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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: IT General Retention Policy Policy: 6.3.005 Pages: 2 

Standards: Data Processing Effective date: 01/04/2024 Revised date: 00/00/0000 
 

I. PURPOSE: 

This IT General Retention Policy establishes the guidelines for the retention, storage, and 

disposal of documents and records, including electronic mail and data stored in 

Township databases or on backup systems, within the Charter Township of Northville. The 

policy ensures compliance with applicable laws and the Michigan Freedom of 

Information Act (FOIA), and adherence to state-approved Retention and Disposal 

Schedules, GS30 - Local Government Information Technology (approved 12-1-2009).  

II. POLICY STATEMENT: 

The Charter Township of Northville commits to maintaining records according to legal, 

administrative, fiscal, and historical needs, and to the responsible disposal of records as 

mandated by approved retention schedules. 

 

III. SCOPE: 

This policy applies to all public records as defined by FOIA and encompasses all formats, 

including electronic communication and data stored in Township databases or on 

backup systems. 

 

IV. DEFINITIONS: 

A. Archival Records: Records that have been determined to have ongoing historical, 

cultural, or significant value warranting their continued preservation. 

B. Backup Media: Backup media refers to the physical or digital storage devices and 

methods used to create copies of data or information as a precautionary 

measure against data loss or system failures. 

C. Disposition: The action taken with records that have met their required retention 

period, which may include destruction or archival. 

D. General Correspondence: As defined by the State of Michigan - GENERAL 

SCHEDULE #30 - General correspondence does not pertain to a specific issue, and 

it is often organized chronologically or by correspondent’s name.  General 

correspondence may include referral correspondence.  If the correspondence 

does pertain to a specific issue, it should be filed with other relevant records.  

General correspondence may exist in a variety of formats, including memos, 

letters, notes and electronic mail.  

E. Nonrecord: As defined by the State of Michigan - GENERAL SCHEDULE #30 - Local 

Government Information Technology, these documents are broadly defined as 

drafts, duplicates, convenience copies, publications and other materials that do 

not document agency activities.  These materials can be disposed of when they 

have served their intended purpose.  

F. Public Record: The Michigan Freedom of Information Act (FOIA) (MCL 15.231-

15.246) defines public records as recorded information “prepared, owned, used, 
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in the possession of, or retained by a public body in the performance of an official 

function, from the time it is created.”  

G. Retention Period: The length of time a record must be kept before it is eligible for 

disposal. 

 

V. PROCEDURES: 

This policy outlines the general retention schedule for commonly found information 

technology at the Charter Township of Northville.  

It is the responsibility of each department to verify they are in compliance with the State 

of Michigan’s General Schedule for Local Government as outlined on the State’s website  

https://www.michigan.gov and that the data is being stored in a way that it meets the 

retention period outlined in the General Schedule #30 – Local Government Information 

Technology document.   

 

A. Data Stored on Backup Media:  

1. Backup media is not used for records retention purposes and is limited to a 

three-month retention period strictly for disaster recovery purposes. 

2. Data owners are responsible for retaining their records according to the 

department-specific retention schedules outlined by the State of Michigan.   

B. Electronic Mail:  

1. Electronic mail is considered a communication tool and not a storage 

mechanism. 

2. Employees are responsible for determining if an email should be retained as 

a public record as defined by FOIA or as general correspondence as 

defined by the State of Michigan GENERAL SCHEDULE #30.  

3. Public record emails must be retained according to the content of the 

message and in compliance with the retention periods specified in the 

applicable Charter Township of Northville Retention and Disposal Schedule 

and the State of Michigan - GENERAL SCHEDULE #30.  

C. Retention of Record Electronic Mail: 

1. The sender within the Township is responsible for the retention of messages 

sent. Recipients are responsible for retaining messages received from 

outside the Township. 

2. Methods for retention include printing, converting to a digital file, or 

electronically storing the message in an appropriate format. 

3. Electronic mail retention falls within the general correspondence series in 

the State of Michigan General Schedule #30 and will follow the retention 

period outlined as date created plus two years.  

D. Retention Period for Record Messages: 

1. The retention period for emails, voicemails, and fax messages is determined 

by the content of the message, not the medium. 

2. Department Directors are responsible for consulting with the IT Department 

to select the method of retention and ensure compliance with retention 

schedules outlined by the State of Michigan. 

E. Legal Proceedings: 

1. Any records, electronic or paper, that pertain to threatened or actual legal 

proceedings or are part of a FOIA request must be retained until the 

conclusion of the litigation, plus the retention period of the record and 

comply with the Freedom of Information Act (Act 442 of 1976). 

 

https://www.michigan.gov/
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VI. RESPONSIBILITIES: 

Each department has the responsibility of selecting the method of retention for their 

departments and consulting the appropriate schedules for content-specific retention 

periods.  The ITaC Department is responsible to ensure safety and completeness of the 

Township backup systems.  

 

VII. ENFORCEMENT: 

Because data security and resource protection are critical to the Township, employees 

that do not adhere to this policy may be subject to disciplinary action - up to and 

including termination of employment. 

 

VIII. RELATED INFORMATION: 

State of Michigan - GENERAL SCHEDULE #30 - Local Government Information Technology 

FREEDOM OF INFORMATION ACT (Act 442 of 1976) 

Data Backup and Recovery Policy 6.3.003 

 

IX. POLICY HISTORY: 

See 1.1.003 Policy Review Process, Section IV(3)(a) 


