REQUEST FOR BOARD ACTION

HENDERSON COUNTY
BOARD OF
COMMISSIONERS
MEETING DATE: February 5, 2024
SUBJECT: Public Records Disposal Request
PRESENTER: Harry Rising, 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 — 12 (twelve) 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 Relief

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE GIESERECEEE DUP”;:ATED RETENTION APF;;(_)I_\éED'
DATES & QUANTITY SECTION DESTROYED
Supporting documents X & Standard 8
superseded or obsolete item 8
1 box
O Ll
O O
O UJ

*  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.

DEPARTMENT HEAD: DATE:

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

[J 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



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.
7. 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 obsolete. G.S. §105-296(j)
land use value assessment program.
b) Destroy in office denied applications and supporting
records after 1 year.
9. PROPERTY EXEMPT FROM TAXATION FILE a) Retain approved applications and supporting records until | G.S. §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 minimurn retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.




RECORDS RETENTION AND DISPOSITION PROCEDURE

HENDERSON COUNTY

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

DEPARTMENT: Administrative

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE BIESEREEED DUPU::ATED RETENTION AP’;‘:C_)I_‘;ED’
DATES & QUANTITY SECTION DESTROYED
Timesheets & Corrections X = Section 2
2018-2019 ltem 44
Travel Documentation [ Section 2
2017 Item 45
Board of Equalization and X [ Section 8
Review Appeals Item 2
2014 & 2015
[ U

*  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.

DEPARTMENT HEAD: DATE:

Submitted to the Henderson County Board of Commissioners. The Board: ] 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
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NC DEPARTMENT OF
NATURAL AND CULTURAL RESOURCES

STANDARD 2: BUDGET, FISCAL, AND PA YROLL RECORDS

ITEM #
RECORDS SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2.42 TAX FORMS Destroy in office 5 years after submitted to taxpayer and/or Confidentiality:
) _ IRS.* G.5.132-1.10
},; Tax information returns generated by the agency (e.g., - G.5. 115C Art. 21A
= 1098, 1099, W-2, W-3) to be reported to the Internal G-S. 122(:_153'
:l:w:nue S:tmce and furnished to the other party to G.S. 130A-45.9
e transaction. G.S. 153A-98
G.S. 160A-168
G.S. 161E-257.2
G.S. 162A-6.1
Retention:
04 NCAC 24D .0501(a)
IRS Publication 15
243 TAX RETURNS Destroy in office 6 years after filed.*
Tax returns filed by the agency.
2.44 TIME SHEETS, CARDS, AND ATTENDANCE RECORDS Destroy in office after 5 years.* Retention:
Records documenting the work hours and attendance CLNCAC 28D (ROLia)
g 29 CFR 516.6(a)(1)
of employees.

SEE ALSO: Payroll and Earnings Records (above).

* No destruction of records may take place if audits or litigation are pending or reascnably anticipated. See AUDITS, LITIGATION, AND OTHER OFFICIAL
ACTION, page A-5.
+ 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 value ends.” Please use the space provided.
@ In some cases, more specific record retention and disposition requirements can be found in the relevant program schedule. See the appendix for pointers to
such records series.
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.
SBECE NC DEPARTMENT OF
=~ NATURAL AND CULTURAL RESQURCES

STANDARD 2: BUDGET, FISCAL, AND PAYROLL RECORDS
ITEM #
RECORDS SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2.45 TRAVEL REIMBURSEMENTS Destroy in office after 5 years.* Retention:
Y 04 NCAC 24D .0501(a)
Includes requests and authorizations for
reimbursement for travel and related expenses.
N
SEE ALSO: Grants: Financial (above), Travel Requests g?
(STANDARD 1: ADMINISTRATION AND MANAGEMENT ‘g.
RECORDS). 8
2.46 VENDORS Destroy in office when superseded or obsolete. ¢ .'ﬂ
Files maintained on specific vendors authorized or §
debarred from doing business with the agency. il
Includes name and address, correspondence (including
e-mail), 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 A-5.
+ 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 value ends.” Please use the space provided.
@ In some cases, more specific record retention and disposition requirements can be found in the relevant program schedule. See the appendix for pointers to
such records series.
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STANDARD-8. PROGRAM OPERATIONAL RECORDS: PROPERTY APPRAISAL RECORDS. Records received and created by county tax offices necessary to meet
all statutory requirements.

STANDARD-8. PROGRAM RECORDS: PROPERTY APPRAISAL RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1 APPRAISAL MONITORING RECORDS a) Destroy in office records concerning real property after 10 | G.S. §105-287
Records used to discover unlisted and under- years or two revaluation cycles, whichever occurs first.
appraised real and personal property during non-
revaluation years. May include field notes; b) Destroy in office records concerning personal property
correspondence, including email, to and from property after two revaluation cycles.
owners; and similar records documenting changes in
parcel features and characteristics used to update
property records.
See also REVALUATION RECORDS item 16, page 56.
2, BOARD OF EQUALIZATION AND REVIEW (APPEALS Destroy in office after 8 years.* G.5. §105-322
FILE) G.S. §105-323
Records associated with appeals to the Board of G.S. §105-325

Equalization and Review. May include appeal letters,
hearing notices, listing information, affidavits, staff
recommendations, and final actions.

*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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HENDERSON COUNTY
RECORDS RETENTION AND DISPOSITION PROCEDURE

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

DEPARTMENT: Real Property

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE BESTROYED DUPLIEATED RETENTION APFI;RAC_)'_\;;ED'
DATES & QUANTITY SECTION DESTROYED
Revaluation Records X 5l Section 8
2015 Item 16
7 boxes
O O
U i
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.

DEPARTMENT HEAD: DATE:

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



STANDARD-8. PROGRAM RECORDS: PROPERTY APPRAISAL RECORDS
ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
11. REAL PROPERTY RECORDS (CARDS) Destroy in office after 10 years or two revaluation cycles, G.S. §105-286
Uniform property records (paper and electronic) whichever occurs first. G.S. §105-317
documenting ownership and value information,
including parcel features and characteristics needed to
reconstruct values.
12. REPORTS BY MULTI-COUNTY BUSINESS TAXPAYERS Destroy in office after 10 years or two revaluation cycles, G.S. §105-313
FILE whichever occurs first.
13. REPORTS BY TRAILER PARKS, MARINAS, AND Destroy in office after 10 years or two revaluation cycles, G.S. §105.316
AIRCRAFT FACILITIES whichever occurs first.
14. REPORTS OF PERSONS HAVING CUSTODY OF Destroy in office after 10 years or two revaluation cycles, G.S. §105-315
TANGIBLE PROPERTY OF OTHERS FILE whichever occurs first.
15. REPORTS TO THE DEPARTMENT OF ADMINISTRATION | Destroy in office after 10 years or two revaluation cycles, G.S. §105-302.1
ON PROPERTY LISTED IN NAME OF UNKNOWN whichever occurs first.
OWNER FILE
16. REVALUATION RECORDS Destroy in office after 10 years or two revaluation cycles, G.S. §105-286
Records used by appraisers to reappraise the value of | whichever occurs first.
real property on a four-year, eight-year, or similar
cycle. May include field notes; correspondence,
including email, to and from property owners; building
and construction lists; ratio studies; area and
neighborhood records used to estimate market values;
and similar records documenting changes in parcel
features and characteristics.

*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.




HENDERSON COUNTY
RECORDS RETENTION AND DISPOSITION PROCEDURE

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

DEPARTMENT: Collections

RECORDS WILL BE IF
RECORD TITLE & RECORDS
DESCRIPTION, INCLUSIVE DESIROYED DUPUEATED RETENTION APF;I:\:?I_‘;ED’
DATES & QUANTITY SECTION DESTROYED
Attachment & Garnishment X O Standard 9
Records 2019-202 ltem 1
3 boxes
Daily Cash Report X O Standard 2
1 box Item 25
Shiptracking Records X [5] Standard 9
1 box Item 11
L4 m

*  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.

DEPARTMENT HEAD: DATE:
Submitted to the Henderson County Board of Commissioners. The Board: [0 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



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 of local 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 settlement.*

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.S. §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 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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SEER  NC DEPARTMENT OF
m MATURAL AND CULTURAL RESOURCES

STANDARD 2: BUDGET, FISCAL, AND PAYROLL RECORDS

ITEM #
RECORDS SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2.23 ESCHEATS AND UNCLAIMED PROPERTY a) Destroy in office after 10 years if report was filed priorto | Authority:
Records containing information required to be July 16, 2012.* G.S. 1168-60
;pcluderd :1 Z#izr FEpOTESuBMIttad 1O this Stane b) Destroy in office after 5 years if report was filed on or after Retention:
reasurer’s office. July 16, 2012.* & 1o
2.24 FINANCIAL JOURNALS AND LEDGERS a) Destroy in office year-end summaries of receipts and
disbursements after 3 years.*
b) Destroy in office daily, monthly, or quarterly transaction
detail journals and ledgers after 1 year.*
2.25 FINANCIAL REPORTS a) Destroy in office annual financial reports or other reports
generated to inform decision-making after 3 years.*
b) Destroy monthly or quarterly reports generated for
operational purposes after 1 year.
c) Destroy logs and distribution repots generated to track
transactions when released from audits.
2.26 GOVERNMENT EMPLOYEES RETIREMENT SYSTEM

MONTHLY REPORTS

Reports produced by the North Carolina Department
of State Treasurer regarding the Teachers’ and State
Employees’ Retirement System (TSERS) and the Local
Governmental Employees’ Retirement System
{LGERS).

Destroy in office when reference value ends.=

Agency Policy: Destroy in office after

* No destruction of records may take place if audits or litigation are pending or reasonably anticipated. See AUDITS, LITIGATION, AND QTHER OFFICIAL
ACTION, page A-5.

+ 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 value ends.” Please use the space provided.

@ in some cases, more specific record retention and disposition requirements can be found in the relevant program schedule. See the appendix for pointers to
such records series.
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STANDARD-9. PﬁOGRAM RECORDS: PROPERTY TAX COLLECTION RECORDS
ITEM #

RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION

11. SKIPTRACKING RECORDS Destroy in office when administrative value ends.}
Records gathered when attempting to locate Agency Policy: Destroy in office after

taxpayers. May include lien holder information,
copies of death certificates, and credit bureau records.

See also DELINQUENT TAXPAYER RECORDS item 4,
page 58.

12. TAX COLLECTOR ANNUAL SETTLEMENTS Destroy in office 3 years from date of submission. G.S. §105-373
List of taxes collected by tax collector yearly,
percentage of taxes collected, total releases, total
balance due by tax year, and total county taxes
collected. Sent to county commissioners and finance
officer.

13. TAX COLLECTOR MONTHLY REPORTS Destroy in office 1 year from date of submission. G.S. §105-350
List of taxes collected by tax collector showing
percentage of taxes collected, total releases, total
balance due by tax year, and total county taxes
collected. Sent to county commissioners and finance
officer on a monthly and bi-monthly basis.

*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.






