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CITY OF ANYTOWN

Records Retention Schedule
Adopted March 2025

Overview
This schedule sets how long the City must keep different types of records.

Record type Retention
Council minutes and ordinances Permanent
Financial statements and audits Permanent
Contracts 7 years after expiration
Personnel files 7 years after separation
Routine correspondence 2 years

Contact
City Clerk's Office · (555) 555-0110 · clerk@anytown.example.gov · 100 Main Street, Anytown, USA 
00000 · Monday to Friday, 8:00 AM to 5:00 PM
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