REQUEST FOR BOARD ACTION

HENDERSON COUNTY
BOARD OF
COMMISSIONERS
MEETING DATE: June 7, 2021
SUBJECT: Public Records Disposal Request
PRESENTER: Darlene Burgess, Tax Administrator
ATTACHMENTS: Yes

1. Public Disposal Requests and Destruction Logs
SUMMARY OF REQUEST:

Staff is requesting approval from the Board of Commissioners to destroy the records
listed on the attached Public Disposal Requests and Destruction Logs — 9 (nine) total
pages included in accordance with the County’s Record Retention Policy and the
provisions of the North Carolina Department of Natural and Cultural Resources Records
Retention and Disposition Schedule, a copy of said pages attached hereto, as the period of
these records have expired.

BOARD ACTION REQUESTED:

The Board is requested to approve this public records disposal request as presented,
pursuant to the requirements of the County’s current Record Retention Policy.

Suggested Motion:

I move the Board approve the Public Records Disposal Request and Destruction
Log as presented.



HENDERSON COUNTY
RECORDS RETENTION AND DISPOSITION PROCEDURE

PUBLIC RECORDS DISPOSAL REQUEST AND DESTRUCTION LOG
(Revised February 19, 2020)

DEPARTMENT: Tax (Administrative)

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE | DESTROYED | DUPLICATED | perpnmion AP':L\(;‘;ED'
DATES & QUANTITY SECTION DESTROYED
Accounts Payable X O Standard 2
2017 Item 1
1 box
North Carolina Property Tax X [ Standard 8
Commission (Appeals File) Item 7
2005-2015
2 boxes
Release and Refund Records X [E] Standard 9
2019 and earlier Item 10
1 box
O ]

* If duplication is required, indicate method.

Approval is requested for the records listed above to be destroyed in accordance with the
provisions of NCGS 121 and 132. The period for retention of these records, as prescribed by the
North Carolina Department of Cultural Resources, has expired; OR where the period for
retention has not expired, the original records have been duplicated on microfilm, microfiche,
data processing or word processing equipment, with the understanding that said duplication
shall be maintained for the specified period of retention. NONE of the original records listed
above have been scheduled for permanent preservation by the North Carolina Department of
Cultural Resources.

O e Nodba 5/25/ >/

DEPARTMENT HEAD: DATE:

Submitted to the Henderson County Board of Commissioners. The Board: [0 APPROVED

[ DISAPPROVED
the destruction/duplication of the above records and such approval/disapproval has been
entered into the official minutes of the Board of Commissioners meeting held on

Clerk to the Board

TAB 14 — Administrative Manual
Revised February 19, 2020



HENDERSON COUNTY
RECORDS RETENTION AND DISPOSITION PROCEDURE

PUBLIC RECORDS DISPOSAL REQUEST AND DESTRUCTION LOG
(Revised February 19, 2020)

DEPARTMENT: Tax (Tax Relief and Collections)

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE DESTROYED DUPLI::ATED RETENTION API:;Z(:_‘;ED’
DATES & QUANTITY SECTION DESTROYED
Present Use Value Records X [] Standard 8
(Denied Applications) Item 8
1 box
Property Exempt from Taxation X ] Standard 8
(Denied Applications) Item 9
1 box
Attachment & Garnishment X K| Standard 9
Records Item 1
2017-2018
4 boxes
Ll O

*  If duplication is required, indicate method.

Approval is requested for the records listed above to be destroyed in accordance with the
provisions of NCGS 121 and 132. The period for retention of these records, as prescribed by the
North Carolina Department of Cultural Resources, has expired; OR where the period for
retention has not expired, the original records have been duplicated on microfilm, microfiche,
data processing or word processing equipment, with the understanding that said duplication
shall be maintained for the specified period of retention. NONE of the original records listed
above have been scheduled for permanent preservation by the North Carolina Department of

Cultural Resources.
;?Om\j g € 5{ 25 / 2
DATE:

DEPARTMENT HEAD:

Submitted to the Henderson County Board of Commissioners. The Board: [J APPROVED

O DISAPPROVED
the destruction/duplication of the above records and such approval/disapproval has been
entered into the official minutes of the Board of Commissioners meeting held on

Clerk to the Board

TAB 14 — Administrative Manual
Revised February 19, 2020



HENDERSON COUNTY
RECORDS RETENTION AND DISPOSITION PROCEDURE

PUBLIC RECORDS DISPOSAL REQUEST AND DESTRUCTION LOG
(Revised February 19, 2020)

DEPARTMENT: Tax (Real Property and Personal Property)

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE BESTROYED DUP”EATED RETENTION AP'L:QI'\IZED’
DATES & QUANTITY SECTION DESTROYED
Appraisal Monitoring Records X O Standard 8
2013 Item 1
3 boxes
Individual and Business X O Standard 8
Personal Property Item 18
Listing Forms
2009-2011
16 boxes
O O
O O

*  If duplication is required, indicate method.

Approval is requested for the records listed above to be destroyed in accordance with the
provisions of NCGS 121 and 132. The period for retention of these records, as prescribed by the
North Carolina Department of Cultural Resources, has expired; OR where the period for
retention has not expired, the original records have been duplicated on microfilm, microfiche,
data processing or word processing equipment, with the understanding that said duplication
shall be maintained for the specified period of retention. NONE of the original records listed
above have been scheduled for permanent preservation by the North Carolina Department of
Cultural Resources.

Al 5(28/>1

DEPARTMENT HEAD: DATE:

Submitted to the Henderson County Board of Commissioners. The Board: (1 APPROVED

[0 DISAPPROVED
the destruction/duplication of the above records and such approval/disapproval has been
entered into the official minutes of the Board of Commissioners meeting held on

Clerk to the Board

TAB 14 — Administrative Manual
Revised February 19, 2020




NC DEPARTMENT OF
MATURAL AMD CULTURAL RESCURCES

STANDARD 2: BUDGET, FISCAL, AND PAYROLL RECORDS

Records created and accumulated concerning the managerial control, budgeting, disbursement, collection, and accounting of the agency.

Note: Per 26 CFR 1.148-5(d)(6)(iii)(E), all records necessary to support the tax-exempt status of an ogency debt issue must be retained for the life of the debt
plus 3 years.

STANDARD 2: BUDGET, FISCAL, AND PAYROLL RECORDS
ITEM #

RECORDS SERIES TITLE DISPOSITION INSTRUCTIONS CITATION

1. ACCOUNTS PAYABLE Destroy in office 3 years after payment.*
Records concerning the status of accounts in which
the agency owes money to firms or individuals.
Includes invoices, reimbursements, receipts or bills of
sale, check registers, and subsidiary registers. Also
includes stop payment notices.

2. ACCOUNTS RECEIVABLE Destroy in office 3 years after collection.*

Records concerning receivables owed and collected.
Includes billing statements, records of payment
received, remittances, subsidiary registers,
overpayment or refund records, deposits, fines and
fees assessed, and collection of past due accounts.

3. ACCOUNTS UNCOLLECTABLE Destroy in office 3 years after account is determined to be
Records of accounts deemed uncollectable, including uncollectable.*

returned checks, write-off authorizations, and other
related records.

* No destruction of records may take place if audits or litigation are pending or reasonably anticipated. See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION,
page vi.

T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Natural and Cultural Resources has scheduled with the disposition instruction “destroy when reference volue ends.” Please use the space provided.

18



STANDARD-8. PROGRAM OPERATIONAL RECORDS: PROPERTY APPRAISAL RECORDS. Records received and created by county tax offices necessary to meet
all statutory requirements.

ITEM #

STANDARD-8. PROGRAM RECORDS: PROPERTY APPRAISAL RECORDS

RECORD SERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

APPRAISAL MONITORING RECORDS

Records used to discover unlisted and under-
appraised real and personal property during non-
revaluation years. May include field notes;
correspondence, including email, to and from property
owners; and similar records documenting changes in
parcel features and characteristics used to update
property records.

See also REVALUATION RECORDS item 16, page 56.

Destroy in office records concerning real property after 10
years or two revaluation cycles, whichever occurs first.

Destroy in office records concerning personal property
after two revaluation cycles.

G.S. §105-287

BOARD OF EQUALIZATION AND REVIEW (APPEALS
FILE)

Records associated with appeals to the Board of
Equalization and Review. May include appeal letters,
hearing notices, listing information, affidavits, staff
recommendations, and final actions.

Destroy in office after 8 years.*

G.S. §105-322
G.5. §105-323
G.5. §105-325

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION, page vi.

T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

53




STANDARD-8. PROGRAM RECORDS: PROPERTY APPRAISAL RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
5. LOCAL GOVERNMENT COMMISSION REPORTS Destroy in office after 3 years. G.S. §105-291
(DEPARTMENT OF REVENUE)
6. LOCAL GOVERNMENT COMMISSION: VALUATION Destroy in office after 10 years or two revaluation cycles, G.S. §105-284
AND TAXES whichever occurs first.
Valuations of property owned by railroads, public
utilities, etc., in the county.
T NORTH CAROLINA PROPERTY TAX COMMISSION Destroy in office 4 years after final settlement. G.S. §105-290
(APPEALS FILE) G.S. §105-342
8. PRESENT USE VALUE RECORDS a) Retain in office approved applications and supporting G.S. §105-277.2-.7
Applications and supporting records submitted for records until superseded or cbsolete. G.S. §105-296(])
land use value assessment program.
b) Destroy in office denied applications and supporting
records after 1 year.
9. PROPERTY EXEMPT FROM TAXATION FILE a) Retaln approved applications and supporting records until | G.5. §105-282.1
Records documenting a taxpayer’s application for there is a change in property’s status.
exemption from or deferral of taxes. Includes
application and supporting records. b) Destroy in office denied applications and supporting
records after 1 year,
10. REAL ESTATE TRANSFERS FILE Destroy in office 1 year from date of transfer. G.S. §105-303

Includes copies of deeds, death and probate abstracts,
division orders, control sheets, and similar
documentation used to update property records.

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION, page vi.

T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

55




ITEM #

STANDARD-8. PROGRAM RECORDS: PROPERTY APPRAISAL RECORDS

RECORD SERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

17

SPECIAL ASSESSMENT RECORDS

Includes rolls, schedules, ledgers and similar records
listing amounts of assessment for streets, sidewalks,
etc.

Destroy in office after 10 years or two revaluation cycles,
whichever occurs first.

18.

TAX ABSTRACTS AND LISTS

Complete record of real and personal property in the
county, based on assessment lists. Includes name and
address of taxpayer, along with descriptions of
property owned and estimated values.

Destroy in office after 10 years or two revaluation cycles,
whichever occurs first.

G.S. §105-309
G.5. §105-296

18,

TAX RELIEF RECORDS

Records concerning tax relief programs, including, but
not limited to, homesteading programs, elderly or
disabled exclusions, and disabled veterans exclusions.
Does not include applications for exclusions.

See also PROPERTY EXEMPT FROM TAXATION FILE
item 9, page 55 and PRESENT USE VALUE RECORDS
item 8, page 55.

Destroy in office after 10 years or two revaluation cycles,
whichever occurs first.

G.S. §105-277.1

20.

UNIFORM SCHEDULES OF VALUES, STANDARDS, AND
RULES

Appraisal manuals used to determine market and
income value of property for appraisal purposes.

Destroy in office after 10 years or two revaluation cycles,
whichever occurs first.

G.S. §105-317

*See AUDITS, LITIGATION, AND OTHER QFFICIAL ACTION, page vi.

T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.
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STANDARD-9. PROGRAM OPERATIONAL RECORDS: TAX COLLECTION RECORDS. Records received and created by county tax offices in order to meet all

statutory requirements. Comply with applicable provisions of G.S. §153A-148.1 regarding confidentiality oflocal tax records that contain information about a
taxpayer's income or receipts.

ITEM #

STANDARD-9. PROGRAM RECORDS: PROPERTY TAX COLLECTION RECORDS

RECORD SERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

ATTACHMENT AND GARNISHMENT RECORDS
Records regarding attachments or garnishments for
the payment of taxes.

Destroy in office 3 years after final settiement.*

G.S. §105-368

BANKRUPTCY RECORDS
Records documenting the collection of taxes on
property involved in bankruptcy cases.

Destroy in office 3 years after final settlement.*

G.5. §105-369

DEBT SETOFF PROGRAM RECORDS

Includes participation forms, information tracking
sheets and correspondence, including email, between
debtor and tax office.

Destroy in office 3 years after final settlement.*

G.S. §105A

DELINQUENT TAXPAYER RECORDS: REAL OR
PERSONAL PROPERTY

Records documenting taxpayers who have not paid
real or personal property taxes due, including unpaid
notices.

Destroy in office after 10 years.*

DELINQUENT TAXPAYER RECORDS: ADVERTISEMENT
OF TAX LIENS AGAINST REAL PROPERTY

Records documenting the county taxation officer’s
publication of delinquent taxpayer and tax sales
notices in the newspaper.

Destroy in office after 10 years.*

G.S. §105-369

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION, page vi.
T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periads for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.
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STANDARD-9. PROGRAM RECORDS: PROPERTY TAX COLLECTION RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
6. IN REM FORECLOSURE PROCEEDING RECORDS Destroy in office 3 years after final settlement.* G.S. §105-375
Retention Note: Agencies may wish to retain records of
proceedings resulting in foreclosure and sale of property
permanentfy. '
& MOBILE HOME RELOCATION TAX PERMITS Destroy in office after 5 years.* G.S. §105-316.1-8
Assurances that taxes are being paid on mobile homes
being moved.
8. MORTGAGE STYLE FORECLOSURE PROCEEDING Destroy in office 3 years after final settlement.* G.S. §105-374
RECORDS
Amount of taxes owed, description of property,
certified mail, and correspondence, including email,
with taxpayer and attorney.
9. PARTIAL PAYMENT PLANS Destroy in office 3 years after final settlement.* G.S. §105-358
Installment and partial payment agreements,
extensions, taxpayer information sheets, and related
records.
10. RELEASE AND REFUND RECORDS: REAL OR PERSONAL | a) Destroy in office release and refund month ly reports 1 year | G.S. §105-381

PROPERTY

Includes requests for release and refund submitted by
taxpayer; correspondence, including email, to and
from taxpayer; decisions of governing board; release
and refund monthly reports; and supporting records.

from date of submission.

b} Destroy in office all remaining records 3 years after final

settlement.*

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION, page vi.

T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.
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