014 

Public Works Debt Service Report RETAIN UNTIL: Date 7/9/1997, updated 
Department created 

PLUS: 5 years 
THEN: Destroy 

2009, 2014 

Public Works 
Department 

Easement Forms PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works Hydrant Permits RETAIN UNTIL: Date 600.5805(9) 7/9/1997, updated 
Department created 

PLUS: 4 years 
THEN: Destroy 

2009, 2014 

Public Works Maintenance Log Equipment repairs RETAIN UNTIL: Life 600.5807(8) 7/9/1997, updated 
Department of equipment 

PLUS: 7 years 
THEN: Destroy 

2009, 2014 

Public Works Material Safety Data Sheets RETAIN UNTIL: Date 7/9/1997, updated 
Department created or changed 

PLUS: 4 years 
THEN: Destroy 

2009, 2014 
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Public Works 
Department 

Meter Replacement File RETAIN UNTIL: 
Replaced 
PLUS: 4 years 
THEN: Destroy 

600.5805(9) 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

MISS DIG Reports PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Policies - Administrative PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Pumpage Reports MDPH reports required RETAIN UNTIL: Date 
created 
PLUS: 10 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Safety Training Reports PERMANENT 14.32 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Sewer Inspection Files PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Sewer Violations RETAIN UNTIL: Date 
created 
PLUS: 7 years 
THEN: Destroy 

600.5813 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Specifications for Sewer 
Projects 

PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Tap and Meter Cards PERMANENT 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Tap Reports RETAIN UNTIL: Date 
created 
PLUS: 7 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Vehicle Repair Log RETAIN UNTIL: No 
longer owned 
PLUS: 7 years 
THEN: Destroy 

600.5807(8) 7/9/1997, updated 
2009, 2014 

Public Works 
Department 

Water Service Control File PERMANENT 7/9/1997, updated 
2009, 2014 
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Supervisor/Assessing Department has been replaced by General Schedule #41 -- Michigan Assessors 

Supervisor and Assessment Increase Notices RETAIN UNTIL: Date 211.24c 7/9/1997, updated 
Assessing Department created 

PLUS: 3 years 
THEN: Destroy 

2009, 2014 

Supervisor and Assessment Roll - Real and If 19th century assessment rolls, contact Michigan RETAIN UNTIL: 7/9/1997, updated 
Assessing Department personal Historical Center. Certified 

PLUS: 7 years 
THEN: Destroy 

2009, 2014 

Supervisor and Assessment Roll - Special RETAIN UNTIL: 211.67a; 554.709 7/9/1997, updated 
Assessing Department assessment Payment in full 

PLUS: 3 years 
THEN: Destroy 

2009, 2014 

Supervisor and 
Assessing Department 

Field Sheets/"Property Cards" Record cards PERMANENT 7/9/1997, updated 
2009, 2014 

Supervisor and Forms (Various Assessment) Assessed valued, tax levy and tax spreads ("L" forms RETAIN UNTIL: Date 7/9/1997, updated 
Assessing Department for STC) created 

PLUS: 7 years 
THEN: Destroy 

2009, 2014 

Supervisor and 
Assessing Department 

Hardship Exemption Policies PERMANENT 7/9/1997, updated 
2009, 2014 

Supervisor and Homestead Affidavits RETAIN UNTIL: 7/9/1997, updated 
Assessing Department Termination 

PLUS: 3 years 
THEN: Destroy 

2009, 2014 

Supervisor and I F E Certificates (IFT's) RETAIN UNTIL: 7/9/1997, updated 
Assessing Department Expiration and 

payment 
PLUS: 3 years 
THEN: Destroy 

2009, 2014 
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Supervisor and 
Assessing Department 

Land Division Applications PERMANENT 7/9/1997, updated 
2009, 2014 

Supervisor and 
Assessing Department 

Mylar Subdivision Maps PERMANENT 7/9/1997, updated 
2009, 2014 

Supervisor and 
Assessing Department 

Personal Property Statements RETAIN UNTIL: 
Payment 
PLUS: 3 years 
THEN: Destroy 

211.23 7/9/1997, updated 
2009, 2014 

Supervisor and 
Assessing Department 

Plat Maps PERMANENT 7/9/1997, updated 
2009, 2014 

Supervisor and 
Assessing Department 

Real Property Transfer 
Statements 

RETAIN UNTIL: New 
transfer 
PLUS: 3 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Supervisor and 
Assessing Department 

Tax Tribunal Appeals RETAIN UNTIL: 
Decision of Tribunal 
or court 
PLUS: 7 years 
THEN: Destroy 

7/9/1997, updated 
2009, 2014 

Treasurer’s Department has been replaced by General Schedule #29--Township Treasurers 
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