
Is this document correspondence, with only general discussion 

on a topic and no official information 

that will not be stored in another document?

Is this document a record being prepared for Council, or 
regarding Council, or to be approved by Council (such as bylaws, 

policies, etc.)? 

(But not Agreements/Contracts and not Meeting Minutes/Agendas 
--- See other Templates)

Template Choice - Decision Flowchart

No

You should choose a 
Correspondence

Template

Does this correspondence have 
any info of historical value (that 
people would be interested in 20‐

30‐50 years later)?

Choose the General Correspondence
Template

(Retention Schedule:  Five Years)

Choose the Template for 
Correspondence ‐ Historic Value

(Retention Schedule:  Permanent)

You should choose the 
Legislative

Template

Is this document a record regarding a meeting?  

(Agenda, Minutes, or just notes on a Council, Board or Committee 
meeting)

Yes
You should choose the 

Meetings
Template

No

Yes

No

Is this document a record that is financial in nature?
Yes

You should choose the 
Financial Records

Template

No

Is this document a legal contract or agreement?

(Including Temporary Road Use Approvals, ROW's, Easements, 
Leases, etc.)

Yes
You should choose the 

Legal Documents 
Template

No

Is this document land related?

(Information about what is on the land, who owns the 
land, hitorical information, but not a legal contract or 

agreement, or assessment or tax related doc.)

Yes
You should choose the 

Land Related
Template

No

No

Is this document Assessment or Tax related? Yes
You should choose the 
Assessment & Taxes

Template

No

Is this document a report relating to permits or 
inspections, or is an inventory of any kind?

Yes

You should choose the 
Reports, Permits, & 

Inspections
Template

No

Is this document Employee related?

(Specifically about an employee, or designed for 
employees in general ‐‐ such as a training document)

Yes

You should choose the 
Personnel Related 

Documents
Template

No

Is this document collected from outside sources and 
retained for reference only (not created for the County 

or by any County employee)?

(Such as Acts, Legislation, Operating Guides for 
equpment or software purchased, Statistics, etc.)

Yes
You should choose the 
Reference Material

Template

No

None of the above?

IF, AND ONLY IF, your record doesn't fit into any of the above, then use the General 
Administration Records Template.

Yes

Yes (Most of these items are 
to be Permanent)

(Most of these items are 
to be Permanent)

(Most of these are to be 
kept for 10 Years.  

Official Year End docs 
are Permanent.)

(These are to be kept 
11 years after the 
contracts expire.)

(Most of these items are 
to be Permanent)

(Most of these items are 
to be Permanent.)

(Most of these are to be 
kept for 11 Years.  

Official Year End docs 
are Permanent.)

(Most of these items are 
to be Permanent.)

(Reference Material is considered 
Transitory and may be deleted at 

any time, however, ANY 
REPORTS OR STUDIES CREATED 

BY OR FOR THE COUNTY ARE 
TO BE KEPT FOR EVER 

[PERMANENT].)


