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Introduction 
Public records are the property of the people of the State of Michigan. As a 

result, Michigan government agencies, including Wayne County Airport Authority 

(“WCAA”), are responsible for ensuring that the public records they create and receive 

while conducting public business are retained and destroyed in accordance with 

Michigan law.  

WCAA, recognizing that good records management is vital to the effective and 

efficient operation of government operations, enacts these Records Management 

Procedures (these “Procedures”) pursuant to the Open Meetings Act, M.C.L. 15.261-

15.275, Freedom of Information Act, M.C.L. 15.231-15.232, the Management and 

Budget Act, M.C.L. 18.1284-1292, the Historical Commission Act, M.C.L. 399.1-10, the 

Penal Code, M.C.L. 399.1-10, such agreements as WCAA may enter into with the 

United States of America from time to time, and other applicable laws or agreements 

which require WCAA to maintain records and create a records retention schedule. 

These Procedures seek to ensure compliance with federal, state, and other legal 

requirements while balancing the value of preserving records against the cost of such 

preservation. WCAA must practice efficient management, sharing, and transfer of 

information within prescribed security standards while managing its active and inactive 

records, whether on-site or off-site, in the most efficient manner possible. 

Background 
Applicability 

These Procedures shall apply to all board members, officers, employees, agents, 

independent contractors, and volunteers of WCAA. 
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Types of WCAA Records 

(1)  “Official Records” are recorded – in any manner, including electronic and hard 

copy, and audio, visual, or otherwise – information that is prepared, owned, used, 

in the possession of, or retained by WCAA in the performance of an official 

function, from the time it is created. Official records may include emails, voice 

mails, contracts, plans, specification documents, and just about anything that a 

person sends or receives, or that is used to conduct WCAA business. Official 

Records should be retained for the periods set forth in the records retention 

schedules attached as Exhibit A. 

. 
 

(2) “Transitory Records” are records relating to internal WCAA activities that have 

temporary value and do not need to be retained once their intended purpose has 

been fulfilled. Transitory Records do not set policy, establish guidelines or 

procedures, certify a transaction, or become a receipt, and do not require 

administrative action, policy decision, special compilation or research. This type 

of record also includes invitations to work-related events, notifications of an 

upcoming meeting, and similar records. Contrast the example above, which 
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documents Joe’s unhappiness with Jim’s provision of service and preparedness 

to take legal action, with the example below, which retains no value after the 

order for blue pens has been fulfilled.  

 

 
 

(3) “Non-Records” are recorded information that is not needed in any way to 

document the performance of an official function. Examples of Non-Records 

include: (a) extra copies of any Official or Transitory Record retained only for 

convenience of reference, provided that the original Official or Transitory record 

is accounted for and being retained; (b) publications and forms that are 

superseded or outdated; (c) drafts of letters, memoranda, reports, worksheets, or  

internal notes (handwritten or otherwise) that do not represent significant steps in 

the preparation of any Official or Transitory Record; (d) letters of transmittal, such 

as cover letters or routing slips, which do not add any information to the Official 

or Transitory Record(s) with which they were sent; (e) routine correspondence 

that does not document the activities of WCAA; and (f) shorthand notes or 

recordings that have been transcribed into another format for official retention 
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purposes. In the example below, the letter of transmittal would be a Non-Record 

while the unseen order would be an Official Record. 

 
 

(4)  “Personal Records” are records that document activities not related to WCAA 

business. WCAA technology resources should not be used to create Personal 

Records, and they should be deleted if inadvertently created or received, subject 

to the “Note Concerning Litigation, Investigations, and FOIA Requests” below.  

 
 

Records Maintenance Responsibility 

Official Records  –  Generally, the individual who initially creates or sends (if 

internal) or receives (if from an external source) an Official Record is responsible for 
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retaining it in accordance with the appropriate records retention schedule. However, in 

some cases, by express agreement of two or more departments or by operation of 

WCAA policy or procedure, certain Records may be maintained by a department that is 

not the recipient; for example, the Procurement Department is responsible for retaining 

and maintaining original signed contracts, even if the contractor initially sends the 

signed contract to the Legal Department or the operating department. Additionally, 

Official Records not listed on Exhibit A’s records retention schedules may not be 

disposed of until an appropriate records retention schedule is approved. 

Other Records – Transitory Records and Non-Records do not need to be 

retained once their intended purpose has been fulfilled. However, if WCAA receives a 

FOIA request or if the agency becomes involved in litigation, and the Non-Records have 

not already been destroyed, they may be released pursuant to a valid FOIA request or 

by court order. 

Record Maintenance  
While each division or department has some discretion to follow these 

Procedures in the manner it deems most efficient, all persons subject to these 

Procedures shall adhere to the following guidelines. 

Basic Principles of Record Keeping 

These Procedures recognize that each division or department is the best judge of 

how to maintain its individual records. Selecting an appropriate record keeping system 

is like selecting the appropriate level of insurance for a home or automobile. Records 

with a greater value to the agency warrant a greater level of insurance, while records 

with lesser value may warrant a lesser level of insurance. In any case, all individuals 
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and offices shall organize their records in order to promote fast and efficient retrieval of 

information – while protecting the integrity of the record(s) – and shall utilize appropriate 

and cost‐effective office equipment, indexes, technology, and tools. 

All record keeping systems at WCAA must meet four basic criteria. Namely, 

these systems shall ensure that records (1) remain authentic, (2) remain reliable, (3) 

keep their integrity, and (4) are usable, regardless of the format and the media they are 

contained on. Please note that these criteria are not mutually exclusive, and that all four 

of the criteria must be met at all times to ensure compliance with these Procedures. 

An authentic record is one that can be proven to be what it professes to be, to 

have been created or sent by the person claiming to have created or sent it, and to have 

been created or sent at that time. To ensure the authenticity of records, WCAA staff 

should observe procedures which control the creation, receipt, transmission, 

maintenance and disposition of records. This will ensure that record creators are 

authorized and identified and that records are protected against unauthorized addition, 

deletion, alteration, use and concealment. 

A reliable record is one whose contents can be trusted to be a full and accurate 

representation of the transactions, activities, or facts to which they attest and can be 

depended upon in the course of subsequent transactions or activities. To increase 

reliability, records should be created at the time of the transaction or incident to which 

they relate, or soon afterwards, by individuals who have direct knowledge of the facts or 

by instruments routinely used within the normal course of business to conduct the 

transaction. 
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The integrity of a record refers to its being complete and unaltered. It is 

necessary that a record be protected against unauthorized alteration. WCAA staff 

should ensure that if someone is authorized to make additions or annotations to a 

record after it is created, any such authorized annotation, addition, or deletion to a 

record should be explicitly indicated and traceable. 

A usable record is one that can be located, retrieved, presented and interpreted. 

It should be capable of subsequent presentation as directly connected to the business 

activity or transaction that produced it. The context of records should carry the 

information needed for an understanding of the transactions that created and used 

them. It should be possible to identify a record within the context of broader business 

activities and functions. Additionally, any items or correspondence that provide links 

between records by documenting a sequence of activities should be maintained. 

Storage Conditions 

Records that must be retained for more than 10 years shall be stored in an environment 

that facilitates the security and stability of the storage media, be it physical or electronic. 

WCAA staff should consult the current version of the State’s Recommended 

Environmental Conditions for Storing Various Recording Media, available online at: 

http://www.michigan.gov/documents/hal_mhc_rms_storage_conditions_125646_7.pdf.  

Sensitive/Confidential Information 

Records containing sensitive or confidential information shall be protected against 

unauthorized access, especially records containing information that is protected by state 

or federal laws, records containing private information, financial information, background 

checks, medical information, and social security numbers. WCAA and affiliated 
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individuals shall employ appropriate locks, passwords and other devices to protect the 

privacy of this information.  

Electronic Records 

Information technology personnel shall determine the most cost effective and reliable 

method of maintaining electronic records for their full retention period, and must ensure 

that technology changes do not render the records inaccessible or unusable. Further, 

any electronic record storage method(s) used by WCAA shall comply with the current 

version of the State’s standards for record reproduction, including standards for file 

compression, format, resolution, enhancement, and documentation available in the 

current version of the State’s Best Practices for the Capture of Digital Images from 

Paper or Microfilm, available on the State’s website at: 

http://michigan.gov/documents/hal_mhc_rms_bp_for_digitizing_125527_7.pdf. 

Digital Storage of Printed or Other Physical Records 

In the interest of saving on storage space and cost, WCAA staff is encouraged to 

scan or otherwise digitize paper records whenever prudent and possible. In the course 

of digitizing records, WCAA staff must still observe the four basic recordkeeping criteria 

set forth above. 

WCAA staff may create an electronic copy of a paper record, and dispose of the 

paper record, when: (i) the paper record is not of a unique historical value; (ii) the 

electronic record is contained in a file format with lossless compression, so long as the 

format has the capability of conversion of its images to TIFF without a significant loss of 

information (for example, .PDF); (iii) the resolution of the electronic record is at least 
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300 DPI; (iv) and WCAA staff ensures that the record will be maintained throughout its 

retention period. 

Note Concerning Litigation, Investigations, and FOIA Requests  

No records – whether they are Official Records or otherwise – that are the 

subject of (1) litigation or court order, (2) a pending investigation request, or (3) a 

pending Freedom of Information Act (FOIA) request shall not be destroyed until the 

legal action or investigation or FOIA activity has ended, even if the records are 

otherwise eligible for destruction pursuant to these Procedures. Any individual with 

knowledge of pending litigation, a pending investigation, or a FOIA request shall 

immediately inform the WCAA Legal Affairs Division. The Legal Affairs Division shall 

then direct all relevant individuals to immediately cease disposal of all records relevant 

to the pending litigation, pending investigation, or FOIA request. If the relevant records 

are in electronic form, including e‐mail, the Legal Affairs Division shall notify information 

technology personnel so they can protect the records from destruction, which may 

include stopping the rotation of backup media. Should questions arise as to what 

records are relevant to the pending litigation, pending investigation, or FOIA request, 

the Legal Affairs Division shall direct the immediate cessation of the disposal of all 

potentially relevant records and the moratorium on the disposal of such records shall 

remain in effect for the duration of the litigation, investigation, or until the FOIA request 

had been fully processed.  

Records of Employees Separated from Employment  

Employees shall not take records with them when they are separated from 

WCAA, and they shall not destroy records that have not yet fulfilled their approved 



 

10 
 

retention period. Supervisors are responsible for ensuring that the records, including 

e‐mail and other electronic records, of employees who are separating from employment 

with WCAA continue to be retained in accordance with these Procedures.  

Record Disposal 
Generally 

Records that have reached their retention period, and which are no longer 

required for the efficient operation of the agency, may be disposed of. Disposal shall be 

made by a method which is guaranteed to ensure the privacy of sensitive or confidential 

information.  

WCAA shall destroy sensitive or confidential information by recycling, if possible, 

or through the regular refuse disposal methods then employed by WCAA. In no case 

shall WCAA place at risk security sensitive information or the private, non-public 

information of the individuals and entities with which it interacts. 

Archiving Records of Permanent or Historical Value with the State 

Records with permanent or historical value may be designated for transfer to the 

State Archives for permanent preservation. The WCAA shall follow the State Archives’ 

procedures for transferring permanent or historical records, which are available online at 

http://www.michigan.gov/hal/0,1607,7‐160‐17451_18673_19379‐56050‐‐,00.html.  

Miscellaneous 
Distribution and Compliance 

All WCAA board members, officers, and employees shall receive a copy of, and 

are responsible for being in continuing compliance with, these Procedures. Additionally, 
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all agents, independent contractors, and volunteers of WCAA shall also remain in 

compliance with these Procedures, though no training is necessarily required of them. 

Availability of these Procedures 

A copy of these Procedures, along with the Record Retention Schedules 

attached as Exhibit A, shall at all times be available at WCAA’s primary business office 

and on the WCAA website. 

Audit Requirement 

WCAA’s internal audit staff shall from time to time conduct audits of WCAA’s 

employees, agents, independent contractors, and/or volunteers to determine whether 

these parties are in compliance with these Procedures. Any such resulting audit report 

shall include recommendations for how to improve WCAA’s record retention procedures 

and compliance with these Procedures.  

Penalties for Non-Compliance 

Failure to adhere to these Procedures may result in applicable discipline, up to 

and including discharge from employment, termination of the contractor status, 

termination of the volunteer relationship, or expulsion. Further, Michigan law provides 

that the removal, mutilation, or destruction of a public record not otherwise permitted to 

be destroyed may result in civil and criminal liability, up to and including a penalty of not 

more than two years in state prison or a fine of not more than $1,000.   
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EXHIBIT A 
Records Retention Schedules 

 

Departments Operating Under General Schedules 

Some WCAA departments have already adopted, or operate under, the 

appropriate General Schedules for Local Government promulgated by the State of 

Michigan. These departments and the schedules they have adopted are as follows: 

Department General Schedule(s) for Local Government 

Entire WCAA #01 – Nonrecord Material Defined 

Controller #31 – Local Government Financial Records 

Fire Department #18 – Local Fire and Ambulance Departments 

Human Resources #26 – Local Government Human Resources 

Police Department #11 – Local Law Enforcement 

Technology Services #30 – Local Government Information Technology 
 
These General Schedules are attached hereto as Exhibit A-1. If you are in one of these 

departments, and seek to dispose of a record that is not covered by your department’s 

General Schedule for Local Government, please contact the Legal Department to 

arrange for the creation of an agency-specific schedule for that record. 

Departments Operating Under Agency-Specific Schedules 

 WCAA’s remaining business units operate under agency-specific schedules, 

which have been created from an agency-wide records inventory conducted in 2012 

and 2013. If you are in one of these business units, or one of their sub-units, and seek 

to dispose of a record that is not covered by your business unit’s agency-specific 

schedule, please contact the Legal Department to arrange for the addition of your 
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record to the appropriate agency-specific schedule. These agency-specific schedules 

are broken down as follows: 

Airfield Capital Projects Maintenance and Fleet Services 

Airfield Operations Procurement 

Authority Governance Public Affairs 

Business Relations and Development Risk Management 

Executive Offices (CEO, CFO, COO) Security 

Financial Planning and Analysis Special Services 

Infrastructure and Engineering Strategic Planning and Development 

Internal Audit Treasury 

Landside Services Willow Run Airport 

Legal  
 
These agency-specific schedules are attached hereto as Exhibit A-2. 

Additionally, these Procedures recognize that WCAA management may 

reorganize WCAA’s structure from time to time. Consequently, if any of the above-

named business units no longer exists, the retention periods set forth for that business 

unit’s records shall succeed to whichever business unit takes over primary responsibility 

for those records. 



 

 
 

EXHIBIT A-1  
General Records Schedules 

 
[Attached] 
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