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ADMINISTRATIVE AND FISCAL OPERATIONS GRANT FILES REPORTS 

These are reports on the administrative and fiscal operations of federal or state funded programs compiled 

on a monthly, quarterly, or semi-annual basis. It also includes supporting documentation. 

RETENTION - Retain for 5 years after completion of all applicable audits and then destroy 

ADMINISTRATIVE CORRESPONDENCE 

Incoming and outgoing business-related correspondence, regardless of format or mode of transmission, 

created in the course of administering agency functions and programs. Administrative correspondence 

documents work accomplished, transactions made, or actions taken. This correspondence documents the 

implementation of agency functions rather than the creation of functions or policies. Business-related 

correspondence that is related to a core function with an associated retention schedule should follow the 

associated schedule. 

RETENTION - Retain for 1 year and then destroy 

AGENCY HISTORY RECORDS 

These records document the organization and reorganization of governmental entities. Information includes 

history, functional information, organizational files and related records. 

RETENTION - Permanent, may be transferred to the State Archives 

CENSUS INFORMATION FILES 

These files contain copies of U.S. Census Bureau forms completed by municipalities on government 

employment and tax revenues. They are used to compile state and national statistical reports, meet the 

requirements for Federal Revenue Sharing, and to make financial information available to the public. 

RETENTION - Retain for 3 years and then destroy 

CITY SCRAPBOOKS 

These are a chronological record of the activities of the municipality or individual municipal departments. 

They include photographs, newspaper clippings, flyers, program notes, brochures, and other items 

pertaining to city activities and actions and reactions of the municipality's citizens. 

RETENTION - Permanent, may be transferred to the State Archives 

COMMUNITY DEVELOPMENT BLOCK GRANT ADMINISTRATIVE RECORDS 

These files document the administration of projects funded under the Community Development Block Grant 

program (CDBG). These projects include both direct grants and re-grants. The records include the 

preliminary reports, audits, certificates, maps, and related correspondence. Under the federal guidelines, 

agencies are required to maintain records in sufficient detail to demonstrate compliance with the provisions 

concerning affirmative action, labor and environmental standards. 

RETENTION - Permanent 
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COMMUNITY DEVELOPMENT BLOCK GRANT APPLICATION RECORDS 

These files document the application and completion of projects funded under CDBG funds. These projects 

include both direct grants and re-grants. The files include the initial application, and all final reports. 

RETENTION - Permanent 

CONSTITUTION AND BYLAWS 

These are the constitution and bylaws of municipal governing/advisory boards. They establish the 

organization and operational procedures for the board. They usually include date of adoption and 

amendments, description and purpose of board, membership, description and responsibilities of board's 

positions, meeting frequency, voting procedures, explanation of what constitutes a quorum, and the 

establishment of procedural rules (e.g., Robert's Rules of Order, etc.). 

RETENTION - Permanent, may be transferred to the State Archives 

EXECUTIVE CORRESPONDENCE 

Incoming and outgoing business-related correspondence, regardless of format or mode of transmission, 

that provides unique information relating to the functions, policies, procedures or programs of an agency. 

These records document executive decisions made regarding agency interests. Executive decision makers 

may include the Director, Chief Administrative Officer, Public Information Officer or other internal 

administrators as identified by the executive office. 

RETENTION - Retain for 7 years and then destroy 

FINANCIAL DISCLOSURE REPORTS 

Reports and related documents submitted by individuals as required under the Public Officers' and 

Employees' Ethics Act, UCA 67-16-7 (1989). 

RETENTION - Retain for 5 years and then destroy 

FEASIBILITY STUDIES 

These are studies conducted before the installation of any significant technology or equipment. They 

include specific studies and system analyses for the initial establishment and major changes of these 

systems. 

RETENTION - Retain for 5 years after completion of study and then destroy 

GRANT FILES ORIGINAL APPLICATIONS 

These are files on monetary grants received from state and federal sources. Includes the original 

applications, contract agreements, and annual and final performance reports. 

RETENTION - Retain for 10 years and then destroy 
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INFORMATION GOVERNANCE RECORDS 

Records used in establishing and implementing records management policies, practices, and procedures. 

Included are inventories, finding aids, and related information. 

RETENTION - Retain until superseded or until the lifespan of the related record is met 

POLICY AND PROCEDURE CASE FILES 

These files contain records related to policy and procedure issuance which document their formulation. 

Includes issuances related to routine administrative functions (e.g., payroll, procurement, and personnel). 

RETENTION - 1 year after being superseded and then destroy 

PUBLIC RELATIONS RECORDS 

These written records are created for distribution to the news media or public. Records include speeches, 

press releases, public announcements, newsletters, newsletter inserts and similar records. 

RETENTION - Permanent, may be transferred to the State Archives 

PUBLICATIONS 

Any record, regardless of format, that is issued by a governmental entity for public distribution, at the total 

or partial expense of that governmental entity, and includes Annual Reports and Policies and Procedures 

Manuals . 

RETENTION - Permanent, may be transferred to the State Archives 

SYSTEM STUDIES FINAL REPORTS 

These are the final reports of various studies (i.e. program analyses, project studies) by private and other 

government agencies. 

RETENTION - Permanent 

TRANSITORY CORRESPONDENCE 

Incoming and outgoing correspondence, regardless of format or mode of transmission, related to matters 

of short term interest. Transmittal correspondence between individuals, departments or external parties 

containing no final contractual, financial or policy information. This correspondence does not impact agency 

functions. When resolved, there is no further use or purpose. 

RETENTION - Retain until administrative need ends and then destroy 

TRANSITORY TRACKING RECORDS 

These records document transitory transactions. Information tracks services rendered, movement of 

people, materials, and includes internet website visitor information. 

RETENTION - Retain until administrative need ends and then destroy 
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UNSUCCESSFUL GRANT APPLICATION FILES 

These files document the rejection or withdrawal of grant applications. They include memoranda, 

correspondence, and other records relating to the decision to reject the grant proposal. 

RETENTION - Retain for 1 year after final action and then destroy 

WORKING FILES 

These records contain unique information in rough notes or drafts assembled or created and used to 

prepare or analyze other documents. The information adds proper understanding to the formulation and 

execution of policies, decisions, actions, or responsibilities. 

RETENTION - Retain 1 year after project closed and then destroy 
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SANTAQUIN CITY RETENTION AND CLASS/FICA T/ON SCHEDULE 2 - BONDS & BONDING RECORDS 

BOND ANTICIPATION NOTES 

These are notes used by municipalities pursuant to an appropriation resolution for bonds in anticipation of 

payable ad valorem taxes and constitute a full obligation of the municipality. 

RETENTION - Retain for 1 year after being redeemed and then destroy 

BOND ISSUE FILES 

These files document the implementation of significant municipal bonds (i.e., revenue or special bonds), 

but not general obligation bonds. These files include authorizations supporting financial data, contracts or 

sales agreements, destruction certificates, and sample copies of bonds sold as evidence of municipal 

indebtedness. 

RETENTION - Retain for 3 years after retired and then destroy 

BONDS, NOTES AND COUPONS PAID FILES 

These are the actual bonds and coupons redeemed throughout the lifetime of the bond. 

RETENTION - Retain for 1 year after being redeemed and then destroy 

EMPLOYEE BONDS 

These are bonds with good and sufficient sureties, payable to the municipality to guarantee faithful 

performance of the duties of the respective officers. Bonds are placed at such amounts as may be 

determined by the governing body. 

RETENTION - Retain for 3 years after resolution of issue and then destroy 

FIDELITY BONDS 

This is the municipal treasurer's bond to protect the municipality and to guarantee fidelity of the treasurer. 

The bond usually covers four years and may be set by resolution or ordinance in any amount, not less than 

that established by the state money management council. 

RETENTION - Retain for 3 years after expiration and then destroy 

GENERAL OBLIGATION BONDS 

These bonds constitute general obligations of the municipality, for the prompt and punctual payment of 

principal or interest on which the full faith and credit of the municipality are pledged. These issued bonds 

are not payable solely from revenues other than those derived from ad valorem taxes. The revenue derived 

from the sale of bonds shall be applied only to the purpose specified in the order of the municipal legislative 

body. 

RETENTION - Retain for 3 years after final action and then destroy 

MUNICIPAL REVENUE BONDS 

These bonds are issued by the city council payable solely from revenues attributable to the extension and 

improvement to revenue producing facilities. 

The Primary Designation of a record is public unless otherwise expressly provided by statute. 












































































































































































	Untitled

	Back to TOC: 


