Town of Canterbury — Record Retention Policy — April 20, 2026

Town of Canterbury
Record Retention Policy

Section 1
Purpose, Authority, Applicability

The purpose of this Policy is to ensure compliance with all applicable state and federal laws and
regulations regarding record retention including, but not limited to those listed in RSA 33-A;
while simultaneously recognizing the Town of Canterbury’s (hereby referred to as the Town)
administrative need to manage its records and provide for their systematic destruction after said
legal requirements have been met and the record no longer has value to the Town of Canterbury
or its constituents.

This Policy is adopted in accordance with State of New Hampshire RSA:33-A.

This Policy applies to all records generated in the course of the Town’s operation including
original, reproduced, and electronic documents.

Section 2
Definitions

"Active" means until termination or expiration of obligations or services, cessation of need for
further attention, and completion or release of any pending legal processes

“Confidential information” means information that is non-public or sensitive in nature. This
includes, but is not limited to, information such as account numbers, sealed bids, personnel files,
personal information of residents, etc. Most of this information is officially non-public by state
or federal statute. Some of it could be disclosed in a Right To Know request, but it would need to
be reviewed for RSA 91:A exceptions.

“Disposition” means disposal/destruction. “Disposition date” thus means the date that a
document is to be disposed of.

“Document Owner” means whoever is identified in Appendix A as the “Owner” of a record.
Usually this is a Department Head or Official who is in charge of activities that involve the
record. For example, the Building Inspector is the owner of Building Permits because they are
the primary user/creator of those documents. The Owner is responsible for understanding what
records they own and ensuring compliance with this policy for those records.
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""Municipal records' means all municipal records, reports, minutes, tax records, ledgers,
journals, checks, bills, receipts, warrants, payrolls, deeds and any other written or computerized
material that may be designated by the board. As used herein, shall refer to all municipal
documentary materials, whether in paper, electronic or any other form, prepared or received by
the Town of Canterbury in connection with the conduct of its official governmental function.

“Non-confidential information” means information that is generally public knowledge or non-
sensitive in nature.

Section 3
Municipal Records Committee

3.1 Purpose

In accordance with RSA 33-A:3, the Town will establish and maintain a Municipal Records
Committee charged with governing the retention and disposition of municipal records.

3.2 Membership

Said Committee shall be comprised of the following:

1. Selectboard representative
2. Town Administrator

3. Town Clerk-Tax Collector
4. Treasurer

5. Assessor

6. Up to two additional members appointed by the Selectboard

Each person serving as a member shall have one vote, including in situations where one
person/member fulfills multiple qualifying membership roles within the Town.

All ex officio members of the Committee shall serve as long as they hold their appointed offices
in Town government. However, in the case of any allowed designee, such designee shall serve
only so long as authorized by the Selectboard.

The Committee shall vote for a Chair on an annual basis.

The Chair shall have general supervisory and directional powers over the Committee. The Chair
shall preside at all Committee meetings and set the Committee’s agenda. The Chair shall ensure
that minutes of each meeting are taken, either by the Chair or some other person, in accordance

with the law.
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3.3 Duties

A. As shown in Appendix A, the Town has adopted a Record Retention Schedule detailing
the initial maintenance, retention, and disposal for municipal records of the Town of
Canterbury. To ensure that this Schedule is followed, the Committee shall

a. Monitor local, state and federal laws affecting record retention and;

b. Modify the Record Retention Schedule as necessary to ensure that it complies
with local, state, and federal laws and/or addresses the appropriate document and
record categories for the Town.

B. The Committee shall document and monitor compliance with Section 4 of this policy and
if necessary, develop additional operational procedures to ensure that records are properly
and consistently stored, accessible, and disposed of.

a. Any such procedures shall take into account:
1. Statutory requirements
ii. The Town’s operational capabilities
iii.  That certain records contain confidential information, and as a result must
be destroyed and eliminated with particular care.
b. The Committee may elect to use electronic methods of document storage, where
appropriate.
c. Any such additional procedures and/or storage processes will be incorporated as
an Appendix to this Policy and be periodically reviewed by the Committee in
order to ensure their level of efficiency and adequacy.

C. The Committee shall review annually
a. the Record Retention Policy as a whole, including all Appendices
b. recommended amendments as appropriate to comply with regulatory requirements
and/or procedural changes
c. the progress being made in bringing previously created documents into
compliance with this policy

D. The Committee shall review at least once every five years
a. the compliance of all municipal records with this policy (per RSA 33-A:5-a, II)

3.4 Procedures

The Committee shall hold regular meetings as necessary at a time and place designated by the
Chair. The business of the public shall be conducted in public session unless otherwise permitted
by state law. All meetings of the Committee and subcommittees shall be posted to comply with
state law. State law requires all meetings to be posted in two places with a minimum of twenty-
four (24) hours’ notice.

Quorum. A quorum shall be no less than 5 of the 7 Committee members.
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Minutes. Minutes shall be kept for all meetings of the Committee. The minutes shall include the
names of the members in attendance, all actions, motions, and resolutions coming before the
public body including the votes of the members, and a summary of all discussions. Draft minutes
shall be provided to the Town Clerk within five (5) business days of each meeting. Draft minutes
shall be clearly marked “DRAFT”. Draft minutes with or without revisions shall be approved by
the Committee at the next meeting of the Committee, or as soon as possible. Final approved
minutes shall be provided to the Town Clerk.

E-mail. Committee members shall refrain from using e-mail to discuss issues with other
members where the e-mail discussion directly or indirectly involves a quorum of the committee.
In addition, committee members shall refrain from conducting the official business of the
Committee outside the view of the public and the press unless permitted by state law.

Nonpublic meetings. When there is a need to, the Committee shall conduct nonpublic meetings
pursuant to the laws of the State of New Hampshire. The Chair shall conduct nonpublic meetings
utilizing the Town’s checklist for nonpublic meetings.

Section 4
Storage, Retention, and Disposal of Municipal Records

4.1 Storage Procedures

All files must be stored in buildings with adequate fire detection systems. Water-based fire
suppression systems are not recommended since they would destroy paper and electronic
devices. Rooms with files must have climate control measures in place to prevent issues with
humidity and mold.

All Confidential files must be kept in locked, non-public locations or on electronic devices that
are in compliance with the Town’s IT Policy.

Each department shall store their physical archived records in a standard archival box or cabinet
and provide the following information on the exterior of the storage device:

1. the department name,

box/cabinet number,

retention period,

scheduled disposition date,

and a general description of the contents.

e

A Master List of each location and box contents shall be maintained by each Document Owner
and kept in the Sam Lake House by the Administrative Assistant.
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4.2 Electronic vs Paper Storage

It is the Town’s goal to have electronic copies of all documents in an effort to reduce paper
storage and waste. All paper documents that can be scanned, should be scanned and stored in the
appropriate digital location. Files must be stored in a readily accessible format such as PDF/A.

Per RSA 33-A:5-a, if a record exists digitally and is not required to have a paper version, the
paper version may be disposed of in accordance with Section 4.5 Destruction of Documents.
This should be done to save space, but is not required.

If a paper copy of a record must be kept, that will be noted in Appendix A.

Offsite backup is required for all electronic municipal records. The IT Policy contains more
detail about how this is implemented.

Email retention is also addressed in Appendix A Record Retention Schedule, with further details
about implementation in the IT Policy.

4.3 Original Documents

If they are not currently in use, original paper documents must be stored in the box/cabinet that is
indicated in the Master List.

Original documents shall not leave the building in which they are stored unless it is absolutely
necessary for an official purpose such as a Public Meeting. This is both to prevent the loss of
irreplaceable documents and to ensure all public records are available if a member of the public
wishes to view them.

If someone needs to take a document out of the building for an official purpose, the document
shall be either

1. copied/scanned so that the original can stay in the building, or
2. scanned/photographed and checked out so that the original could be recreated if needed
and so that the location of the document is known at all times.

The Document Checkout Form can be found in Appendix C.

4 .4 Retention of Documents

The Records Retention Schedule (Appendix A) details the retention period for specific types and
categories of records in order to ensure legal compliance. In addition, this schedule is designed to
accomplish other objectives such as the preservation of confidential and valuable administrative
information, cost effectiveness, and space management. Scheduled records are those that, by
local, State, and/or Federal regulations, need only be retained for a stated period.

The Municipal Records Committee may determine that such records are to be maintained by the
Town for a period longer than the minimum required period. If so, such determination shall be
made a matter of record by incorporation into the Records Retention Schedule.
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4.5 Destruction of Documents

Documents to be destroyed shall first be reviewed by the applicable Document Owner to
determine if any portion(s) of those records should be retained due to their historical value. If no
reason exists to maintain the record beyond the retention schedule, then the documents shall be
destroyed as follows:

A. Non-confidential documents - shall be disposed of with other paper recycled products or
shredded.

B. Confidential documents - shall be shredded.

C. Electronic files - shall be deleted from the individual's computer as well as from any
backup or permanent media storage.

Documents being shredded in mass quantities shall be done so by authorized shredding services.
A Town official will either verify shredding by visibly watching and writing/signing dated
statement or by a stamped receipt acknowledging that the identified documents were shredded
and the date of which the shredding occurred. The receipt shall be stored by the MRC.

When documents are destroyed, the Document Owner shall inform the Administrative Assistant
of the box/cabinet number and the disposition date. The Administrative Assistant shall record
that information in the Master List.

4.6 Unauthorized Activities

All physical and electronic Municipal Records belong to the public in perpetuity and shall not be
destroyed, maliciously damaged, retained, or disclosed by any person not entitled to do so by
local, state, and/or federal regulations.

All Town employees, and Elected/Appointed Officials have an obligation, both legal and moral,
to not share or distribute by any manner, any information that may be construed as Confidential.

If a document is requested through an RSA 91:A (Right to Know) Request, the Town’s Right to
Know Policy must be followed.

4.7 Suspension of Record Disposal

In the event any official or employee of the Town is served with any subpoena or Right-to-Know
request; or becomes aware of an investigation or audit concerning the Town or the
commencement of any litigation against or concerning the Town; such individual shall ensure
that all records are preserved, regardless of the Retention Schedule, until the Town's legal
counsel determines that the records are no longer needed.
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Section 5
Amendments, Adoption

This Policy may, from time to time, be amended by a majority vote of the Board of Selectmen at
a regularly scheduled Selectmen's meeting.

The Town of Canterbury has adopted the Record Retention Policy effective April 20, 2026.
This policy applies to all documents created on or after the effective date.

All previously created documents shall be brought into compliance with this policy as soon as is
practical given the Town’s operational capabilities.

Town of Canterbury Board of Selectmen

Scott Doherty, Chair

Beth Blair

Calvin Todd
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List of Appendices

Appendix A - Record Retention Schedule

Attached is the Record Retention Schedule detailing the initial maintenance, retention, and
disposal for municipal records of the Town of Canterbury.

Appendix B - Master List Template
Attached is the template for the Master List.

Appendix C - Document Checkout Form

Attached is the template for the Document Checkout Form
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Record Town Retention

Number Record RSA Minimum Retention Timeline |Timeline Owner

I Abatements 5 years same Tax Collector

Il Accounts receivable Until audited plus 1 year 7 years Accounting Clerk

11 Aerial photographs Permanently n/a n/a

\% Airport inspections-annual 3 years n/a n/a

\ Airport inspections-daily, including fuel storage and vehicles |6 months n/a n/a

\ Annual audit report 10 years 10 years Accounting Clerk
Annual reports, town warrants, meeting and deliberative
session minutes in towns that have adopted official ballot

Vi voting Permanently same Town Clerk

VI Archives Permanently same Town Clerk

IX Articles of agreement or incorporation Permanently n/a n/a

X Bank deposit slips and statements 6 years 7 years Accounting Clerk

Xl Blueprints-architectural Life of building Permanently Building Inspector

Xl Bonds and continuation certificates Expiration of bond plus 2 years Permanently Accounting Clerk

Xl Budget committee-drafts Until superseded n/a n/a

XV Budgets Permanently same Town Administrator

XV Building permits-applications and approvals Permanently same Building Inspector

XVI Building permits-lapsed Permanently same Building Inspector

XVII Building permits-withdrawn, or denied 1vyear 1vyear Building Inspector
Capital projects and fixed assets that require accountability

XVII after completion life of project or purchase. same Town Administrator

6 years after last entry, or until

XIX Cash receipt and disbursement book audited. 7 years Accounting Clerk

XX Checks 6 years 7 years Accounting Clerk

XXI Code enforcement specifications Permanently same Code Enforcement Officer

Board Chairs and Departments will own
expiration of the complaints for their

XX Complaint log expiration of appeal period. appeal period. board/committee/dept.
Contracts-completed awards, including request for purchase,

XXII bids, and awards life of project or purchase. Permanently Town Administrator

XXIV Contracts-unsuccessful bids completion of project plus one year. |same Town Administrator
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Correspondence by and to municipality-administrative

Emails - 5 years
Texts - 1 year

Whoever the correspondance was

XXV records minimum of one year. Paper - 1 year to/from. When the person leaves the
Correspondence by and to municipality-policy and program [follow retention requirement for the Town, IT will store their emails and
XXVI records record to which it refers. same their successor will store all other
XXVII Correspondence by and to municipality-transitory retain as needed for reference. same correspondance.
until removed from current use plus
XXVIII Current use applications and maps 3 years. Permanently Assessor
XXIX Current use release Permanently same Town Clerk
Deed grantee/grantor listing from registry, or copies of discard after being updated and
XXX deeds replaced with a new document. n/a n/a - MCRD keeps these
XXXI Deferred compensation plans 7 years. With personnel file|Administrative Assistant
XXXII Underground facility damage prevention forms 4 years. n/a n/a
XXX Dredge and fill permits 4 years. Permanently Land Use Administrator
Road Agent & Building Inspector &
XXXIV Driveway permits and plans Permanently same Assessor
XXXV Easements awarded to municipality Permanently n/a n/a - MCRD keeps these
ballots and absentee ballot
applications, affidavit envelopes,
and lists by the town clerk until the
contest is settled and all appeals
have expired or at least 22 months
after the election, whichever is
XXXVI Elections-federal elections longer. same Town Clerk
ballots and absentee ballot
applications, affidavit envelopes,
and lists by the town clerk until the
contest is settled and all appeals
have expired or at least 60 days
after the election, whichever is
XXXVII Elections-not federal longer. same Town Clerk
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until the contest is settled and all

appeals have expired or 22 months

after the election, whichever is
XXXV Elections-challenge affidavits by the town clerk longer. same Town Clerk
XXXIX Elections-ward maps until revised plus 1 year. same Town Clerk
XL Emergency medical services run reports 10 years Permanently Fire Chief

Department Heads are owners for the
XL Equipment maintenance Life of equipment same equipment in their department
XLl Excavation tax warrant and book or list Permanently same Tax Collector
XL Federal form 1099s and W-2s 7 years 7 years Administrative Assistant
XLIV Federal form 941 7 years 7 years Administrative Assistant
XLv Federal form W-1 4 years 7 years Administrative Assistant
XLVI Fire calls/incident reports 10 years Permanently Fire Chief
Department Heads are owners for the
XLVII Grants, supporting documentation follow grantor's requirements. Life of Purchase grants in their department
XLVII Grievances Expiration of appeal period n/a n/a
XLIX Health-complaints Expiration of appeal period same Health Officer
L Health-inspections 3 years 10 years Health Officer
LI Health-service agreements with state agencies Term plus 7 years same Health Officer
Health and human services case records including welfare Active plus 10
LIl applications Active plus 7 years years Welfare Officer
LI Inspections-bridges and dams Permanently n/a n/a - State keeps these
LIV Insurance policies Permanently same Administrative Assistant
LV Intent to cut trees or bushes 3 years same Assessor
End of agreement

LVI Intergovernmental agreements end of agreement plus 3 years. plus 10 years Administrative Assistant
LviI Investigations-fire Permanently n/a n/a - State keeps these
LVIII Invoice, assessors Permanently same Assessor
LIX Invoices and bills until audited plus one year. 7 years Accounting Clerk

retirement or termination plus 20
LX Job applications-successful years. same Administrative Assistant
LXI Job applications-unsuccessful current year plus 3 years. same Administrative Assistant

Page 3 of 10




Appendix A - Record Retention Schedule.xlsx

Labor-public employees labor relations board actions and

LXII decisions Permanently n/a n/a
permanently or until contract is
LXII Labor union negotiations replaced with a new contract. n/a n/a
LXIV Ledger and journal entry records until audited plus one year. 7 years Accounting Clerk
LXV Legal actions against the municipality Permanently same Administrative Assistant
LXVl.a Library (a) Registration cards current year plus one year. Permanently Library Director
not retained; confidential pursuant
LXVI.b Library (b) User records to RSA 201-D same Library Director
Licenses-all other except dog, marriage, health, and vital
LXVII records duration plus 1 year. same Town Clerk
LXVII Licenses-dog current year plus one year. same Town Clerk
LXIX Licenses-dog, rabies certificates disposal once recorded. same Town Clerk
LXX Licenses-health current year plus 6 years. same Town Clerk
Liens-federal liens upon personal property, other than IRS
LXXI liens Permanently same Town Clerk
LXXII Liens-hospital liens 6 years. same Town Clerk
LXXIII Liens-IRS liens one year after discharge. same Town Clerk
until court order is lifted plus one
LXXIV Liens-tax liens, state liens for support of children year. same Town Clerk
LXXV Liens-tax liens, state meals and rooms tax until release plus one year. same Town Clerk
LXXVI Liens-tax sale and record of lien Permanently same Town Clerk
LXXVII Liens-tax sales/liens redeemed report Permanently same Town Clerk
lease term plus 4 years; purge all lease term plus 4
LXXVII Liens-Uniform Commercial Code leases July 1, 2007. years Town Clerk
LXXIX Liens-Uniform Commercial Code security agreements 6 years; purge all July 1, 2007. 6 years Town Clerk
keep until written record is
approved at meeting. As soon as
minutes are approved, either reuse
LXXX Meeting minutes, tape recordings the tape or dispose of the tape. Permanently Town Clerk
LXXXI Minutes of boards and committees Permanently same Town Clerk
LXXXII Minutes of town meeting/council Permanently same Town Clerk
LXXX1I Minutes, selectmen's Permanently same Town Clerk
LXXXIV Motor vehicle-application for title until audited plus one year. same Town Clerk
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sent to state division of motor

LXXXV Motor vehicle-titles and voided titles vehicles. same Town Clerk

LXXXVI Motor vehicle permits-void and unused until audited plus one year. same Town Clerk

LXXXVII Motor vehicle permits and registrations-used current year plus 3 years. same Town Clerk

LXXXVII Municipal agent daily log until audited plus one year. same Town Clerk

LXXXIX Notes, bonds, and municipal bond coupons-cancelled until paid and audited plus one year. [same Accounting Clerk

XC Notes, bonds, and municipal bond coupon register Permanently same Accounting Clerk

XCl Oaths of office term of office plus 3 years. same Town Clerk

XCll Ordinances Permanently same Town Clerk

XCllI Payrolls until audited plus one year. 7 years Administrative Assistant
Perambulations of town lines-copy kept by town and copy

XCIV sent to secretary of state Permanently same Assessor

XCV Permits or licenses, pole Permanently same Town Clerk

retirement or termination plus 20

XCVI Personnel files years. same Administrative Assistant

XCVII Police, accident files-fatalities 10 years same Police Chief

XCVII Police, accident files-hit and run statute of limitations plus 5 years. |same Police Chief

XCIX Police, accident files-injury 6 years same Police Chief

C Police, accident files-involving arrests 6 years same Police Chief

Cl Police, accident files-involving municipality 6 years same Police Chief

cll Police, accident files-property damage 6 years same Police Chief

cln Police, arrest reports Permanently same Police Chief

Clv Police, calls for service/general service reports 5 years same Police Chief

cv Police, criminal-closed cases statute of limitations plus 5 years. |same Police Chief

Cvi Police, criminal-open cases statute of limitations plus 5 years. |same Police Chief

cvi Police, motor vehicle violation paperwork 3 years same Police Chief
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upon the retirement or termination
of the subject officer plus 20 years,
except that the municipality shall
follow the retention period for non-
criminal internal affairs
investigations as set forth in any
applicable union or collective
bargaining agreement in effect as of
July 1, 2021 until such agreement
expires, at which time the 20-year
retention period in this paragraph

cvil Police, non-criminal-internal affairs investigations shall apply. same Police Chief
CIX Police, non-criminal-all other files closure plus 3 years. same Police Chief
CX Police, pistol permit applications expiration of permit plus one year. |same Police Chief
CXI Property inventory 5 years n/a n/a
current and last prior reassessing
Xl Property record card cycle. same Assessor
CXll Property record map, assessors until superceded. same Assessor
until transfer,
death, or sale +1
CXIV Property tax exemption applications transfer of property plus one year. |year Assessor
Records management forms for transfer of records to
CXV storage Permanently same Municipal Records Committee
Road and bridge construction and reconstruction, including
CXVI highway complaint slips 6 years Permanently Road Agent
CXvi Road layouts and discontinuances Permanently same Road Agent
CXVII Scenic roads Permanently same Road Agent
retained as provided under RSA 189
CXIX School records 29-a. n/a n/a
CXX Septic plan approvals and plans until replaced or removed. Permanently Assessor
CXXI Sewer system filtration study Permanently n/a n/a
CXXIl Sign inventory 7 years Permanently Road Agent
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CXXI Site plan review life of improvement plus 3 years. Permanently Land Use Administrator
until notified that planning board
action and appeal time has expired
CXXIV Site plan review-lapsed plus one year. Permanently Land Use Administrator
CXXV Site plan review-withdrawn or not approved appeal period plus one year. Permanently Land Use Administrator
CXXVI Special assessment (betterment of property) 20 years Permanently Assessor
CXXVII Street acceptances Permanently same Town Administrator
Street signs, street lights and traffic lights-maintenance
CXXVII records 10 years Permanently Road Agent
until notified that planning board
action and appeal period has
CXXIX Subdivision applications-lapsed expired plus one year. Permanently Land Use Administrator
CXXX Subdivision applications-successful and final plan Permanently same Land Use Administrator
expiration of appeal period plus one
CXXXI Subdivision applications-withdrawn, or not approved year. Permanently Land Use Administrator
CXXXII Subdivision applications-working drafts prior to approval expiration of appeal period. same Land Use Administrator
CXXXI Summary inventory of valuation of property one year. 3 years Assessor
CXXXIV Tax maps Permanently same Assessor
Tax receipts paid, including taxes on land use change,
property, resident, sewer, special assessment, and yield tax
CXXXV on timber 6 years same Town Clerk
Tax-deeded property file (including registered or certified
receipts for notifying owners and mortgagees of intent to
CXXXVI deed property) Permanently same Tax Collector
CXXXVII Time cards 4 years. 7 years Administrative Assistant
Trust fund (a) Minutes and quarterly reports, in paper or
CXXXVIll.a |electronic format Permanently same Trustees of the Trustfund
CXXXVIIl.b |Trust fund (b) Bank statements, in paper or electronic format|6 years after audit. 7 years Trustees of the Trustfund
Department Heads are owners for the
CXXXIX Vehicle maintenance records life of vehicle plus 2 years. same vehicles in their department
Voter checklist-marked copy kept by town pursuant to RSA
CXL 659 102 7 years. same Town Clerk
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Voter registration (a) Forms, including absentee voter

until voter is removed from checklist

CXLlLa registration forms plus 7 years. same Supervisors of the Checklist
Voter registration (b) Same day, returned to undeclared
status, form and report from statewide centralized voter
CXLL.b registration database 7 years same Supervisors of the Checklist
until voter is removed from checklist
CXLl.c.1 Voter registration (c)(1) Party change form plus 7 years. n/a n/a - don't have this form
Voter registration (2) List of undeclared voters from the
CXLl.c.2 statewide centralized voter registration database 7 years same Supervisors of the Checklist
Voter registration (d) Forms, rejected, including absentee
CXLld voter registration forms, and denial notifications 7 years same Supervisors of the Checklist
until voter is removed from checklist
CXLl.e Voter registration (e) Qualified voter affidavit plus 7 years. same Supervisors of the Checklist
until voter is removed from checklist
CXLLf Voter registration (f) Verifiable action of domicile document |plus 7 years. same Supervisors of the Checklist
Voter registration (g) Overseas absentee registration until voter is removed from checklist
CXLLg affidavit plus 7 years. same Supervisors of the Checklist
Voter registration (h) Absentee ballot voter application form
in the federal post card application format, for voters not until voter is removed from checklist
CXLLh previously on the checklist plus 7 years. same Supervisors of the Checklist
Voter registration (i) Absentee ballot affidavit envelope for |until voter is removed from checklist
CXLLi federal post card applicants not previously on the checklist |plus 7 years. same Supervisors of the Checklist
until voter is removed from checklist
CXLLj Voter registration (j) Notice of removal, 30-day notice plus 7 years. n/a n/a - stored in SVRS
until voter is removed from checklist
CXLLk Voter registration (k) Report of death plus 7 years. same Supervisors of the Checklist
until voter is removed from checklist
CXLLI Voter registration () Report of transfer plus 7 years. same Supervisors of the Checklist
Voter registration (m) Undeliverable mail or change of until voter is removed from checklist
CXLL.m address notice from the United States Postal Service plus 7 years. same Supervisors of the Checklist
CXLi Vouchers and treasurers receipts until audited plus one year. 7 years Accounting Clerk
CXLHl Warrants-land use change, and book or list Permanently same Tax Collector
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CXLIV Warrants-property tax, and lists Permanently same Tax Collector
CXLV Warrants-resident tax, and book or list Permanently same Tax Collector
CXLVI Warrants-town meeting Permanently same Administrative Assistant
CXLVII Warrants-treasurer until audited plus one year. same Treasurer
CXLVIII Warrants-utility and betterment tax Permanently same Tax Collector
CXLIX Warrants-yield tax, and book or list Permanently same Tax Collector
CL Welfare department vouchers 4 years. 10 years Welfare Officer
CLl Work program files current year plus 6 years. n/a Welfare Officer
expiration of appeal period plus one
CLII Writs year. n/a n/a - Courts store these
Zoning board of adjustment applications, decisions, and
CLi permits-unsuccessful expiration of appeal period. Permanently Zoning Board of Adjustment
completion of reclamation plus 3
CLIV Intent to excavate years. same Assessor
CLv Election return forms, all elections Permanently same Town Clerk
until voter is removed from checklist
CLVI Affidavits of religious exemption plus 7 years. same Supervisors of the Checklist
1001 |Email (Besides automated/junk) n/a 5 years IT
1002(Records of Document Destruction n/a 3 years Municipal Records Committee
1003|Resident Change of Address Form n/a 3 years Assessor
1004(Road Upgrade Agreement n/a Permanently Administrative Assistant
Retain as needed
1005|Notes n/a for reference Whoever made the notes
1006(Library - Circulation Records n/a TBD Library Director
1007(Library - Policies/Bylaws n/a Permanently Library Director
1008|Meeting minutes, drafts n/a Permanently The Board/Committee who made it
1009(Sign Placement Permits n/a Until expired Administrative Assistant
1010|Body camera footage - arrests n/a Permanently Police Chief
1011|Body camera footage - basic calls for service n/a 30 Days Police Chief
1012|Body camera footage - traffic stops n/a 3 years Police Chief
1013|Conservation Commission Easements n/a Permanently Conservation Commission
1014|Conservation Commission Permits n/a Permanently Conservation Commission
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Non-sufficient Funds/Rejected Transaction Payments records
1015(for Town Clerk-Tax Collector/Cemetery n/a Audit + 1 year Town Clerk-Tax Collector

1016|Cemetery Records n/a Permanently Cemetery Trustees
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Appendix B - Master List Template

Scheduled
Box/Cabinet Disposition
Number Description of Contents Location Owner Confidential Retention Period Date Actual Disposition Date
retirement or
Example Administrative termination plus 20 Personnel Files 2002 - 1/1/2024
1301 Old Personnel Files 2003-2024 Sam Lake House Assistant Yes years 2044 (Personnel Files 2001 - 1/1/2023

Department List

Box Numbers

Administration 1000
Financial 1100
Welfare 1200
Personnel 1300
Town Clerk - Tax Collector 2000
Fire Department 3000
Highway Department 4000
|Transfer Station 4100
Police Department 5000
Library 6000
Land Use Department 7000
Assessing 7100
Planning Board 7200
Zoning Board 7300
Building Inspection 7400
Code Enforcement 7500
HDC 7600
Conservation Commission 7700




Appendix C - Document Checkout Form

Date to be Signature of Checked Out Date
Document Box Number | Date Loaned | Returned Name of Borrower Borrower By Returned | Received By
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