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CITY VALY
Glen Ellyn 60137

‘COUNTY
DuPage

LOCAL RECORDS COMMISSION APPROVALJ'

AGENCY
College of DuPage

ADDRESS
425 Fawell Blwvd.

e

PHONE

CHAIRMAN o

(630)942-4285

I hereby request anthority to dispose of local government records
according to the schedule below. I centify that any microfilm or
dipitized copies will be made in accordance with standards of the
Local Records Commission and will be adequate substitutes for the
ongmal Te

DA T

DIRECTOR, STATE ARCHIVES

Date

Slgnat i Agency Head

“//S_//L

Mav 1, 2012
" DAT

|

Lynn M. Saputa, Asst. vice President Finance/Contr

ATE
rEller .

RECORDS LISTED ON THIS APPLICATION MAY BE DISPOSED OF:

AFTER THEIR INDIVIDUAL RETENTION PERIOD 1S COMPLETE,
IF THEY ARE CORRECTLY LISTED ON A RECORDS DISPOSAL CERTIFICATE SUBMITTED TO AND

APPROVED BY THE LOCAL RECORDS COMMISSION SIXTY (60) DAYS PRIOR TO DISPOSAL,

——
——— —

PROVIDING ANY LOCAL, STATE, AND FEDERAL AUDIT REQUIREMENTS HAVE BEEN MET,

AS LONG AS THEY ARE NOT NEEDED FOR ANY LITIGATION EITHER PENDING OR ANTICIPATED.

— ————

— P ——————

THIS RECORDS RETENTION SCHEDULE DOES NOT RELIEVE LOCAL GOVERNMENTS OF RETENTION
REQUIREMENTS MANDATED BY OTHER STATE AND FEDERAL STATUTES AND/OR REGULATIONS.
WHEN SUCH AN OBLIGATION DOES EXIST, THEN THE LONGER RETENTION PERIOD TAKES

PRECEDENCE.

DISPOSAL OF RECORDS AFTER MICROFILM!NG OR DIGITIZING MUST BE NOTED ON THE RECORDS'

DISPOSAL CERTIFICATE

THIS APPLICATION AND ANY RELATED RECORDS CERTIFICATES ARE TO BE RETAINED

PERMANENTLY.

This application supersedes application 81:286. (in part)
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COUNTY CITY ZIP
DuPage Glen Ellyn 60137

AGENCY
College of DuPage

ADDRESS
425 Fawell Blvd.

LOCAL RECORDS COMMISSION APPROVAL

Paul C. Schmitz

PHONE
(630)942-4285

I hereby request authority to dispose of local government records
according to the schedule below. I certify that any microfilm or
digitized copies will be made in accordance with standards of the
Local Records Commission and will be adequate substitutes for the
original records.

Lynn M. Saputa, Assistant Vice Fresident Finance/Lontroller A Pn[ 5, 2012

CHAIRMAN

David A. Joens

Signature of Agency Head Date

DIRECTOR, STATE ARCHIVES

May 1, 2012

DATE

Lynn M. Saputa, Assistant Vice President Finance/Controller

RECORDS LISTED ON THIS APPLICATION MAY BE DISPOSED OF:

AFTER THEIR INDIVIDUAL RETENTION PERIOD IS COMPLETE,

IF THEY ARE CORRECTLY LISTED ON A RECORDS DISPOSAL CERTIFICATE SUBMITTED TO AND

APPROVED BY THE LOCAL RECORDS COMMISSION SIXTY (60) DAYS PRICR TO DISPOSAL,

PROVIDING ANY LOCAL, STATE, AND FEDERAL AUDIT REQUIREMENTS HAVE BEEN MET,
AS LONG AS THEY ARE NOT NEEDED FOR ANY LITIGATICN EITHER PENDING OR ANTICIPATED.

THIS RECORDS RETENTION SCHEDULE DOES NOT RELIEVE LOCAL GOVERNMENTS OF RETENTION
REQUIREMENTS MANDATED BY OTHER STATE AND FEDERAL STATUTES AND/OR REGULATIONS.
WHEN SUCH AN OBLIGATION DOES EXIST, THEN THE LONGER RETENTION PERIOCD TAKES

PRECEDENCE.

DISPOSAL OF RECORDS AFTER MICROFILMING OR DIGITIZING MUST BE NOTED ON THE RECORDS

DISPOSAL CERTIFICATE.

THIS APPLICATION AND ANY RELATED RECORDS DISPOSAL CERTIFICATES
ARE TO BE RETAINED PERMANENTLY.

This application supersedes application 81:286 (in part).
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COUNTY CITY ZIP LOCAL RECORDS COMMISSION APPROVAL
DuPage Glen Ellyn 60137
AGENCY
College of DuPage
ADDRESS : .
425 Fawell Blvd. Paul C. Schmitz
PHONE CHAIRMAN
(630)942-4285
I hereby request authority to dispose of local government records
according to the schedule below. I certify that any microfitm or
. digitized copies will be made in accordance with standards of the ,
ch?l Records Commission and will be adequate substitutes for the David A. Joens
original records.
DIRECTOR, STATE ARCHIVES
Lynn M. Saputa, Assistant Tice President Finance/Controller ﬂp?‘f[ 5, 2012
Signature of Agency Head _ Date ﬂ/lay 1, 2012
. : . DATE
-Lynn M. Saputa, Assistant Vice President Finance/Controller

e

RECORDS LISTED ON THIS APPLICATION MAY BE DISPOSED OF:

AFTER THEIR INDIVIDUAL RETENTION PERIOD IS COMPLETE,

IF THEY ARE CCRRECTLY LISTED ON A RECORDS DISPOSAL CERTIFICATE SUBMITTED TC AND
APPROVED BY THE LOCAL RECORDS COMMISSION SIXTY (80) DAYS PRIOR TO DISPOSAL,

PROVIDING ANY LOCAL, STATE, AND FEDERAL AUDIT REQUIREMENTS HAVE BEEN MET,

AS LONG AS THEY ARE NOT NEEDED FOR ANY LITIGATION -EITHER PENDING OR ANTICIPATED.

Vi F

THIS RECORDS RETENTION SCHEDULE DOES NOT RELIEVE LOCAL GOVERNMENTS OF RETENTION
REQUIREMENTS MANDATED BY OTHER STATE AND FEDERAL STATUTES AND/OR REGULATIONS.
WHEN SUCH AN OBLIGATION DOES EXIST, THEN THE LONGER RETENTION PERIOD TAKES

PRECEDENCE.

DISPOSAL OF RECORDS AFTER MICROFILMING OR DIGITIZING MUST BE NOTED ON THE RECORDS
DISPOSAL CERTIFICATE.

THIS APPLICATION AND ANY RELATED RECORDS DISPOSAL CERTIFICATES
ARE TO BE RETAINED PERMANENTLY.

This application supersedes application 81:286 (in part).

-



APPLICATION FOR AUTHORITY TO Application No.
DISPOSE OF LOCAL RECORDS Page 2 of 13
(CONTINUATION SHEET)

12:157

ITEM
NO.

DESCRIPTION OF ITEMS OR RECORDS SERIES

APPLICATIONS FOR AUTHORITY TO DISPOSE OF LOCAL RECORDS AND
LOCAL RECORDS DISPOSAL CERTIFICATES

Dates: 1982~

Volume: Negligible
Annual Accunulation: Negligible
Arrangement: Chronological
Recommendation: Retain permanently.

. ’
ANNUITY PAYMENT RECORDS

Dates: 1972~

Volume: 33 Cu. Ft.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronological

Retain annuity purchase agreements for

Recommendation:
three (3) years after termination of
agrsement, then dispose of. Retain
oremium statements for seven {7} years,
then dispose of,

BANK RECONCILIATIONS

Dates: September 1998-

Volume: .16 Cu, Ft,

Annual Accumulation: 1k Cu. Ft.

Arrangement: Chronological

Retain for seven (7) years, then dispose
of.

Recommendation:

BILLING RECORDS (FOR I.S.S5.C., I.N.G./I.N.M., S.E.R.S./B.G.,
P.R., ETC.) -

Dates: 1996-

Volume: 16 Cu. FEL.

Annual Accumulation: 1 Cu. Ft.

Arrangement: Chronoleogical

Recommendation: Retain for seven (7) years, then dispose

of.




APPLICATION FOR AUTHORITY TO Application No.  12:157
DISPOSE OF LOCAL RECORDS Page 3 of 13

(CONTINUATION SHEET)

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
5. BOOKSTORE REQUISITIONS
Dates: 1995-
Volume: 38 Cu. Ft.
Ennual Accumulation: 2% Cu. Ft.
Arrangement: Chronological
Recommendation: Retain for two (2) years, then dispose
. of. .
o. BUDGET LEDGER/MONTHLY REPORTS
Dates: 1990-
Volume: 22 Cu. Ft.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronological
Recommendation: Retain for twe (2) years, then dispose
Of.
7. CANCELLED BONDS AND COQUPONS
Dates: July 1978-
Volume: 1 Cu. Ft.
Annual Accumulation: Negligibkle
Arrangement: Chronological/Numerical
Recommendation: Retain for two (2) years after
cancellation or due date, then dispose
of.
8. CANCELLED CHECKS, BANK STATEMENTS AND DEPOSIT SLIPS

Dates: September 1998-

Volume: 130 Cu. Ft.

Annual Accumulation: 10 Cu. Ft.

Arrangement: Chronological

Recommendation: Retain for seven (75 years, then dispose

of.




APPLICATION FOR AUTHORITY TO Application No.
DISPOSE OF LOCAL RECORDS Page 4 of 13
(CONTINUATION SHEET)

12:157

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
9. CASH RECEIPTS AND REGISTER TAPES
Dates: July 1996-
Volume: 81 Cu. Ft.
Annual Accumulation: 6 Cu. Ft.
Arrangement: Chronological
Recommendation: Retain for two (2) years, then dispose
of. '
' A
10. CASH RECEIPTS (DUPLICATES)
Dates: 2003~
Volume: 9 Cu. Ft.
Annual Accumulation: 1 Cu. rt.
Arrangement: Chronological/Numerical
Recommendation: ~ Retain for cne (1) yeaxr, then dispcse of.
11 CHECK STUBS, COPIES AND VOUCHER CQOPIES
Dates July 1997-
Volume: 72 Cu. Ft.
Annual Accumulation: S Cu. PFt.
. Arrangement: Chronological
Recommendation: Retain for two (2) years, then dispose
of.
12. DAILY CASH REPORTS
Dates: 1995-
Volume: 17 Cu. Ft.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronological
Recommendation: Retain for two (2) years, then dispose

of.




APPLICATION FOR AUTHORITY TO Application No,
DISPOSE OF LOCAL RECORDS Page 5 of 13
(CONTINUATION SHEET)

12:157

DESCRIPTION OF ITEMS OR RECCORDS SERIES

ITEM
NO.
13. DATA PROCESSING TIME ACCOUNTING RECORDS
Dates: 1980~
Volume: 32 Cu. Ft.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chroneclogical
Recommendation: Retain for two (2) years, then dispose
of.
i ]
14. 'EMPLOYEES EXPENSES (TRAVEL, HOTEL, CLASSES, GAS, ETC.)
Dates: 1980-
Volume: 64 Cu. Ft.
Annual Accumulation: 2 Cu. Ft.
Arrangement: Chrenclogical
Recommendation: Retain for seven (7) years, then dispose
of.
15. EMELOYEE TRAVEL RESERVATIONS
Dates: 1080~
Volume: 32 Cu. Ff.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronological
Recommendation: Retain for one (1) year, then dispose of.
16. FOUNDATION FINANCIAL REPCRTS

Dates: . . 1989-

Volume: 2 Cu. Ft.

Annual Accumulation: Negligible

Arrangement: - ) Chronological

Recommendation: Retain monthly reports for two (2) years,

then dispose of. Retain annual reports
for seven (7} years, then dispose of.




APPLICATION FOR AUTHORITY TO Application No. 12:157
DISPOSE OF LOCAL RECORDS Page 6 of 13
(CONTINUATION SHEET)

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
17. GRANT FUNDS LEDGERS (DUPLICATES)
Dates: ' 1976~
Volume: 36 Cu. Ft.
Annual Accumulation: ¥ Cu. Fr.
Arrangemsant: Chronclegical
Recommendation: Retain until administrative use 1is
complete, then dispose of.
{ [}
18. GRANT RECORDS
Dates: ) 2008-
Volume: 8% Cu. Ft.
Annual Accumulation: 2 Cu. Ft.
-Arrangement: Chrcnelegical
Recommendation: Retain for three (3) years following date
of final expenditure report, then dispose
of.
19. IMPREST RECORDS (BANK RUNS, DISBURSEMENTS, SUMMARIES, ETC.)
Dates: July 1991~
Volume: 78 Cu. Ft.
Annual Accumulation: 4 Cu. Ft.
Arrangement: Chronclogical
Recommendation: Retain for seven (7) years, then dispose
’ of.
20. INTERNAL AUDIT REPORTS AND WORKING PAPERS : .

Dates: -~ 1990-

Volume: _ 5 Cu. Ft.

Annual Accumulation: Negligible

Arrangement: Chronological
Recommendation: Retain audit reports permanently.

Retain work papers for two (2} years,
then dispose of.




APPLICATION FOR AUTHORITY TO Application No.
DISPOSE OF LOCAL RECORDS Page 7 of 13
(CONTINUATION SHEET)

12:157

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
21. INVENTORY (FIXED ASSET INVENTORY FORM)
Dates: July 1994-
Volume: 3% Cu. Ft.
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain for two (2) years after superseded
by a new inventory, then dispose of.
' {
22. INVOICES, VOQUCHERS, AND PAID BILLS
Dates: July 2000-
Volume: 280 Cu. Ft.
Annual Accumulation: 24 Cu. Ft.
Arrangement: Chronological
Pecommendatiocn: Retain for seven {7) years, then dispose
of.
23 LEDGERS AND JSJCURNALS
Dates: 1998~
Volume: 209 Cu. Ft.
Annual Accumulatiocn: 17 Cu. Ft.
Arrangement: ~ Chronological
These ledgers and journals/registers are for the following:
1. General
Z. Checks
3. Payables
4., Receivablies
5. Payroll, etc.
Recommendation: Retain for seven (7) years, then dispose
of.




APPLICATION FOR AUTHORITY TO Application No.  12:157-
DISPOSE OF LOCAL RECORDS Page 8 of 13

{(CONTINUATION SHEET)

ITEM
NO.

DESCRIPTION OF ITEMS OR RECORDS SERIES

24,

(e}
n

26.

MONTHLY, ANNUAL, YEAR TO DATE REPORTS {ALL AREAS)

Dates: August 2005~
Volume: . 128 Cu. Ft.
Annual Accumulation: 20 Cu. Ft.
Arrangement: Chronological

These reports are for the folleowing:

. Accounts payable summaries

. Annual source runs .
Monthly source runs

. Daily transactions

Annual transactions

. Monthly transactions
Back up reports {bcok store, food service, etc.)

Accounts receivable summaries, etc.

W~ B W

Recommendation: Retain monthly reports for two {2) vyears,
then dispose of. Retain annual reports

for seven (7) vears, then dispose of.

]

PAYROLL UPDATES AND EDIT LISTS

Dates: 1887~
Volume: 115 Cu. Ft.

Annual Accumulation: 4 Cu. Ft.
Arrangement: Chronological

Recommendation: Retain for two (2) years, then dispose
of.

PURCHASE ORDERS AND REQUISITIONS (DUPLICATES)

Dates: July 2000- -
Volume: 12 Cu. Ft. '

Annual Accumulation: 1 Cu. Ft.

Arrangement: Chronological

Recommendation: Retain for one (1) year, then dispose of.




APPLICATION FOR AUTHORITY TO Application No.  12:157
DISPOSE OF LOCAL RECORDS Page 9 of 13

(CONTINUATION SHEET)

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
27. RECEIPT OF PAYMENT
Dates: 1996~
Volume: 16 Cu. Ft.
Annual Accumulation: 1l Cu. Ft.
Arrangement': Chronological
Criginals in acceounting.
4 ’
Recommendation: Retain for two (2) years, then dispose
of.
28. STATE APPORTIONMENT CLAIMS AND SUPPORTING DOCUMENTS
Dates: September 1998~
Volume: 14 Cu. Ft.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronolecgical
Recommendation Retain 0¥ seven (/) years, Lhen dispose
of.
29 STATE AND FEDERAL TAX STATEMENTS AND REPORTS (W-2'S, W-3'S,

W-4’3, IL-941's, IL-108%'S, ETC.)

Dates: 1989~

Volume: 23 Cu. Ft,.

Annual Accumulation: 1 Cu. Ft.

Arrangement: Chronological

Recommendation: Retain W-4's for five (5) years after

termination of employment or until W-4 is
superseded by a new W-4, then dispose of.
Retain all other tax forms within this

series for seven (7) years, then dispose

of.




APPLICATION FOR AUTHORITY TO
DISPOSE OF LOCAL RECORDS

Application No.
Page 10 of 13

(CONTINUATION SHEET)

12:157

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
30. STUDENT AID VOUCHERS (INCLUDES CHECK COPIES)
Dates: September 1998-
Volume: 100 Cu. Ft.
Annval Accumulation: 9 Cu. Ft.
Arrangement: Chronological '
Recommendation: Retain for seven {7) years, then dispose
of.
1
él STUDENT REFUND RECQORDS
Dates: September 2004-
Volume: 30 Cu. Ft.
Annual Accumulation: 4 Cu. rt.
Arrangement: Chronological/Rlphabetical
Recommendation: Retain for two (2) years, then dispose
of.
22. TAX LEVIBES ({CCOPIES)
Dates: 1947~
Volume: 2%z Cu. Ft,
Annual Accumulation: Negligible
Arrangement: Chronclogical
Recommendation: Retain for two (2) years, then dispose
of.
33. TIME CARDS/SHEETS
Dates: July 2002-
Volume: 20 Cu. Ft.
Annual Accumulation: 2 Cu. Ft.
Arrangement: Chronological
Recommendation: Retain for two (2) years, then dispose
of.




APPLICATION FOR AUTHORITY TO Application No.
DISPOSE OF LOCAL RECORDS "~ Page 11 of 13
(CONTINUATION SHEET)

12:157

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
34. TUITION WAIVERS
Dates: 1979~
Volume: 3 Cu. Ft.
Annual Accumulation: Negligible
Arrangement: Chronological/Alphabetical
Recommendation: Retain until information is recorded on
students permanent transcript, then
dispose of. ,
35. . UTILITY TAX REPORTS AND BACK-UP DOCUMENTS
Dates: 1996-
Volume: 1% Cu. Ft.
Annual Accumulation: Negligible
Arrangement: Chronological
Recommendation: Retain reports for seven (7) years, then
"dispose of.
Retain backups for tws {2) years, then

o i R o T . L

dispose of.




APPLICATION FOR AUTHORITY TO Application No.

DISPOSE OF LOCAL RECORDS Page 12 of 13
(CONTINUATION SHEET)

12:157

ITEM
NO.

DESCRIPTION OF ITEMS OR RECORDS SERIES

36.

YEAR-END PAYROLL REPORTS

Dates:
Volume:

Annual Accumulation:

Arrangement:

1980-

N/A

N/A |
Chronological

From 1980-1999%9 in microfiche.

2000-2008 on C.D."'s.

2009 forward electronic database.
3

Recommendation:

Retain for sixty (60) years or until
terminated employee’s seventy-eighth
(78th}) birthday, whichever occurs first,
then dispose of. 1If the employee has not
retired by age seventy-eight (78), retain
for ten (10) years after termination of
employment, then dispose of.

Tf the empioyee is deceased retain for
five (5} years after date of death, then
dispcse ¢f provided no litigation is
pending or anticipated. If litigation 1is
pending retain until conclusion of all
judicial action (including appeals), then
dispose of. :




APPLICATION FOR AUTHORITY TO Application No.  12:157
DISPOSE OF LOCAL RECORDS Page 13 of 13

(CONTINUATION SHEET)

DESCRIPTION OF ITEMS OR RECORDS SERIES

ITEM
NO.
The following item #37 was added to Application 12:157 and
approved by the Local Records Comm}gg%gn’ggwﬂggﬂg&w2Qléh%$ﬁ\
ﬁ L P\
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37. ADULT BASIC EDUCATION (SCANNED FROM™Z2G10 FCRWERPY " * =
Dates: 2007-
Volume: 370. Cu. Ft.
Annual Accumulation: 75 Cu. Ft.
Arrangement: Chronological and Rlphabetical

This record series consists of the following:
1. Placement test scores

2. Learning worksheets
2. Englich 28 2 gecend language and adult education student
registration records tests, =tc.
4., Tests, etc.
Recommendation: Retain for  seven (7; years following

completion of program, then dispose of.




