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BY-LAW NO. 8:.:-05 ----.....;;;...:;.. ____ _ 
of the · 

CORPORATION OF THE TOWNSHIP OF WESTMEATH 

BEING A BY-LAW TO ESTABLISH SCHEDULES OF 
RETENTION PERIODS FOR-DOCUMENTS, RECORDS 

AND OTHER PAPERS OF THE MUNICIPALITY 

) 

Whereas section 249 of The Municipa,l Act provides that the 
council of a municipality may pass a by-law approved by the 
auditor of the municipality establishing schedules of retention 
periods during which the receipts, records and papers must be 
kept by the municipality. 

Now·therfore the COUNCIL OF THE CORPORATION OF THE 
TOWNSHIP 'OF 'NESTMEATH EN ACTS AS FOLLOWS: 

1. The retention period for the records of the Corporation 
of the T~wnship as outlined in Schedule 'A' attached hereto and 
forming part of this by-law, are hereby adopted and established 
as· the retention period for each such record. 

2. The municipality may destroy any of the documents listed, 
provided they have been retained until the retention period as 
outlined in Schedule 'A' of this by-law has expired • 

.3· This by-law shall not take effect until the auditors of the 
Corporation have .approved this by-law by endorsing their name at 
the end thereof. . ' 

., ' 
READ. a first\and second time this 8th day of June 1983 

..'\ .. 
\ 
"\ 

Reeve Clerk 

READ a third time and FINALLY PASSED THIS 8th day of June, 
i983. 

d~!d& " Reeve 

j'l~~ ~&u:~4, "Y c~~j~ 
Auditor 

\ 
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CORPORATION OF THE TOWNSHIP OF WE.STMEATH 

By-Law Number 83-05 

SCHEDULE 'A' RETENTION SCHEDULE 

Description of Records 

By~laws (original) 

Council Minute Book 

Birth Register 

.Death Register 

Marriage Register 

Assessment Roll 

Leases (after expiration and 
if not part of by-law) 

Resolutions 

O.M.B. Records (Keep with 
by-law) 

Historical Correspondence 

Assessment Appeals 

Assessment Review Court Records 

Length of time records to be retained 
(years) 

p 

p 

p 

p 

p 

p 

p 

2 

p 

p 

2 

2 

Contracts (If not part of by-law) 5 

Agreements (If not part of by-
law 6 

General Correspondence ? 

Correspondence Register 7 

·· Duplicate Dog Licenses 7 

Insurance Records (after 
expiration) 7 

Insurance Claims 7 



... 
·, 

-· --~- -_ -:..··.--::;_·~~-- --- - - ·::::: .. -:-- - :-

--···--··-···- --·-·- ----- --------------------------'-----~-----

Description of Records 

Easements (If not part of 
by-law) 

Voters List 

Census Reports 

Applications to Province 
re: Projects 

School-Support-Lists 

Briefs and Reports to Council 

Livestock Affidavits 

Fence-Viewers Files 

Fence-Viewers Awards 

Court Decisions 

Audited Financial Statements 

General Ledger 

General Journal 

Debenture Register 

c'ash~ '-R~ceipts- Jori~nals .. 
Cheque Register 

Tax Roll 

Tax Sales - Deeds 

Tax-Registration Records 

Bank Statements 

Final Tax Billing 

Welfare Payments 

Welfare-Case Records 

Paid (Cancelled) Cheques 

Bank Debit and _Credit Memos 

Deposit slips 

Length of time records to be retained 
(years) 

p 

? 

J() 

7 

7 

7 

7 

7 

7 

7 

p 

p 

p 

p 

p 

p 

p 

p 

p 

7 

10 

? 

7 

7 

7 

7 



-, 

Description of Records 

Final Budgets - Operating 

Final Budgets - Capital 

Paid .Debenture and Couuons 
(upon maturity) - · 

Accounts~Payable Vouchers 

Paid Invoices 

Paid Purchase Orders 

Paid Requisitions 

Paid_Accounts Summary Sheet 

Budget Estimates Working Papers 

Tax-Collectors' Certificate 

General Correspondence 

Receipt Books 

Cheque Stubs 

Cash Books 

Deposit (Pass) Book 

Accountants' Working Papers 

Tax Receipts 

Debenture Summaries 

Year-End Trial Balance 

Tax-Arrear Cards 

Treasurer's Certificates 

Interim Financial Statements 

Bank Reconci~iations 

Legal Opinions 

Court Cases 

Agreements 

Length of time records to be retained 
Czears2 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

p 

p 

p. 



Description of Records 

Writs 

Statements of Claims 

Notices of Claims 

Purchase-of-Land Files 

Sale-of-Land Files 

Exchange-of-Land Files 

Road-Closing Files 

Road-Dedication Files 

Road-Vvidening Files 

Local-Improvement Files (see 
Section 22 Local Improvement 
Act) 

Notices of Applications to The 
Ontario M1.lnicipal Board (OMB) 

Payroll Journal 

Union Agreements 

Length of time records to be retained 
(years) 

p 

p 

p 

p 

p 

p 

p 

p 

p 

p 

7 

p 

p 

Job Applications - Of Those Hired p 

Compensation Case Records 

Oaths of uffice 

T-4 Summaries 

Terminated Employees Records 

W.C.B. Claims 

T-4 Slips 

Time-Distribution Sheets 

Official Plan 

Official-Plan Amendments 

Subdivision Plans 

Reference Plans 

_ _;__,:~ _ ___:=..:.-----===--- --

? 

p 

p 

p 

p 

7 

7 
p 

p 

p 

p 



Description of Records 

Site-Plan Approval - Agreements 

Zoning By-law 

Zoning By-law Amendments 

Land Surveys 

Contour Maps 

Base Maps - Original 

Aerial Photos 

.O.M.B. Hearing Files 

o.a.R.P. Agreements 

Zoning-Amendment Applications 

Subdivision Applications (after 
final approval) · 

O.H.R.P. Files (after agreement) 

Successful Tenders 

Unsuccessful Tenders 

/ 

- -------- -----
-- - ---

Length of time records to be retained 
(years) 

p 

p 

p 

p 

p 

p 

p 

p 

p 

7 

7 

7 

,7 

2 

. . "•-' ~·- ~:.. 
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I ·of ·.the; ' 

GORPORAT ION OF. THE ~OWNS HIP _OF W:¢STMEA.TH 

I BEING N BY -LAV/ TO ES-TABLISH sCHEDULES OF 
RETENTION PERIODS )!OR DOGUMENTsc:;:.:::. RECORDS 

AND O~~ER PAPERS. OF .THE fuWNICIPALITY 

I " 

/ :· ~ ' 

l '1 ' .... 

Wher.eas section· .249 of The Municipal· Act provides that· the --. :' 
· · c,oun~i~ ·or a munic1ipali ty may_ pa'ss a. by-law approved- by_ the - --

audi to~, of the municipality' .establishing schedules of retention 
-periods' during which the receipts,- records and papers must be- _ 
·kept· by .the munic'ipali ty. . _ . . ' . · · ;- - , 

'I 

_- . Now therr'ore the .COUNCIL OF THE CORPORATIC>N OF THE 
TOWNSHIP OF:WEST~EATH ENAGTS'AS' FOLLOWS: 

1 •... · r:phe retention period· fdr the :i:'eG.ords of ··~ne Corporation 

': 

- of the _Township as outlined _in Schedule 'A' att?-ched- heret<o and . 
. forming- _part· of· this ~y:-l,aw, are hereby adopted. and ~StB:bl:tshed_ 

as the retention perio9,_ f'or -each such :r;>ecord. · · _ · '. 
~ .._ " 

1 
•• • - I .. 

2. The muni,ci:pali ty may 9-estr.by any of the documents --listed, 
. provided 'they hav~ oeeri re.tained until the retep.tion period as. 
-outlined in Schedule· 'A' o_~,. this by-law has e·xpireq• , 

• ' • I_ • • • • , , :' 

3· This .by-law shall not ,take effect until the auditors of the 
Corporatio'Ii ;have~ .. approved thls ·by-law by- endorsing· the:tr name at 
the -enO. theteo.f. , 

'· -
·\READ a first and second t:Lme this 8th day of June l9B3 ·. - __ 

~dibr 
-Reeve : 

J-

-/ 

.. 
· Clerk 

READ a t~~rd .time and F_INALLY ..,PASSEl) THIS ·~8th .9-ay 'of June; 
'1983.. ' . , ··' ·' 

/· 

·J~u&· 
- Reeve · · 

. '. -I 

j1~~~~ y ~~=l-·. 
. ·Auditor· ' · 

'I, 

/ 

. ~·-



CORPORATION OF THE TOWNSHIP OF· WESTIVIEATH 

By-Law Number 83-05 

SCHEDULE 'A' RETENTION SCHEDULE 

Description of Records Length of time records to be retained 
(years) 

By·;.. laws (original) 

Counctl Minute Book 

Birth Register . 

Death Regi§ter 

Marriage Register 

Assessment Roll 

Leases (after -expiration and 
if ·not part of by-law)· 

p 

p 

p 

p 

p 

p 

p 

Resolutions 2 

O.M.B.-Records (Keep with 
by-law) P 

Historical Correspondence P 

Assessment Appeals 2 

Assessment Review Court R~cords 2 

Contr~cts (If not part of by-law) 5 

Agreements· (If not part of -by-
law 6 

General Correspondence 7 

CorrespGndance Register · 7 . 

. Duplicate Dog Licenses 7 

Insurance Records (after 
expiration) 7 

Insurance Claims 7 

' ' 



Description of Records 

Easements (If not part of 
by-law) 

Voters List 

Census Reports 

Applications' to Province 
re: Projects 

School~Support-Lists 

Briefs and Reports to Council 

Livestock Affidavits 

Fence-Viewers Files 

Fence-Viewers Awards 

Court Decisions 

Audited Financial Statements 

General Ledger 

General Journal 

Debenture Register 

c'ash" --:Re-ceilpts Jot:n;nais'· '_, 

Cheque Register 

Tax Roll 

Tax Sales - Dee~s 

Tax-Registration Records 

Bank Statements 

Final Tax Billing 

Welfare Payments · 

Welfare-Case Records 

Paid (Can-celled} Cheques 

Bank Debit and Credit Memos 

Deposit slips 

Length of time records to be retained 
(years) 

p 

? 

I() 

7 

7 

7 

7 

7 

7 

7 

p 

p 

p 

p 

p 

p 

p 

p 

p 

7 

10 

7 

7 

7 

7 

7 



Description ~f Records 

Final Budgets - ·operating 

Final Budgets - Capital 

Paid Debenture and Coupons 
(upon maturity) 

Accounts-Payable Vouchers 

Paid Invoices 

Paid Purchase Orders 

Paid Requisitions 

Paid Accounts Summary Sheet 

Budget Estimates Working Papers 

Tax-Collectors' Certificate 

General Correspondence 

Receipt Books 

Cheque Stubs 

Cash Books 

Deposit (Pass) Book 

Accountants' Working Papers 

Tax Receipts 

Debenture Summaries 

Year-End Trial Balance 

Tax-Arrear Cards 

Treasurer's Certificates 

Interim Financial Statements 

Bank Reconciliations 

Legal Opinions 

Court Cases 

Agreements 

Length of time records to be retained 
(;years2 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

·7 

7 

7 

7 

-7 

p 

p 

p 



,.. . 
-~ 

Description of Records 

Writs 

Statements of Claims 

Notices of Claims 

Purchase-of-Land Files 

Sale-of.-Land Files 

. Exchange-of -Land Files 

Road-Closing Files 

Road-Dedication Files 

Road-Widening Files 

Local-Improvement Files (see 
Section 22 DOCal Improvement 
Actj 

Notices of Applications to The 
Ontario Municipal Board (OMB) 

Payroll Journal 

Union Agreements 

Length of time records to be retained 
(years) 

p 

p 

p 

p 

.P 

p 

p 

p 

7 

p 

p 

Job Applications - Of Those Hired p 

Compensation Case Records 

Oaths of uffice 
' ' 

T-4 Summaries 

Terminated Employees Records 

W.C.B. Claims 

T-4 Slips 

Time-Distribution $heets 

Official Plan-

Offici~l-Plan Amendments 

Subdivision Plans 

Reference Plans· 

p 

p 

p 

p 

p 

7 

? 
p 

p 

p 

p 



"' . 
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( 

Description of Records 

Site-Plan Approval ~ Agreements 

Zoning By-law 

Zoning By-law Amendments 

Land Surveys 

Contour Maps 

Base Maps - Original 

Aerial Photos 

O.M.B. Hearing Files 

0 .H.R .P. '4greements 

Zoning-Amendment Applications 

Subdivisi~n Applications (after 
final approval) . 

O.H.R.P. Files (after agreement) 

Successful Tenders 

Unsuccessful Tenders 

/ 

Length of time records to be retained 
(years) 

p 

p 

p 

p 

p 

p 

p 

p 

7 

7 

7 

,7 

2 
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BY -LAW NO o 8 7 ·-05 
~--~~--------

·Of the 

CORPORATION OF THE'TOWNSHIP OF WESTMEATH 

BEING A BY-LAW TO ESTABLISH SCHEDULES OF ' 
RETENTION l)ERIODS FOR DOCUMENTS 9 RECORDS 

AND OTHER PAPERS 05' THE MUNICIPALITY 

Whereas section 249 of The Municipal Act provides that the 
council of a municipality may pass a by-law approved by the . 
auditor of the municipality-establishing schedules of retenti'on 
periods during which the receipts, records and papers must be 
kept by the municipalityo 

Now therfore thP- COD1~CIL 0? THE CORPORATION OF THE 
TOWNSHIP OF WESTMEATH ENACTS AS FOLLO~NS: 

lo The retention period· for the~_cords of the Corporation 
of- the Township as outlined in Schedule 'A 1 attached hereto and 

-_ · ·_ fo:r;-~:i,ng part of this by-law~ are hereby adopted and established 
- as ·trie retention. period for each such recordo . 

2o 'rhe municipality may destroy any of the documents listed, 
provided they have been retained until the retention period as 

·outlined in Schedule 'A~ of this by-law has expiredo 
'• 

3o This by-law shall not take eff·3Ct until the auditors of the 
· Corporation have approved this by-law by endorsing their name at 
.the end thereofo 

R~AD a first and second time this 8th day of June 1983 

Reeve Clerk 

READ a third time and FINALLY PASSED T'i-113 8th day of 'June') 
1983o 

Reeve. 

Auditor 

I 
; 
I 

Clerk 

I/ 

. . . '·[. 
~ , ... :· .. ·.•. ·-•.-.·-.·-~~-··~.· •·.· __ ·-._. .. -·t.j: -~ ' - _- -- . : .!i~~ .:~. ' -

- ·.,._· 
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CORPORATION OF THE TOWNSHIP OF ViE.STMEATH 

By-Law Number 83-05 

SCHEDULE 'A' RETENTION SCHEDULE.· 

Description of Records Length of tirie records to be retained 
(years) . 

By-laws (original) 

Council Minute Book 

Birth Register 

Death Register 

Marriage Register 

Assessment Roll 

Leases (after expiration and 
if not part of by-law) 

Resolutions 

O.M.B. Records (Keep with 
by-law) 

Historical Correspondence 

Assessment Appeals 

P. 

p 

p 

p 

p 

p 

p 

2 

p 

p 

2 

Assessment Review Court Records 2 

Contracts (If not part of by-law) 5 

Agreements (If not part of by-
law 6 

General Correspondence 7 

Correspondence Register 7 

, Duplicate Dog Licenses 7 

Insurance Records (after 
,expiration) 7 

Insurance.Claims 7 

l·: 



"I 
•· , ..;,; Description of Records 

Easements (If not part of 
by-law) 

Voters List 

Census Reports 

Applications to Province 
re: Projects 

School-Support Lists 

Briefs and Reports to Council 

Livestock Affidavits 

Fence-Viewers Files . 

Fence-Viewers Awards 

Court Decisions 

Audited Financial Statements 

General Ledger 

General Journal 

De~enture Register 

Cash-Payment Journal 

Cheq_ue Register 

Tax Roll 

Tax Sales - Deeds. 

Tax-Registration Records 

Bank Statements 

Final Tax Billing 

Welfare Payments ' 

Welfare-Case Records 

Paid (Cancelled).Cheques 

.Bank Debit and Credit Memos 

Deposit slips 

Length of time records ~o be retained 
(years) 

p 

7 

7 

7 

7 

7 

7 

'7 

'7 

7 

p 

p 

p 

p 

p 

p 

p 

p 

p 

7 

10 

7 

7 

7 

7 

7 



.. 
Description of Records 

Final Budgets - Operating 

Final Budgets - Capital 

Paid Debenture and Coupons 
(upon maturity) -

Accounts-Payable Vouchers 

Paid Invoices 

Paid Purchase Orders 

Paid Requisitions 

Paid Accounts Summary Sheet 

Budget Estimates Working Papers 

Tax-Collectors' Certificate 

General Correspondence 

Receipt Books 

Che·que Stubs 

Cash Books 

Deposit (Pass) Book 

Accountants' Working Papers 

Tax Receipts 

Debenture Summaries 

Year-End Trial Balance 

Tax-Arrear Cards 

Treasurer's Certificates 

Interim Financial Statements 

Bank Reconciliations 

Legal Opinions 

Court Cases 

Agreements 

-·~ ·---~-. ·.--- .· --=-:-

Length of time records to be retained 
(:vears) 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

p 

p 

p 



Description of Records Length of time records to be retained 
(years) 

., 

Writs P 

Statements of Claims P 

Notices of Claims P 

Purchase-of-Land Files P 

Sale-of-Land Files P 

Exchange-of-Land Files P 

Road-Closing Files P 

Road-Dedication Files P 

Road-Widening Files P 

Local-Improvement Files (see 
Section 22 Local Improvement 
Act) P 

Notices of Applications to The 
· T T • • - ,., - r o·· "''B' ·7. OntarJ.o V1UllJ.C.Lpa.l .ooe .. re1 " ..~:·1:. 1 

Pavroll Journal P 
<J 

Union Agreements P 

Job Applications -,Of Those Hired 

Compensation Case Hecords 

Oaths of uffice 

T-4 Summaries 

Terminated Employees Records 

W.C .. B. Claims 

T-4 Slips 

Time-Distribution Sheets 

Official Plan 

Official-Plan Amendments 

Subdivision Plans 

Reference Plans 

-:_) 
.J._ 

? 

p 

p 

7 

7 

p 

p 

D ... 

p 



Description of Records 

Site-Plan Approval - Agreements 

Zoning By-law 

Zoning By-law Amendments 

Land Surveys 

Contour Maps 

Base Maps - Original 

Aerial Photos 

O.M.B. Hearing Files 

O.H.R.P. Agreements 

Zoning-Amendment Applications 

Subdivision Applications (after 
final approval) 

O.H.R.P. Files (after agreement) 

Successful Tenders 

Unsuccessful Tenders 

Lengt~ of tinA records to be retained 
(years) 

p 

p 

p 

p 

p 

p 

p 

7 

7 

7 

2 

·\ 


