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THE CORPORATION OF THE CITY OF BRAMPTON 

BY-LAW 
Number i&ti -2023 

To amend Records Retention By-law 272-2014, as amended, to update the 
Schedule of Retention Periods for the Records of The Corporation of the City of 

Brampton 

WHEREAS Section 255 of the Municipal Act, 2001 provides for a municipality, to 
establish retention periods during which the records of the municipality and local 
boards of the municipality must be retained and preserved; 

AND WHEREAS Records Retention By-law 272-2014, as amended, established 
retention periods for official records of the City; 

AND WHEREAS it is now appropriate to adopt an updated records retention by-
law for the City; 

NOW THEREFORE the Council of The Corporation of the City of Brampton 
ENACTS as follows: 

1 Schedule "A" to By-law 272-2014, as amended, be repealed and replaced 
with the new "Schedule A" set out in Appendix 1 to this by-law. 

ENACTED and PASSED this 18th day of October, 2023. 

Approved as to 
form. 

2023/09/25 

Colleen Grant 

Approved as to 
content. 

2023/09/22 

A. Chulan 

Patrick Brawn, Mayor 

Peter Fay, City Clerk 



Appendix 1 SCHEDULE A 
By-law Uj-2023 

-e iiig44.3 7,777J.-*"1247,
Maas nnd Rai 

PmpertY1Amegnmem 

Cry Arms Records *Mg mire manammem and kraentney =Mot for pans. materigs. sumles and ACM Items reSamd fnr dwmanstmanDr. reP•SnicAY 
nrmsdAmm• indmAranararshreMMItn CM men. end Amdm mounemnces suds as Remote; =Wm sculptor. and manorial. as 6,20 as 
records robes to Ow Mys Asmt Inventory Control NW. ,

AAs Oesposal Mmes. or Memory record is 
sudeneded 

69ekNwMhMal Wen If Wool to plareirg and canstrurdon of 
stems sculptures and wernortah 

Common 2023 067. 637, 633 

Ana, wet Real Oly Owed °Mang includes =falai Maim to the *eem desIcA eonsersactbn, major repaIrs, Mentions ard demohlon claw owned Gal:bp. Atm Includes map; MA Bulking Isasposed of Permanent Cto not Destroy/ Malys Are*. rupsand Om Yes Bsalang Detain red Coestrsonnn 2034 860 
Property Management Mal Reports end pears. IMAM bolding pennt,A :rewarmed aty Pares 2036 

6C01 
6029 

Ares and Real fuldirg Mentenanne II arse. swords Wenn, to geoperty Inatmerance end repair of IngielIngs &MUM, owned by the CM, Behan{ none earner fencing and resMeng AC. RI c.s1 year end 6, Conlidereagy Destroy FactItiesOpwation and 2113 844 
Property Management Repots salb. tindseles month Mated to work oniaAlnspanons. elevators. janttortal services. and roof maintenance). MaIrdenano• 1034 

Sulam Design end Construction 2073 

Atm. and Real %Mtn Management NBA. mcoramthting m the imposed me Why land and Whim correspondence. deurIpentes. reports, ADA Flocalyear end or end of contract 6 Contlelennade Destroy 6 Minks Operadon and 2107 MA, 551, B64, 1166 
Proputy Maroaantara rissewm and other racordsdearnd 64th the Maintenance 2020 

coordinaelm of Ordeal Spate Minn 00y owned Braldrg Design and ConstructIon 2030 
ard Wand WIdlygs, and records reptc14 the selection, d6sIgn and =Manama of armed and 2055 
!candela. eraddasentandfunnture. Includes mord, renting to property maintenance and repair of 60163* and Lands owned by the 1:117, IndoIng 2002 
norroacts ralatad to various City of Brampton prawn:ad. maintanano• and demand maintenance gamic@ contracts for citywide 'acad.. 3012 

2063 
2012 
6030 
6602 

620.1 and 060 Dem management endways monis Mann, to the malmatance of ad yeMdes Currendy Owed, opentd1 and nialeselne2 by Cheesy. for exempt. Trench. Entasernyrn AEA, wooed arum 6 ICAMI - 61nonthsl Contlderrnattr Munn Common 2026 01; VO1, VO2. 904, V15 
Property Malays.. and Fire, owneslipard beaming Irdorrnation; iimpactioro and Myer rabid* hspectIon moons (MIL =NM accessory ca.:1mm, mad In 2027 

0OnjuntrJ06 with vehics; maintenance and Watery Mo. worts orders on equIpment such as generators, pumps. ra w Blowers. pkows. sanders. M. and 
pm:earn endoment. Ireasks maintenance records for al My of Brampton yelndm, inductee fuel and Ruld. 

Aueb and Rte Real Property Aorpabltionsli Indod. mecca rahtinatotha sarlstdon and aspropriation 01 lands tag OW purposes. Abe 1-edudo razords rata= to rarchala and sale of City- 112.a Disposal of... 10 ConfldendaLly Oastroy To Beatty MM.. 2033 L14,115 
Property teemeement AVAIN44.1 Disposals owned...es Bands and buiMings) and property by the CIty. 2010 

Admin1=6001 2063 
2107 
2034 
WOO 
6002 
6033 

Assets and Real Real P.p.) , Property Agreements Induda mmestal retattg so Inkernation from landamess goo surplus and *ratable land. 3.0200 6!630640010 d6966668766,044 AFL EWS4.1 agnerntnt es renewal per'00, or 6,Comae:ant!** Destroy Yea Realty Wet. 6000 DA 116, 030. =3 
Property klanavontrA 8.6ament leasedout contracts and rang agterneres/ Nam far Wary end landa Mtn, Meat, Memel. management of CArovesedfaattles end superneded/obsolete my auk 6010 

Adrellstraton Information rating to tfn Cfty'a An. Inventory Control Program. 

An. and Real Real Property Eausnenta. Dm:hard !Mucks meads Watts to =amen% golds crakn dents, and toe of City moperty IMAM perrnisalon Ms Esrey of agreement 6 Contderselatly Destroy 1. 1. ken Services 6000 030,112,119 
Property Management Agreement Encroachments 6002 

ArindIstration 
Assets and Real 
Property Management 

Uniforms and Clothing Indudo rounds related to tram= and gm:dal &dike mad hy mulelpal staff members, sod. ao &theatre dotting a nd safatydording wad by 
mettles opermnrs 

AG: Supanaded 6 Confideral* Da=oy COMM. n/a 

asolnua A 
AMMIstratare Services 

Gomm.. Rdatons Indudo roatcrlal on Pedant Provincial, Regional and Municipal Government trotters of froward to the City of Brampton. liA.a Rs.' yaar and or supanariad 6 Selective Arad.' Arch1de mato-lab documenting ralationdtpufth 
other Ie.& of gOvernMent De. correspondence, 
shared orogen>, agreerners0 

office of the CAO 660,041,670, 675 

Business 4, Boards A Worldrg Whom records relating to the actIrMes of 60.1 Ffscal year and or supeneded 6 Selective Archival sneerer agendas and minute .0646g 0411 meaty Yes Ms pry Clerk 620, A22,610, G15, 020, 
Admerstrame Semen Commlnees staff commIttem. task Berm, and 040 meetings melees of neennp. agendas, sneurey eta; copes of m7 activity reports; Information rendre to Common 621.022.620 

0,22246xtional Sawn% Boards and Coninftlora. and appointments. 

Naha. & Vflal 00 tlitles Inducles resisters of berths, deaths and marriages; land use surveys. MA as Administrative Use Permanent Do rot Oemmy I Archhre AMY. all Information NM vet City Clerk 095 
AdmInIstrattee Services Integrated Crty Pismire 

Burk.: A Information Traraltory Records accords of temporary usatUnass that am onk nmairad forthe completion of routine actiona. OO.a NIA 2 ConfideMatly Desetnv Common 6006 A04 
AdmInIstrastre Seneca Management Includes emend In &monk format (mad Instant messagesS volee mumps. and papa toren which may Include kerns suds as 3el party 

publeations CO perlodcals. brochures. prInted literature. vendor profiles conferences °mentions. seminar. workshops and spectal functions: 
Information MA presentation handouts; professional assodatIons. MCA SOCIetlee broody eestr@uted rnaberlantsuch as e-maits.mantats. &Wives, 
GOMM and prldelned used to COMMunkate potties and *.acmes for Mensal administration: temporary or draft snorting paper. merman shessid 
b• mei please comet with the Records Oface. 

8vilnan & 
Adman:imam Wyk.= 

InformatIon 
Management 

Reference Merest, Indudes mord...M.0re to material pthered and sued for Matra Wiens only, Does not easOdy es anoMetal record BIM N/A OM/. Ionia respired 
co meet Pan= needs 

Cordidentlally (Maroy Common POS 

&Alms& 
AdmInisnatIve MMus 

InforenatIon 
Management 

Cm:Meats of 
Crastruabn 

Mules menial Manna to the Certreates 
of dennsetions seder the Corporate Records 

804 Fiscal yaw and 10 Confk.040, Dectroy Clay Clerk 2062 A.36 

Management Program 

Wawa& 
AdragsiestIve Unica 

Information 
Managertera 

Web PublthIna Incluelmn.thots of webs. coma. and caplet of amb pa6.0.0d 67 06 moldo.iv for tanami Fob'. saw M0. 0. ir60,0,600000. 660,60. 
saws path as F ambook and Teems 

0" for.fuded 1 CordIdennally Destroy Common Ns 

Bamboo& 
khans:melee Stryker 

Consoromity Record; I 
Stanalles 

4414041,400n14 MOMM DUBOW lotommtion.dnnomm'sle and otherwise. MUch ts used for plannIng Dames. May Include yen's* intortnatbn, 
kwentodey empbytnentAmernplownere trends. Compel:Mon Of the *mita., *octal statisto, ate.; and surds rdsdre to rnardap kart. Wool 

SEA Last AdmInlgrathe Use 6 Selective Anchiyal Arthlye ganstical Informanon Ms 760 Common P30 

Stain= & hope,. • PrOtern Program Management 0661 he 6.y to day management of ...WM Ond d.O.M.,ni Mtg.. MA last adesIntstr elm um or profect end date 6 Confidentially Destroy Yes Common 6014 MX ASO 
Act-MYstreelee Strikes Management 6013 

Project Managanere Barks project phumIng, administration. nudes, project chrism tarns of referenek racctobalosks, project teen; working 
Pagersor badtmosed Nes. 
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Butkus • 
Adnbistradm SenAtes 

al 
Eledbro 14snagement 

_401,601 
Gmtlon 
AdUrdstrstion 

. 
bickitles nutertel Watts. to the ant:bunt ol viamb end boomdades &Min thealy of &emotes India& *MOM Blitbarge Pardsendillteleted 
Warm on 

Indult; barking files and pm:Mural enuracksid dembro and 840. m: dotranents and matertab rekted to an eke:Iona by.elembn. indodtrig 

Mmination Merl and documents and materials related to contractoi election stall. 

EIG4 Date dedwatbn of ofiklal election 
mash 

6 
..s. 

SelectlyeArchkral Atchke Mrs cbccenceding reversed teundarles Yes Yes 
—L...

City Clerk 

._,.i....1 ?

BUM 
„It .

006,053 

Bushels& 
Administrative MMus 

Flo:Pons Managetuni Ballots and Voting 
tauten Domments 

Includes al electkuo ballot.. voters' 1st& apptgeBons to emend the smtere Oat voted proxy certificates Mel statements and related damned,. Mb Orte of dolaration of offictel electlon 
remelts 

120 days Comfideettlabr Destro, City Clerk 2119 GS& G50 

babas& 
ArkninistrettteSotdites 

Elections "lawmen* Remits/ Decimation of 
Mu 

tndudes the election sesults and the dechrasbn al ofiless ISG.c Oste of declaration of officisl election 
restdts 

Purnanent Do rot Destroy Yu My Clerk 2119 Cd0 

ButAless& 
Administrative Services 

Electiors Management Election Campaign 
Finance 

*tubs Bram:fat statements and midi reports. 304 Election Year 4 Con6dm0a3p Destroy My Clerk 2119 061 

&Abets& 
441111stratire Sentra 

Could & Standing 
Committees 

[pundit Stud% 
GarnmIttees Menem!) 

includes meats testa-gm the functioning ard admisiscratire aspect."( Goundl. BHA Raul Year End Magmas mins:m.0M 
decisions& 6 (Cove. and 
Comunkteeykko 
=prangs) 

SelectbeArchteel Archl. agendas, minute:land decisions Cry Clerk 1201 
uso 
3007 
1031 
2063 
2016 
2102 
2011 
2062 

G20 

Elosinns • 
Adrift:auk. Snyku 

Council • StentIng 
Committees 

Gamut Appiketions 
and Gommittee al 
Aclustment 

Includes swords reatlry to the processing of Consent Aulkations 012 triterarus. Records may Include Kends& minutes ard *Ulm, for the Land 
Obtsion Gommitree end the Committee of Adlustment May IncLide records relating to Maws Imposed with respect to the C of A AppDation process 

Records may Incltide records receipt, .04 Warbling-a for al re•stered Oars and ackhlans 

811.6 Date ol Decision Made 15 (Gaud and 
comment Medi 
Permanent (Decision. and 
Mimes) 

On not Destroy/4mM. Ardttire all Information Yes City Clerk 
Ovidopment 5nvlOs ard D0lyn 

287,M, G31,032 

Business & 
Administrative Sets 

Council & StsncIng 
CommIttees 

Comcil & Stand's 
Committees (Meek( 
Ocornenu0on) 

606,401 recalls included In the agendas. resolution& and inhales UrGourstil Mordr6s, and sid.hoe • subuntrottees or Gomm& Meetings. Records 
my Include Brampton Heritage Board materials, and closed session files. 

Bite Fluarrear End Permanent Mem:talk 4 
(Admtristrathe Records 
RIO 

Do not Destroy, Gontlludisly 
Destroy 

Yet Yes Dry Oat G20. G21, 622.623, 624, 
D15,616,031 

Ragusa 
Acknbistrstree Layton 

Goteldl & Sunclu 
Commences 

Mayoral Decisions and 
Pro". 

Induiss records downs:Ming doctdons. appromb.usoCisted deiben0oro end &MIN. to City stelb&Md 64tH MOM, 8114 Fiscal Year End Permanent Do not Destroy YO Oty Ma 2120 
2121 

Bustass& 
Adinintrtrattre Sento 

Parting Ashmkstrtrstkin tsduiles Unica. Pequisaluittne Do  ICRP01sl{red and 0ted PAM Debated Mee Control Centre IDFCCk AtriPorting0 . 01. 10. 02.0 4. 11(i. 
dm Vans& puling Brio from the PAIrtsuy or Transportation computes; daamenta0on 04060 160 It,. cau043an or parking &dm Gra 
Mend: nu Pe60ry Daly Cam Summary; and reports end statistics of dtsputed parking ticket, etc. 

810 tad Actinirtstratrm Use 2 Conlidenttally Destroy Yet 
Gout AdmInistrulon 

113,134,115,191.191 

Business& 
Admisistralve Services 

Musky& Punta Woks Information rdstk• to the kerning of lath, tbuteg &adorer, buslesemen lottery Semmes; Trades/Gontractossr UM& 5dssol 
OsencrsAnstructon; Taw Truth PG. Omen and lire; Tad PlamOormrs end Other& Permit& Licence Appeekk Athol...tient Vehicles: Stidal • 
SpecttlEsterit Penrillst Body Rub Parlour; Macaw tkemeApplicstIons dad, tegistraSkin and II permit, and regards retstedto she digiv.of way, such 
a Road Ocospsncy &Maas Pa ndts lit0A) etc. Mc rcludes memplalots rubbed. trAtaila bigiding permit appaudoms arid btu d baldings permits. 
Roods may indule duly plum mrespondence and statistical reports. Records hada strap. and truss &metres 

Ma Lest Administrative the 6 (Genera IL L5 Wrms0: 
Pesrmencnt (BistkIng 
Permeal 

Sclectire Iuthral WO. bald1.110.ntla and plans Yes Yes Common 2055 
2024 

81 • B12,613,615. 617 
710896, SW. W10 W20. 
W25. WO, W90. W91, 
W91, W93, PIK W95, 
8996, W97, Wilt W99 

Malmo I 
AcknIntrtrathis Stmt. 

EI Infrastructure 
Management 

Information and Date 
Backups 

Includes onsmunise and doud based applications Ka Superseded or obsolete 5 Cordidentlay Destroy Yes ye mks-tutu Technology 

Outsets & 
AdministmOre Semites 

Mammals. 
Management 

12 Irdmotructure Includes temords reprdird the acquistraart truattetion, mminmeonsb opreetton and use of computers and peripheral hardware as yid as moordt 
misting to network Bataan and communkatkin best aim Maples records rested to the support at software either purchased or developed by the 
Grty. includes retwork soflyeare, bternet and Intranet, and software ikence• 

itlx Saul Year CM 7 Gontkleritiatir Destroy Yes Irdonnasbn Tectimatagy 045.647 

Elsoluts & 
Admkgstratire Serskes 

Telecorninunkstbro 
Adankidration 

Includes records regarding the Instalbdon, maintenance, operation and use of telecarnmunicesbn systsm, ea.„ mice messuln• fax, telephone, 
pages, eel Panesandottu electronic communication &rtes. 

BM. Superseded 6 Confidentially D0trey I:dumb. Techntilogy OAS 

Bustass & 
Artmhbitratim Semis. 

System Development Includes records resarding thededslosment of hdama0on syttems protect& system development nuthodologles and system architects.. MU ArciPteduriti Siverseded or obsolete: 
Workktg FEY. Fiscal Maw End 

6 Confidentially Destroy Yes Irdommtlom Taxably A40 

mama& 
Achhtttrattn. Sonia. 

Customer Sento 
{lemma 

masks records martins moon.. to otimulaints or =tyke niqumb.fadadas Road Maintenance and Operaustro rum" see Traffic and Roadway 
Atibbistratbn (General). MD 

10.a tast isdrnsistretwe Use 6 Confidentlatly Decoy Yes Gammon We 

Bustrass& 
Admhstresim Seniors 

Tratring Maoist, 
Dreelogrnent 

Maxim records restarts° dm development of physical end electronk stetting and awareness MK... BPa Superseded or obsolete S Conhientlabr Destroll Yes Carman 100 

Communicaduirs& 
P,604 Albin 

Artwork. bladi identity 
and triskinla 

in0.06snisordsmt6011•11hestucluistOld16924 lo Valk designs a the interest of esaa0hb/ a Visual identity Program inclutes lobo snd 
lenerhead design, signage,behide Idenciflotion, .4 Ircludes records II:prang corporatbn Insignia cod scalsollk• and maxis' rdstkat to amends 
march and thirbaion of pint media 11 relation to geoglami Proie60 . 02(Ped• Bunts selthkt the ChY Of (tremPub 

CA., Supermsted or obsolete 5 Seleittlee Audited Andbee Itrgos.laitterbead desict corporation Insignia 
end scab al arm 

Strategic Cornmunications, 
Tourism and Events 
Brampton 'Enroll 

1014 
1033 
2020 

11436,1460 

Corrimmications • 
Public Main 

Corgorste Events Includu immortal relating to dm Inforrution. orpntretIon and hosting of specell events held by Me Ctryolarumtion. Da,  ltremPun Duk Rods 
may inckide presentadmiu award& speeds= pig* rels0on engsgernentund charitable camps•rm 

C. &mai Tor End 5 Confidential Destroy Yes Common 3013 
6015 

1403, 1442 

ommunications& 
Risk Albin 

Mang 
Commalestlors 

instant Menagre 
(Chat) 

Au Instant m0a594 es part of a calaboration software used for nuke communication: s includes MSTeann Cut aches ommanerie duct 
grow dub er4 meettng dub. 

(Ent Wes that: tdds6166 Maned 

CGa Due Created 30 days Conlidentlally Destroy Common 

ComnsunkrtIons • 
IthkAllaIrs 

Internal 
Gonumnitimbro 

Internal 
Communicatiorn 

Indutles Reds moettoring and dtpplus from riumpepers. irdonnation trom larriab end other printed met; bactiground notet diet and final 
ressioro of news releases issued; 

CC. Fiscal Year End 2 &skarn Archival Anil. final Mused communicatioro Common 6025 M50,1101, M54 
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Communketlordi CommisetyReletions 

_ ___,_ 

stria motet, ropaleragenerracomptakets ardeornotondationt and Inger*, abora Gesell promodect ard oseparatatory Wore oratorio' COsi Rural Yr. End 5 Confider:We Dratroy vls Commit 6004 
---, 

020,045, PAM, M30.10413 
Plage Affairs rotating to projects Wattle Rothe Brampton Pre Department to promote put& awareness of fin sleety end prevoraora andgencral records relating 

to noose by prat:exam/moo* companies to Pon movie; oorreertido oldeol, doeumentailes, rac. *thin theCIty of Brampton. 
1444. M48. 3452.1413 

Cornmorteralons Si E commie Development includes material rattly to Oradreas Improvement Areas; Communtra en I...ram Reim. Firee1ra; Pommels:sand Mama: &monk CEo Real Yew End 10 Central:rat* Destroy Eeorernk Cendopment 3111, M12, M14,1115, 
Put& Maks Ram* and the Senel &seas and &tortoise Centre. M33,133%1343 

Conomoserttons I' 
Plebe Affaks 

Tool= C•relopment Inches, words 'Metre to the promotion of 
totem h the argot Oranraton. May Include material related to Mural fen, festal, madame] MA. 1111ledetkiZil emu. 

[Fa ghee Yam End 10 Contleketally Destroy Una* Commericadona 
Tourism and Events 

M41,1349 

Communeetbris • Saha I Promotion Inducd0 material rainbow manatee and grorrefire dm Cry of Brampton as an Ideal localion for tootodoo, omen, residential devaloprnare eta Ma lost laintkistsaik• Use 6 Corolla:rola* Destroy Common M09, MOO 
Park Afters Management Me Indudantsterialrelstbvtathemarkettof My antes such as Crtmpton Tramttard Pecrestbnal Faollakt. May also include inatrabl relating 

to pail adverted by compardeR Kaneko and corporations on City at Brampton hello& Wide; etc. 

Contowity and WM 
gook= 

Anknal Wren Inckeira material reratte to drays. rim:3W and esehanaras needs; dry-to-day sheer operations: adoption records Gmesdara microchip', 
arenteralorra non-dor:mode ardines; andraterearar seven. 

Desa Flesh's'', End 6 ConideraIde Oodroy ras Arena' Servites 923, 509, Me 515,335,545 

Commulty and Sacral Parks, Reenration and !elude' mortis Meting to de rare. banks and programs ofored by Ma Mot tkarrartors kaludng theaters, Ibtarea eformation etratmd Oflo frarelleat End 6 Selma's* Areldral Arden remotion guides rad Recreadon 2107 C1.5, C16. 030. C31. CP. 
Serelots Oakum irattratmcarlitilnite choral orators; ocennoolty sports organadons; community orpreralona Wary Molding,' arenas; Moms *Mara: Dual Sweet 2050 R05,621,1140, 641. 641, 

nmestenal promo's:god ems= ',smarmed. and tratorpedra 2055 R43,044, 645, R46, R47, 
3012 R48, R49, R50, R01 

May also Redo& meads relathra to the marragernang operation anti makdonarso of rraroational berates Also Inekatta Aerate Pasta program rocards. 2063 
2022 
WM 
6802 

Commtmity and Sodra Social Sondem Wades records Mating to homing Oates included houses critt3 hooting astegorles.027randeraa 5OOOO11raragramtead tine MU.. traP00-0392 OC3 Ruralise End S Sidentreaoddral kthift Wound= related to pararenertt Amax 099oe of the CAO 2040 CHI, C21. C50, G51, 
Service the Room*, 'mord, rotates tia heath conmereee cone' home, and other heath um Isom hazing noesmokagond/o. lona. few egos. .roe. programs, nursing homes, health ore cent.; and 1,0 5004 Oty Mara,' 2037 

In the muldpailtr and math taboo to social 'Enloe agerclo for damn, youth, *dub and senior; L. gra are hew ore, tone. to the social motet &gamin 2089 
8rarairaferard.Milreeds MI Society. 2030 

2060 
2036 
2018 
2097 
2017 
2107 
2030 
2050 
3012 
2063 
2032 
2111 
2014 
2109 
3014 
200E 
2016 
204E 
2026 
3307 
3006 
2021 
2015 
2024 

2057 
3021 

Community and Social EduatIonal Inditralont Mucks material relating to Irdonnollon are eorresporderea with [h. Pad Board of Edieralon the Derain Pal Roman Whole Separate Sthool 002 Lan Administrate. Use 6 Confideritrally Ceram Common C25 
Smoke Board vowel. <Mega and t. 4410. 
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includes recasts vele** to to lerlespaid t fi xeglonoMed ent110 tch001 OMNI; Mx re0Xcles toms Mkt elatMettlfts aMeStriserg appeals: tax 
,t, —1...Z:Sai , 

EA* MOP( eV End 6 Confidenttally Destroy Ms To Finance 
_..--.,f4- 

IOW 691. PK F96, 697 F9I. F99 
AtrisheeteatIon mimeo. 6012 

2012 
2043 
1021 
1030 
2028 
1035 
2003 

Rrundal Managemern Tax Management Property Tam includes records related to assasment rots and tax collector., roll includes Stastplartertuy Assessment Pew Roil. Also includes records relating to 
to sales 

EAU Saul Mar End Permanent Do not Destroy Yes Yes Rance f70., F71, P93 

Financial Management Insurer. Mae Flo Nelda records Mated to accidents incident, ewe Ms, instmence charm etc. Ella Cam Closed 63Generel), 25 (AInonl, Confidentially Destroy Yes In traurence end Mk Management 2032 Pik A25, A24,829, T40, 
Admhbatelon 50 (CogrAfreObabilitIrs) 2055 963 

6013 
5016 

Financial Management Insurance 
AdridIstratIon 

trtsterincePoOda/ 
Certtricates 

includes records relating to the CPI's Iraerance Coverage affecting gabOty. Recce& may indult ankles and ansersistents. Etab EstMatIon of the Poky 50 Confidentially Cleanly Jeannine* Ind Risk Mannerisms, A21 

Fbandal Management AecourasPelohle includes muerte' rdatkri to hills =deed as demand for pun., forgoods end senates ptyclused as voil es swooning docunernation welted ECs Last Motattratlye Use 7 Confidentlatle Occupy Yes Yes Finance 6010 610,611,623, F24, F40, 
Atinthistration Pucka, pan:Ise:se orders, eloostaces, and erect and authorisation ad use, et. Also IndmIn Meals and hemp. 2060 MI, NO 

Mandel Manegement Accounts Rateable hada al foes and moue used to record financial trartmalont between the human and cuunmen. Records may Indust. Cash In Um cash ECM Rual Year End 6 Confidendally 0605059 Yes Yes finance 6012 F15,616, F32, P35, 653, 113 
Adrehisttation rusdists, revenue reports, invoices 60658. Invoices sutten offend cupporting documentation. 6013 

1030 
Finandal Managemere ledger Manus:most General Trarosetain includes forms prepared by the Raw and sent to the deposilor to 3bero 6 noted of all traroaelloco taken plea in the bank account Kura% Capaal, CFA Fbeel Year End 6 Confidentially Destroy Pa Yes Ms Finance 2063 620, F21, N5,656 

Ackninleutelon Optsanna Papua and T....) Includes bank stalavnerfas, debit and ma cud sterna.; &Wand crodtt memos and cubed cheque Wing, 2051 
Mandel statement,. bank reconellatiort and debenturesetc I630 

Wendel ManagemeM ledger Manegerrtent Usk. AOnktinsetion Moords of el menonts ntomeholertmAill,  cretins's:sr...m.46. 00...ot... (Incise., peroll records) that are recorded Is a banal before bang EF.h Raul Year End Permanent Da ma Destroy Yes finance 1031 F55, F58, F59 
posted to the General Ledger and any General ledger eccountarolysts. 2017 

2050 
2051 
2014 
2021 
2066 
1031 
1030 
6010 

Financial Management Promernent includes material rektIng to purchasing Croce the emerge tendees and proposals. includes Rawest, for Proposes (RFPI, contracts, and EGs fisml Year End, or amity of contract plus 6 Confidentlaily Destroy Purchasing 3011 843,601,603 
Management correspondence wals venstre. sutOlen of goods and seMees. Oteir meek:Pions. pia lists and guides. ...MY Period 1030 

Rnandal Management FormArtIng and Includes records related to graMA budgets. reserves. Nat fonds. Canada Seetnp Bomb. Investments and motel pro)ects. Aso Includes the Snow Ells Rust Tar End or last admattstradre use 6 Confidentially Oestroy Yes Yes Flame 3033 Fa 613, 628, Fog. F25, 
Budgeting Removal SubsktyProcram m05& 2101 957, F60, F64, F65, F66 

1030 
6010 
6011 
2019 
1018 
1032 
7265 
1696 
2060 
2063 

Financial btanagonent Pam! Processing Includes trarnactbnal wall records, won recom72008.7.P21782 ot8PG.FM 969x04 ,E.T0.7.... MY.M. 'bnil ..M.......d  ... "'M
carol cheque repasttlaro. oft-cycle payment yearend prottesskg, la sips, MA Ago, MAAR Saps. To be wad by the Papua Depertment only. Use 
code FAb for thrsesheets. 

M''' Meal Year End 6 Confidentially Dewey Yes Finance F54 

Financial Management Provindsl Often. RICO 2213 Montt* Wrttre-off Audi Report FM Meal Year End 37 Confidenttally Oeshay Rama 1118 
Plettauffs 81003011 Mal Wrnsuff Report Court Administration 

Past 1 Certifcates of Offence and Part al Informations 
NorapartYgAdministerthee Monemry Penatty *Pens (AMPS) saytteults 

Heenan Resource Inc9Adual Employee Employee Records Includes records relVisti to salary adinttettrallon, NAM; unapt recogretion. ergonomic onenf000ts. woof of training COmPlete4 sod fob Maa Terminational EnspkTyment 20 tgenerel); 2 Cordidentialk Destroy Yes Yes Maslen Resotsces 1.030 110.003.026,X23, K19. 
Management 8d Pherson evatutions, etc. pkidpfoary tatted 75 1021 101,161, H62, V30 

(Firerghtera 2029 
2055 
602.5 
2050 
2003 
2063 

Heenan Resource Inctsrldual Employee TImesneett tricludes tirronticets and time celestes. Mb Meal Year End 6 Confidentlaily Destroy Yes Yes Finance 2229 050 
Management Admrhstration 1021 

1011 
1035 
1030 
2116 
2105 
2117 
1035 
6023 

Hunan Rewires 
Management 

InANdual Employee 
Admhistrebon 

Pension Records Indudra soda relating to OMER; beludirp fealktirit, statutory forms end enslaves pension data arid government munition. includes payroll 
register and summary. 

PM Termination of Employment 60 Confidentially Destroy Yes Finance 1011 Fe7, NH 
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Human Stasome 
Manganese 

labour Retatbra Enmlerree IMAM& 
Grievances 

Maslen raw* on the minkiseratlanef corstracek etreerneot. AM InterPteMistens Vtemnem form; =Am/ end enAmPandomes meceettni 
Wasnentetlar5 orb/Mims and eststrationts awards 

95. last AdmIrestrallya Use I0 Confident" 1:1.31,0y Ps Human Rameces KM61411 

007,4n 8mamm MOP. G&W. COPIA WPM./ MOM. WM/ Po pp Mageenient Penmen runlet/al &Nags and unmet. Also Includes corrapandence and collective bargalning Woes between nib Superseded or obsolete 15 5eleePr Mehra Arttere Finalawernenta Yea Oman Hamm 2054 Ma= 
Management Mama and marammene May Wm tradselocolkakeberiatnet, correspondence, neentlatineAarnantnent word, and certficetions. 6023 

5022 

Hunan/arm Heath, Way./ Includes reeerdmelatad to MARY stensMem Pence., emsPal1mA OMARAM647.2045-675. MA Kas Reateutlen deem/ awarmott as 10 (Genera/ 40 Conn/endear Coestray Yes Hunan Resources 2073 149.950. H51 
Managers. W dales ...MR..; ' , Wm Is dhcontirued gstararnonsmatersAM 7371 

2079 
2094 
2068 
=8 
7.090 
2070 
2072 
2074 

Human Ressource Pastally Msnmensern Includes monk related to Wortplace Sealy Insurance Board 1660004 Pars], dbabilnymenagement, and enspayea medrAl Oka KM Ern/Wyman is terminated AS IMAM =MM.* Cantklemiatty Dewey re, Hunan Mamma 5017 1422,1417,1130.1432 
Manawnent 75 (FireeMeaso) 6019 
Human Romeo 
Management 

Menne and 
Ranitment 

Includea records Mated trs recreemem and pes pasurpjabdostrertionAvolastea ad. • miaserstlwal ;MAW.. mt. WW2 OY PAP. AM 
pasMon nansesottc. 

77 6 Superseded or Maniate 2 peasinnent Masi 20 
Onandatertel Phut) 

50. 687. 8. 746e, Archly, °swim/oral Pruden lama= Yrs Common 4017 H55, H60. 1165. H67 

IAEA Gansptlaree • &MAP AsPerAtreAm 526Astnetsmsestrettan Maxie,  measearelateGm inhartines at bplaws, 06  prosecution, appeals and the fames* of them mem Riderless month related to traftle, Wes Payment mac* or cam dosed 6(5...4 Confldentlally Ocstray 30 Common WM 1205. I227, 512, L20,1.28 
Security Management and Entorcernent and Eriptiernent 8 Worindal offence pee 2066 122,123,124,525.126. peperty standards. mese fka pretectinn and pmentlon, kerne/. pedal" Pn88 1.81/41 M67077,8,88, 87. 8A OPE.. ...An...n...8 ...WM.. 

emnoeme MOsol4080100lie SAWN eadesaantne andfdt /yaw/ Records nmy she rdssiannereckal emcee (General) GmtPak 2014 527.W, 429.130, L31. 
3 tprovindel offence 1007 134 P42,575 
011$ 9 Merin) 3010 

2102 
2101 

legal Compliance & 
Sander rAareguntee 

&Oro Arkninistralan 
and Erstortement 

Carnetaino - Orders to 
Comply 

Induem recorda retalre to belies complaints and ardna to comely. GAP RookAbn Mem Order 6 CanfiderMally Destroy Yes Padre 
Entereernent and Bylaw Seale* 

014 

MCA Cornplunce It Mgal seeks OnPme Rook 14s Reese& masAtAt Estans Me peasesem et teliptbn suttees and uppers before, duree. an/ Am • trial or Merle& eassing threatened Plwiens end GO.. Pam b Ranlyed and Further Appeal A Permanent Do not Ontroy/Ardew AMP.. premiere se/means Mel To Yes Legal Senskes 5016 MOW 
Securfty Management UtIgation & the Panne= Awes/ Trixrel (9A1). Barred OP Clerk 2054 

Saiderene8 
Remo* ram Inds.de leml Web. =awes Os/ale, setternersts al defense. lepl memoranda. cant merneslonsard nudes packages. Wrest 
generatagreementsareleteremondeste 

1.50.Gemillaneefs 
Maxey Mentgernent 

Lessi Maks LegolArMsary /clucks nutartil of a general os aenentstrathe nattra en legal matters between the City of Brampton and Indlyetuaft.lratesallons. or grommet 
cons/mks Indutka recortb related to criminal waseendon nett/Winn Onaspassa maw operailon); and proemial oftence0 the 5100100 of 
espertea repack' legal matter/ Le. legal adyke and opnlera Records may Marla nun rets donanentatlass, communlestbrn. analyses. repasts. 
briefs, or related sa4mortIngeopenenlation. 

Gob Racal Year End LS 
3 (Court Oodatt); 5 
(Repartees words) 

Confictretally Destroy, Repartees 
records: Archival 

Yes Legal Sark* 
Court AdmIntstratten 

2054; ill/ 605, 1.05, 417, l60, lll 

Mayinclide records relating to detail of muntelsts0 anal operations anclueinswoperty standards Marino) bout docketsonclo recerAng. 
tramaipts and Imboolts of proms/PP-

Legal. Compeence • 
Serselty Manawnem 

legal MIMI Onentia tAAROPA 
Board Case Pip 

a OW. lePI nAtesPandeme mat Mckground material far PIA& emelt/land ether thrum& MayIrclude a/Mica/am netkes ef appeal, OMB 
ardem and nolkaa. Mem5158 Mei.. reemts. earsesPansleAte a M/MAMA 

We Lao PrOntestrallre Use 10 (Gam Mkt 25 Mon 
Oy4awOrders and 

'Ennildersdatly , DaPrem Do nos 
Destroy 

kchtte ermenent setting cam tilts Ms Legal &arta UM 

Oeds.Sonsis Permanent 
Olyisys Orders and 
Darkens) 

Legal, Caffm0ance A legal/Hairs Inmost, mcludrs retards rent% locaronere hymen. 68.0 Last Attrnhanntre Use 6 ConfklertelyDeGssay Os End /mem L13 
%curtly Management 
MIA. ComPlance 5 
Smutty Management 

MIMAGnea Development law Mdseles mem& setmlne totha OW. , Pm= fRe 07,8.7088k8b.... d.. 6 % k..6.71"740Re tint WnaPproYal comments of 
proposed readers/al suldirtslars; commercial, InstnetionaL triasotal we and a pis/caed la amend the effIdal pan and /mini Wawa as h pertains 
to tramporPtIon and made pop and plans for substAskan and the capdasbn of brews aftmeng she developments development appleaton end 

mem% /RR AmelePment a ppticatkons er Wets tor redden/at temnietetal MAMMA lestnAbnal and easaneta pad //MOM. 

Ga.! last AWAYstrathe Use 50 Weed. Archaral Ambit. promsed plans for subdkeislan development 
appkatiera and 1150115 

Ya Legal Seneca P09, M. P13. P15, P90 

Legal Comellance & legal Mists Easements, Owls and Indseles records Masks to easement; OM Msen Motes met ea• MEttY PMMOYMOMA Pertnimims. GELS Completion of Repstmeon I0 Conflderelatk Destroy Yes Yes lep15051ces 3005 L12. 116. 119 
Smurtty Management Encroadenents 3102 

7101 
1001 

SAW Gm/8am 1 UPI Affah Real Estate Pelee. meads Matte( to the asmAsAlers. Acpropftetton, Med.* We M EtsY Pawl lane. initelnes en/PoPertY IN tie dry. Gag Disposal et alitt 20 Confidentlally Omen Yea Sept Ser•las L14, US, WI, /02 
Security Management Aced/Pam and 

Oniosah 
legal Comptlance • 
lanalty Manawnent 

Legal Affairs PIOVIDCW Waxes 
March Warterra 

Records =dee obtain andelecute search warrant,. GOP End of Raul Was 40 Archival Coon Admineiretion 2118 

legal Canes/arca II Lepslachre Cornettsnce Ream/nyd@/ Rom the treddrm and reporting of enme0Amme0AtemmstM/1 henna. RPM enst/Optlent PAA8 par <aft. Koewbarr• GC. last Adm6hb•J.. Use 5 Selycelva An: AA Ardere PO/we report, Yes Common 2101 Alb, All, A71,105,863, 
Werke Mareganall Adnentstratlen markplate harasonant, tntamtty Commissioner, Ombudsmen, lebbyes a nd Mit Reghtby, me). tnebdes reeentanstatIng to mamas for accost 6020 (01. 103 

Intonnetbn under the Munkipal Freelan of IderrnMen and Protection of Prtory AM PARPPA). Casa files IrdsAle meonis of nmslatIon. written 6024 
representatIon to the Interrnation and Priam Commealon (IPC) an appeal and Orden remand. Records may /Abel me ersenagement Padang 6018 
document; ssatenbabna to evereght authornienAnd Investlgailon memo Wes upper/ea doesnenteloa Ste records tor deOrery of senetes 2055 
through otemsflaret programs should be dasstfed =wire to the gnome of th• program. 2063 

6001 
5016 
WM 
204E 

Legal. Comptleaceis Bylaw; Paltcy and Records reale% from derelepersent, mwitara and Issuance et yeAldestiat wrantba mostetass of the orpntration and hoer Il conducb Its GO. SupersedelmObsekta Permarent (PAP.. Do net Emattny; Cordidentlaty Yes Common 6004 POI, 1110 
Smutty PoillIWITIff It 5.040±1•6 Mina. Internally. POPP men, the conduct et Planet PAM= according to defined pinctplm and standard. Record may Inctude swayed Polldes end procedures), Destroy 

Admitstrallon polkle8 connatatlendonenantatIon snd rdated earreaponskree AS, idol* bylaws. 3 pm. (markt% Mai 
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5.0.019Manomenerit 
include:month Metal bat. Intanal amib,eortaittlni enprattattsandrbaniessmeribi. fells fraud and Wage fepOrtfand inal1416010,4 

Now (=mat Rua t may mann* rrconds um' I th e occrl t b repeated *Md. mayor Dams& grand thr7yearnettstko tinefrorm 

GEs !ODOM, Of 8011 repOft Ce Mil 
communiertionto client 

7 ConbitottOly 0es:troy Marrial Audit 2003 
2066 
2046 
2050 
6014 
6015 

.. 
MS 

legal. Compliance & Malt Administration Egental Audi Includes moult miming to Om arknalstration 01 164 auctta GEL Compktion of Audt 8 Conklerdily Creamy Common 2063 FIB 
Madly Manmernera 2066 

2046 
2050 
6030 

1314. Compitarce I 
Security Management 

EkoinctsContlorata 
Ruck," 

Deludes monis misting to Disaster Meows ir end Emery:nay Panntre Masa". plans nude foe potential loss of City mato during tadontormable 
ments such= hes. terrortan and that Mc; croMetion amnion and vital mow& aiarg MO. computer badup and recovery tapes and staff 
contactat and emergency and Mesta Omani ke the City of Brampton. 

a. Superrecied or °Wade S kieettre Archival Mahan emergency and dauber POY405 070.041 , B7 Ye Pre and Emergency Services 
information leetoniollY 
FaciatiesOpentiomand 

030.050 

MaIrcentote 
MIT.I.Comptiance • Incident/Accident atrAides incident reports and reports of sadder:00w occur at ourricipal propertin. including tandanten report.. Ws Red Year Did 23 SekietiveArchled Business Continuity incidanta. Yea common 0.23 
Security Managarnent Reports 
tegal.Cortipilanca 1 Mashy AdmIrearatIon Security Deludes InvediaatIon. rapes% lack Request for Kees; end other morels resardr4 the mute and Witty of Wen/ hurtles, buildirisa propertla Cdta Superseded or otanictic *Mott 8 Conlidentially CiettrOY Yes Funks Operation and 6028 406.855 
SaixIty Management Admirdstration 17.4914/ &Dens and employees such as sectrily palm and control Diane. Retards tido& Management Tracidni Document. $tatatkal Data, inrestIption is convict DD.& Record Mainterano• 2052 

*n6) Ciparationd Lop, Operational Brisk Tour of DOA Raetsheets. Rawest. anti Operational Amor.. Atdornents. Records irciade electronic Modern Retrieval Nom Original Source 2059 
Report Mks and mandated machmons (Le. Ink; pictures). Records a Ise iroluda all Ogltelyouted SeetaltyCCTV video tin that her. been 2095 
associated rIth an DeMent. and have been remand from the ortitnal some media and preserved for applicable um. Ramada may also contain 2085 
swooning played material and or atridery• related to Or incident. 2055 

Leiral. Compliance & SecodteAdralltraration Secortty Swann Records Indoie softwar• and system man database and areMal database files. Access Control logs aro smiled by sotboare at 365 days I1 Dterloath 0770 Supeneded or Obsolete 1.2 Years Dee Confidante* Dectrov VII Yes Coat*, Operatian and N. 
Macaw Management Marbi$IMMIt Mare end archival Mks beim held tor a period upto 2 years.App0oCia software .04 system nide CC1Y Administration (not CCTV Video Fik.i. Description) Maintename 

(Garman Musa Ccertrol, irannion Moratorine, Kay Mt nmarnrot. CD Credential. (ottoman! Saison and Wyss Nottelerlion. 

tegal. [mail.. & 
Smutty Manaceinerd 

Seaway Admiristration Security COY 
iteremding. Palle 
Compose 

Records Delude diets* created Staudt), Dowd Cintratt Telertskin Video (CCTV) rtleo %nor moo front public conveyareel vehicle esseti Records 
Me 430 COMIC. DOPorling phytkal material arid/or eridems rekted to the indent. Amor* may 1mb:teat:Ma; photopapits and camMatio from 
the pialicartlhout Images presort. 

Gila Was of recordng 72 Wort No 
incident reporterb 1 year 
if incident 4 reportab 2 
year. After inresticatlon 
b carman* 

Confidentially Deanery Yet facilities Operation and 
Maintenance 

403 

try!. Compliance 1 Samna Administration Security CCTV Records bdude deafly created Closed Caton TelerislonVideo (CCTV) Smartly ride* Met or auto from physical structure roan GI44 Data dreaming 31 dart No ContatientiaPc Dettroy Yes Baciiitim OperstOn and 2055 407 
Semite Management Becerdara -Property / incident reported; 1 year: Maintenance 2052 

Boa II Incident la repotto4 2 
Was: Attar inwsttaation 
incomplete 

Batumi Resounces. Enationmental CoAronmental ireastietcorregondence.desoiptiors. arraonntental assannents VAL Mon,  anid MD. rerte4D rimbill tech 04 Bortrimmenmi ma417 POD Kt. Last Admiral-PAM Use 20 kleettreArdtkral Arden reports regardni the Enta-onmental Maur rat Environment ard Derelosiontt 2000 to% 601. 409 
Errrironneent 6 Moritodel 402Q:ward Kenning lams may intiode harardoes matedata Plan 2critaimdr4 2032 
Conserratbn 6000 

003 
IOU 

Natural Wanes, Environmental Natural Recoup blades weal records misting to environment and natural moue. Includes mortis related to water 40 Ity and waste management 4,4,8 Dual year and 10 Confidentially Destroy 190 Et-Mamma and Dombpment 2036 No. 5520, P14 
Errotrorment a Monitoring and Control Darning Erythiteram 2058 
Conservatian 2033 

2034 
2035 

Natural itmourcea. Enelnanntental EneVonenental indades matedai rettl44 to onnther monttoring, natural rpourees, noisecontsol. polastkin and any mbar erivironinental comma. Mc Fiscal year end 6 Confidentially Warne Emitonrnent and Darelapment 005,607 
ErrAravelem i Mocnoring and Control Monitorind and Entimmina 
ConseryaVon Control (General) 
Natural Rewrap. Dartronmental IJr Control Includes material mirth' alr patiation and control MA9 Pout year end 8 Corindentlarly Destroy Environment and Onyborner4 5106 
Eribironnent 6 Morttoring and Control £0050658 
Comeniatbn 
Natural itetountea. Walenrarks inclodes morels ralatIng to Gann smart sanitary sewers. watsr wormy groan" drainage, =townie, sodas and substalace itordantination and 6000 Rscal year end 15 (GeneralZ Pentramsd Conildentialbi Manly; Do not EnotarenantardOembcenent 3016 7410,7111.7112.1113.4.30. 
&Moorman, 1 Primiristration tetant. (tzsedlIcationc) Destroy Engineering 3019 TO7 
Conservation 2030 

2032 
2094 
2038 
3017 
2093 
2041 

Natural Remove; Cortmontlon Belch records Mating to the Toronto Region Conservation Authortty; Credtt Vallee Caraervatiore and Energy ComervatIon wean Brampton. Mai Completion of project or moo 7 Confide-OA Destroy Draorauent and Darelommeit 2000 N18. 4406 H41. 442 
&Women* i Administration Cnaineerkm 2032 
Commotion 
Natural anotnes, Hattage Desioutloes triclisits mortis reprdro 61500309 anti hinorical dayelopment IneLetr4 designation of baddinp and datticts and canetedes. ME. Ssortnal of herttase 04106. Permanent Do not Destroy/ Archive And** bwentortrud designation Met am artegratad 019 Planning P60 
Errotronment 0 
Cordervatrin 
Natural Rammer. Enttorintental Delude records deem Milt tita good management and maintenareeof rnotticipal pad; troa and rarettry areas. May telocie temaini copietot 470 Rid year end 5; PlaygrourOtnspcsOnna 541417.4 Archival Anti. maps and plan, Parks Makitenance ar4 Smutty 2020 R20,822 
Criairorenent A Atadreznarea map; Tiara, scanty, pnating. pktncky me Aso Incluis Playiround Inspections. Ma 014.1413 2012 
Corservatbn 
Op:Mims 7701k and FirterMay Maim Maul Maps Road Construction Leeks CapitalConstrusrion Swam. IndLidts material nesting to the panne‘ design. oarelnAtIon and recomtruction of lAa Completion cdprojcet or end al warranty ZS (Generaik Pennanent Cordideretatie Destroy: Wed** Archive materials pertaining to planning. design and Des Capital Works 3020 121 
Management AdotInOtration Contrsixtion and roads nether the OW of Brampton.Abo.inctalea construalon of robe attenuation me; reptmesnent of feature wads and corotnaban of new iteriad Dpecifleatbria, Arelival construction druid, 2047 

Darin Womb. natti-ate tralOtatin &frog meaty roadways (eacitatin maintenance). Amen eras. WS. 2101 
Manama 2010 

Operatbns 
Manmernerit 

Trek and Roadway 
Administration 

Grade Sepatatord II 
Structurea 

Inclotle errataritd relating W CM Owning design. construction and natorstruttion of bridges *Win the Oty of Brampton: root** • @uctural 
maintenaree of braises; indodea makrtenarior and reotonstructIon relating*o pada separations Tbrides), railway Ines and hiewesys over the routt 

ikb UN of &Mae Permanent Selective Archival Ardave materials pertaining 07 plannbm design and 
,050 000 of Widen 

yes Capital Worts 124,174. 725 
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_,.., 

Cometione preen, or Raceme ad 10 (General) 12 (Dual Contderetally Destroy 

_ ._'.*" . , _ , 
Yes camels Maksteranco Operetern 2047 

, 
703,104.111,712,115, 

M6 rent Admintaretion Mahtename r.,,,,,,,,„,,,,,, of th. ay, row, (onoomdg000.o.oammik, mmloding road patrol alif, report; and motto patrol remit; orbs and meekans: .endfloet RD, 735, T37,705,11:6, 
whet aping end summer road maintenance proem (entracte A rmcommeed), Regime goads: shadlemeprding trete stinalsoreft Irma, 
trek coasts and mimed Urea design, instalatioA mintenance. 'MA= for POWS, sloe Wahl plant end MmtlAt Pianff0f.0thriMOMOA. 

116,117,719 

Inslafttion and nuintenonce of the strut illtley nthrorkwIthInthe OW newspaper bore, obstructors on the road mlommes. aostrig guards, 
pedestrian amaralts are I rename M emu./ madmen far posed speed ImIta; product. esseation and mentananaeolreplatory (So drro 
slot) i nomegulatory sloop; Inventory reports and sign erew defy wort records; Inteneelonal/ riminterstebnal trek melee of a general 
rem 

Operstkan Polala TramPoMaton TersporMen keen reads reallry to tie development 01 trarmortaton Pelee indent surface vesid atm:mays. Wert. roads. M. SA Camped= of project 55 Confidential!, Detroy Yes Cremated Crty Menem PM, P40 
Managernan Management Doslopment 
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Citation Table: Regulatory and Legislative Obligations 

Introduction: 

The citation table is a compilation of legislative citations. relevant laws listed on official government websites were consulted. The last amendment date of the law has been included. Within the table the following definitions apply: 

Citation ft-This column assigns numbers to each citation for comparison to the records retention schedule. 
Statute/Regulation — This column refers to the name of the statute or regulation and the section numbers of each individual citation. 
Requirement/Best Practice —This column distinguishes each citation as being either a legal requirement or a best practice, the latter referring to a situation where it is recommended for the organization to retain the document for a 
certain period of time to respond to an action or an inquiry relating to the document in question. In some cases, considerations may be statutes that do not wholly apply to the organization in question, but may be used as a 
guideline upon which to base a retention requirement. 
Retention Description —This column provides the specific citation refered to in the Statute/Regulation column. It also includes definitions and applications for the citation. Unless otherwise stated, the retention time frame is 
identified by number of years. 
Citation # StritLite/:Regulation Retention Description Requirement/ 

Best Practice 
Retention Timeframe 

1000 Canada Labour Code (Canada 
Occupational Health and Safety 
Regulation), SOR/86-304, s. 12.14 

12.14 (1) A record of all protection equipment provided by the employer shall be kept by him in the work place 
in which the equipment is located for a period of two years after it ceases to be used. 
(2) The record referred to in subsection (1) shall contain 
(a) a description of the equipment and the date of its acquisition by the employer; 
(b) the date and result of each inspection and test of the equipment; 
(c) the date and nature of any maintenance work performed on the equipment since its acquisition by the 
employer; and 
(d) the name of the person who performed the inspection, test or maintenance of the equipment. 

Requirement Ceases to be used + 2 years 
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1001 Income Tax Act (Income Tax 
Regulations), C.R.C. 1978, c. 945, s. 
5800(1)(a); as am. SOR/82-879, s. 2 

5800. (1) For the purposes of paragraph 230(4)(a) of the Act, the required retention periods for records and 
books of account of a person are prescribed as follows: 
(a) in respect of 
(i) any record of the minutes of meetings of the directors of a corporation, 
(ii) any record of the minutes of meetings of the shareholders of a corporation, 
(iii) any record of a corporation containing details with respect to the ownership of the shares of the capital 
stock of the corporation and any transfers thereof, 
(iv) the general ledger or other book of final entry containing the summaries of the year-to-year transactions of a 
corporation, and 
(v) any special contracts or agreements necessary to an understanding of the entries in the general ledger or 
other book of final entry referred to in subparagraph (iv) 

Requirement Until corporation dissolved + 2 years 

1002 Auditor General Act, R.S.O. 1990, 
c.A.35, s.9.2 

9.2 (1) The Auditor General may examine accounting records relating to a reviewable grant received directly or 
indirectly by a municipality. 2004, c. 17, s. 12. 
(2) The Auditor General may require a municipality to prepare and submit a financial statement setting out the 
details of its disposition of the reviewable grant. 2004, c. 17, s. 12. 

Requirement Not Specified 

1003 Canada Labour Code (Canada 
Occupational Health and Safety 
Regulation), SOR/86-304, ss. 
14.20.(1), (3) (b), (4), (5)(b); as am. 
SOR/96-400, s. 1 

Before motorized or manual materials handling equipment is used for the first time in a work place, the 
employer shall set out in writing instructions on the inspection, testing and maintenance of that materials 
handling equipment. The inspection, testing and maintenance shall be performed by a qualified person who 
makes and signs a report of each inspection, test or maintenance work performed by the qualified person. The 
employer shall keep at the work place at which the motorized or manual materials handling equipment is 
located a copy of the report for a period of one year after the report is signed. 

Requirement 1 year 

1004 Canada Labour Code (Canada 
Occupational Health and Safety 
Regulation), SOR/86-304, ss. 
14.23.(1), (2), (4); as am. SOR/96-400, 
s. 1 

Every employer shall ensure that every operator of motorized materials handling equipment has been instructed 
and trained in the procedures to be followed unless under the direct supervision of a qualified person. Every 
employer shall keep a written record, in respect of an operator, of any instruction or training or as long as the 
operator remains in the employer's employment. 

Requirement Kept until employee terminated 

1005 Canada Labour Code (Canada 
Occupational Health and Safety 
Regulation), SOR/86-304, ss. 15.9, 
15.10, 15.11.(a); as am. SOR/89-479, 
s. 1 

Event + 10 
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1006 Canada Labour Code (Safety and 
Health Committees and 
Representatives Regulations), SOR/86-
305, ss. 9.(1),(2),(4); as am. SOR/89-
480, s. 5 

The minutes of each safety and health committee meeting shall be signed by two chairmen. The chairman 
selected by the representatives of the employer shall provide, as soon as possible after each safety and health 
committee meeting, a copy of the minutes to the employer and to each member of the safety and health 
committee. A copy of the minutes shall be kept by the employer at the work place to which it applies or at the 
head office of the employer for a period of two years from the day on which the safety and health committee 
meeting is held in such a manner that it is readily available for examination by a safety officer. 

Requirement 2 years 

1007 Canada Labour Code, R. S. C. 1985 257. (1) A complaint or information under this Part may relate to one or more offences by one employer in 
respect of one or more of his employees. 
(2) Proceedings in respect of an offence under this Part may be instituted at any time within but not later than 
three years after the time when the subject-matter of the proceedings arose. 

Requirement Event + 3 

1008 Canada Labour Code, R. S. C. 1985, c. 
L-2, ss. 252.(2), 264 

Employee Records. Every employer shall make and keep for a period of at least thirty-six months after work is 
performed the records required to be kept by regulations made pursuant to paragraph 264(a) and those records 
shall be available at all reasonable times for examination by an inspector. 

Requirement Termination + 3 years 

1009 Canada Labour Standards 
Regulations, under theCanada Labour 
Code, C. R. C. 1978, c. 986, ss. 24.(4), 
(5); as am. SOR/91-461, s. 21; SOR/94-
668, s. 7 

(4) Every employer shall keep for a period of at least three years after the expiration of the employer's obligation 
under subsection 239.1(3) of the Act, the following information: 
(a) detailed reasons for an employee's absence due to work-related illness or injury; 
(b) a copy of any certificate of a qualified medical practitioner indicating that the employee is fit to return to 
work; and 
(c} the date the employee returned to work, or a copy of any notification from the employer to the employee 
and any trade union representing the employee that return to work was not reasonably practicable and the 
reasons why it was not. 
(5) An employer shall preserve the confidentiality of any certificate of a qualified medical practitioner provided 
to the employer concerning an employee. 

Requirement Event + 3 

1010 Canada Pension Plan Regulations, 
C.R.C. 1978, c. 385, s. 8; ss. 10-11 
Canada Pension Plan, R.S.C. 1985, c. C-
8, s. 24 

1011 Every employer paying remuneration to an employee employed by him in pensionable employment shall keep 
records and books of account at his place of business or residence in Canada. These records are required to be 
kept until the expiration of six years from the end of the year. 

Requirement 6 years 
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1012 Competition Act, R.S.C. 1985, c. C-34, 
s. 36(4), as am., R.S.C. 1985 (4th 
Supp.), c. 1, s. 11 

An Act to provide for the general regulation of trade and commerce in respect of conspiracies, trade practices 
and mergers affecting competition. Any offences committed under the Act are subject to the following 
limitations. 

No action may be brought under subsection (1), in the case of an action based on conduct that is contrary to any 
provision of Part VI, after two years from a day on which the conduct was engaged in, or the day on which any 
criminal proceedings relating thereto were finally disposed of, whichever is the later; and in the case of an action 
based on the failure of any person to comply with an order of the Tribunal or another court, after two years 
from a day on which the order of the Tribunal or court was contravened, or the day on which any criminal 
proceedings relating thereto were finally disposed of, whichever is the later. 

2 years after case closed 

1013 Competition Act, R.S.C. 1985, c. C-34, 
s. 79(6), as am., R.S.C. 1985 (2nd 
Supp.), c. 19, s. 45 

(6) No application may be made under this section in respect of a practice of anti-competitive acts more than 
three years after the practice has ceased. 

Requirement 3 years 

1014 Copyright Act (Canada), R.S.C. 1985, 
c. C-42, s. 56 

1015 Copyright Act, R.S.C. 1985, c. C-42, s. 
41; as am. R.S.C. 1985 (4th Supp.), c. 
10, s. 9; S.C. 1997, c. 24, s. 22 

Copyright - Limitation. 41. (1) Subject to subsection (2), a court may not award a remedy in relation to an 
infringement unless 
(a) in the case where the plaintiff knew, or could reasonably have been expected to know, of the infringement at 
the time it occurred, the proceedings for infringement are commenced within three years after the infringement 
occurred; or 
(b) in the case where the plaintiff did not know, and could not reasonably have been expected to know, of the 
infringement at the time it occurred, the proceedings for infringement are commenced within three years after 
the time when the plaintiff first knew, or could reasonably have been expected to know, of the infringement. 

Requirement 3 years 

1016 Destruction of Paid Instruments 
Regulations, 1996, under the 
Financial Administration Act, SOR/97-
238, s. 2 

2. The Receiver General shall have the care and custody of any paid instrument that is provided to the Receiver 
General in accordance with subsection 36(1) of the Act and shall retain the instrument until it is destroyed in 
accordance with section 5.5. (1) Subject to sections 3 and 6, at any time during the seventh year after an 
instrument has been paid, the Receiver General or the minister who issued the payment or settled the claim, as 
the case may be, shall destroy the paid instrument in accordance with subsection (2). 
(2) A paid instrument shall be destroyed by shredding, pulping, burning, crushing, erasing or any other means 
that will ensure that the paid instrument cannot be reused. 

Requirement 7 years 
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1017 Employment Equity Act, (Employment 
Equity Regulations) SOR/96-470, s. 
11(a - j) 

An employer shall establish and maintain the following Employment Equity Records: 
(a) a record of each employee's designated group membership, if any; 
(b) a record of each employee's occupational group classification; 
(c} a record of each employee's salary and salary increases; 
(d) a record of each employee's promotions; 
(e) a copy of the workforce survey questionnaire that was provided to the employees and any other information 
used by the employer in conducting its workforce analysis; 
(f) the summary of the results of the workforce analysis required by section 7; 
(g) a description of the activities undertaken by the employer in conducting its employment systems review; 
(h) the employer's employment equity plan; 
(i) a record of the employer's monitoring of the implementation of its employment equity plan, undertaken in 
accordance with paragraph 12(b) of the Act; and 
(j) a record of activities undertaken by the employer and information provided to employees in accordance with 
section 14 of the Act. 

Requirement 2 years after termination of employee or 2 
years after period covered by plan 

1018 Employment Equity Act, (Employment 
Equity Regulations) SOR/96-470, s. 
12(3) 

Records referred to in paragraphs 11(a) to (d} in respect of terminated employees shall be kept for two years 
after the date of their termination. 
Records referred to in paragraphs 11(e) to (j) shall be kept for two years after the period covered by the 
employment equity plan to which the records relate. 
Where a private sector employer has generated its annual employment equity report required by subsection 
18(1) of the Act using specially designed computer software such as Employment Equity Computerized 
Reporting System (EECRS), the employer shall maintain a copy of the database or other computer record used to 
generate the report for two years after the year in respect of which the report is filed. 

Requirement 2 years after termination of employee or 2 
years after period covered by plan 

1019 Employment Equity Act, S.C. 1995, c. 
44, s. 17 

Not Specified 

1020 Employment Insurance Act, S. C. 1996 3 

1021 Employment Insurance Act, S.C. 1996, 
c.23, s.87 

6 

1022 Excise Tax Act (Canada), R.S.C. 1985, 
c. E-15, s. 262, s. 286 

An Act respecting excise taxes. Every person required under this section to keep records shall retain them until 
the expiration of six years after the end of the year to which they relate or for such other period as may be 
prescribed. An application for a rebate under this Division shall be made in prescribed form containing 
prescribed information and shall be filed with the Minister in prescribed manner. Only one application may be 
made under this Division for a rebate with respect to any matter. 

Requirement 6 years 
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1023 Federal Court Act, R.S.C. 1985, c. F-7, 
s. 39 

An Act respecting the Federal Court of Appeal and the Federal Court. A proceeding in the Federal Court of 
Appeal or the Federal Court in respect of a cause of action arising otherwise than in a province shall be taken 
within six years after the cause of action arose. 

6 years 

1024 Financial Administration Act, R.S.C. 
1985, c. F-11, s. 17(3 

(3) Every person who collects or receives public money shall keep a record of receipts and deposits thereof in 
such form and manner as the Treasury Board may prescribe by regulation 

Requirement Not Specified 

1025 Financial Administration Act, R.S.C., 
1985, c. F-11, s. 131(1), (2) 

131. (1) Each parent Crown corporation shall cause 
(a) books of account and records in relation thereto to be kept, and 
(b) financial and management control and information systems and management practices to be maintained, 
in respect of itself and each of its wholly-owned subsidiaries, if any. 
(2) The books, records, systems and practices referred to in subsection (1) shall be kept and maintained in such 
manner as will provide reasonable assurance that 
(a) the assets of the corporation and each subsidiary are safeguarded and controlled; 
(b) the transactions of the corporation and each subsidiary are in accordance with this Part, the regulations, the 
charter and by-laws of the corporation or subsidiary and any directive given to the corporation; and 
(c) the financial, human and physical resources of the corporation and each subsidiary are managed 
economically and efficiently and the operations of the corporation and each subsidiary are carried out 
effectively. 

Requirement Not Specified 

1026 Financial Administration Act, R.S.C., 
1985, c. F-11, s. 144(1), (2), (3) 

An Act to provide for the financial administration of the Government of Canada, the establishment and 
maintenance of the accounts of Canada and the control of Crown corporations. On the demand of the auditor 
or examiner the corporation shall furnish such information and explanations, and access to records, documents, 
books, accounts and vouchers of the corporation or any of its subsidiaries as the auditor or examiner considers 
necessary to enable him to prepare any report as required by this Division and that the directors, officers, 
employees or agents are reasonably able to furnish. 

Not Specified 

1027 Garnishment, Attachment and 
Pension Diversion Act (Pension 
Diversion Regulations), SOR/84-48, s. 
18; as am. SOR/97-177, s. 13 

The Act allows for the garnishment of salaries and other remuneration paid to government employees and for 
the diversion of pension benefits to satisfy financial support orders. The Pension Diversion Regulations state 
that a plan member can submit an application to have their pension benefit diverted. If an application is 
received and the person named as a plan member in the application has not yet exercised an option under 
section 12 or 13 of the Public Service Superannuation Act, the application shall be retained by the Minister of 
Justice for a period of 12 months. Information pertaining to inactive garnishments must be kept for six years 
according to the Treasury Board of Canada website http://www.tbs-sct.gc.ca/pol/doc-
eng.aspx?id=12138&section=text 

Requirement 6 years after garnishment fees paid 
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1028 Government Employees 
Compensation Act, R.S., 1985, c. G-5, 
s. 4(2) 

An employee or dependants are entitled to receive compensation at the same rate and under the same 
conditions as are provided under the law of the province where the employee is usually employed respecting 
compensation for workmen and the dependants of deceased workmen, employed by persons other than Her 
Majesty, who are caused personal injuries in that province by accidents arising out of and in the course of their 
employment; or are disabled in that province by reason of industrial diseases due to the nature of their 
employment. 

Not Specified 

1029 Income Tax Act, R.S.C. 1985 (5th 
Supp.), c. 1, s. 230(1), (2.1), (5) 

Every person carrying on business and every person who is required, by or pursuant to this Act, to pay or collect 
taxes or other amounts shall keep records and books of account (including an annual inventory kept in 
prescribed manner) at the person's place of business or residence in Canada or at such other place as may be 
designated by the Minister, in such form and containing such information as will enable the taxes payable under 
this Act or the taxes or other amounts that should have been deducted, withheld or collected to be determined. 
For greater certainty, the records and books of account required by subsection 230(1) to be kept by a person 
carrying on business as a lawyer (within the meaning assigned by subsection 232(1)) whether by means of a 
partnership or otherwise, include all accounting records of the lawyer, including supporting vouchers and 
cheques. Exception where no return filed that person shall retain every record and book of account that is 
required by this section to be kept and that relates to that taxation year, together with every account and 
voucher necessary to verify the information contained therein, until the expiration of six years from the day the 
return for that taxation year is filed. 

Requirement 6 Years 

1030 Income Tax Act, R.S.C. 1985, c. 1 (5th 
Supp.), s. 230 

An Act respecting income taxes. Records and books of account should be kept until the expiration of six years 
from the end of the last taxation year to which the records and books of account relate. 

Requirement 6 years 

1031 Income Tax Regulations (Canada), 
C.R.C. 1978, 

These regulations are part of the Income Tax Act. Every person who makes a payment in a taxation year shall 
remit to the Receiver General, such amount as is determined in accordance with rules set out in these 
regulations. All returns required shall be filed with the Minister on or before the last day of February in each 
year and shall be in respect of the preceding calendar year. 

Not Specified 
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1032 Privacy Act (Privacy Regulations), 
SOR/83-508 

4. (1) Personal information concerning an individual that has been used by a government institution for an 
administrative purpose shall be retained by the institution 
(a) for at least two years following the last time the personal information was used for an administrative purpose 
unless the individual consents to its disposal; and 
(b) where a request for access to the information has been received, until such time as the individual has had the 
opportunity to exercise all his rights under the Act. 

Requirement 2 years 

1033 Trademarks Act (Canada), R.S.C. 1985, 
c. T-13, s. 30 

An Act relating to trade-marks and unfair competition. An application for the registration of a trade-mark should 
be filed with the Registrar of Trade-marks. 

Not Specified 

1034 Transportation of Dangerous Goods 
Regulations (Canada) SOR/2001-286, 
s.3 .5, s.3 .11, s.6.6 

Relates to information that must be contained on a shipping document for the transportation of dangerous 
goods. A person who handles or transports dangerous goods must be adequately trained and hold a training 
certificate. An employer must keep a record of training or a statement of experience, as well as a copy of a 
training certificate, in electronic or paper form, beginning on the date the training certificate is issued and 
continuing until two years after the date it expires. 

Requirement 2 years after expiration 

1035 Unemployment Insurance Regulations 
(Canada), C.R.C. 1978, c. 1576, s. 35 

6 

1036 Unemployment Insurance 
Regulations, C.R.C. 1978, c. 1575, s. 4, 
ss. 19-20 

Regulations Respecting the Collection of Unemployment Insurance Premiums. Every employer shall remit the 
employees' premiums and the employer's premiums payable under the Act and these Regulations to the 
Receiver General on or before the 15th day of the month following the month in which the employer paid to the 
insured person remuneration or other insurable earnings in respect of which premiums were required to be 
deducted or paid thereunder. Every remittance by an employer of employees' premiums and employer's 
premiums to the Receiver General shall be accompanied by an information return in a form authorized by the 
Minister. 

Not Specified 

1037 Canada Labour Code (Canada 
Occupational Health and Safety 
Regulation), SOR/86-304, ss. 15.9, 
15.10, 15.11.(a); as am. SOR/89-479, 
s. 1, SOP 2010 

Where an accident occurs the employer shall, within 14 days after the receipt of the police report of the 
accident, submit a copy of that report to a health and safety officer at the regional office or district office. Every 
employer shall, not later than March 1 in each year, submit to the Minister a written report setting out the 
number of accidents, occupational diseases and other hazardous occurrences of which the employer is aware 
affecting any employee in the course of employment during the 12 month period ending on December 31 of the 
preceding year. 
Every employer shall keep a copy of each report submitted or a period of 10 years following the submission of 
the report to the health and safety officer or the Minister; and the record or report for a period of 10 years 
following the hazardous occurrence. 

Requirement 10 years 
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Citation # Statute/ Regulation 
. 

Retention Description 
, . 

Requirement/ 
Best Practice 

Retention firneframe 

2000 Aggregate Resources Act, R.S.O. 1990, 
c. A.8, s. 12.2; s. 15.1; s. 18 ; s. 28; s. 
32; s. 40.1. 

The purposes of this Act are to provide for the management of the aggregate resources of Ontario; to control 
and regulate aggregate operations on Crown and private lands; to require the rehabilitation of land from which 
aggregate has been excavated; and to minimize adverse impact on the environment in respect of aggregate 
operations. If a licence is issued, the licensee shall serve a copy of the licence and a copy of the final site plan on 
the clerk of each municipality in which the site is located. Every licensee shall submit an annual report to the 
Minister for the purpose of assessing the licensee's compliance with this Act, the regulations, the site plan and 
the conditions of the licence. On application, the Minister may transfer a licence. If a wayside permit is issued, 
the permittee shall serve a copy of the permit and a copy of the final site plan on the clerk of each municipality 
in which the site is located. The Minister may, at any time, suspend or revoke a wayside permit for any 
contravention of this Act, the regulations, the site plan or the conditions of the permit, effective as soon as the 
notice mentioned in subsection (2) is served upon the permittee. Notice of suspension or revocation of a permit, 
including reasons therefor, shall be served upon the permittee and, where applicable, upon the clerk of each 
municipality in which the site is located for their information. The Minister may accept the surrender of an 
aggregate permit on being satisfied that the permittee's annual aggregate permit fees and rehabilitation security 
payments, and special payments if applicable, have been paid and that the rehabilitation has been performed in 
accordance with this Act, the regulations, the site plan, if any, and the conditions of the permit. Every licensee 
and permittee shall keep, for a period of seven years, detailed records of the operation for which the licence or 
permit has been issued, including copies of all documents relating to quantities of material removed from the 
site, inventories of material on the site, sales and shipments. 

Requirement 7 years 

2001 Ambulance Act Regulations (General) 
0. Reg 257/00, s.19 

If an upper-tier municipality or delivery agent becomes responsible for ensuring the provision of land ambulance 
services during the year 2000 in accordance with the Act, the operator of an applicable enterprise that provides 
land ambulance services in the municipality or designated area shall, within 60 days of receiving a request from 
the Director, deliver to the Director closing financial statements for the ambulance service on forms provided by 
the Ministry, together with a copy of audited financial statements referred to in clause 17 (1) (c). 

2002 Ambulance Act Regulations (General), 
0. Reg. 501197, s. 25. 

PAGE 17 



2003 Assessment Act, R.S.O. 1990, c. A.31, The assessment corporation shall prepare an assessment roll for each municipality, for each locality and for non-
s. 14; s. 53. municipal territory and the assessment roll shall contain the information set out in this Act. Every person 

employed by the assessment corporation, a municipality or a school board who in the course of the person's 
duties acquires or has access to actual income and expense information on individual properties, and who 
wilfully discloses or permits to be disclosed any such information to any other person not likewise entitled in the 
course of the person's duties to acquire or have access to the information, is guilty of an offence and on 
conviction is liable to a fine of not more than $2,000, or to imprisonment for a term of not more than six 
months, or to both. 

2004 Building Code Act, 1992 Regulations, 
O. Reg. 332/12 Division C s. 1.2.2.1; 

Division C contains the administrative provisions of this Code. A person who intends to construct or have 
constructed a building or part of it required by Sentences (1) and (4) to (9) to be reviewed by an architect or a 

1.2.2.3; 1.3.2.2 professional engineer or a combination of both, shall ensure that an architect, professional engineer or both are 
retained to undertake the general review of the construction of the building in accordance with the 
performance standards of the Ontario Association of Architects or the Association of Professional Engineers of 
Ontario, as applicable, to determine whether the construction is in general conformity with the plans, sketches, 
drawings, graphic representations, specifications and other documents that form the basis for the issuance of a 
permit under section 8 of the Act or any changes to it authorized by the chief building official. 

(3) The architect, professional engineer or both who have been retained to undertake the general review of the 
construction of a building, shall forward copies of written reports arising out of the general review to the chief 
building official or registered code agency, as the case may be. The applicant for a permit respecting the 
demolition of a building shall retain a professional engineer to undertake the general review of the project 
during demolition. 
Where a permit has been issued pursuant to the Act, the person to whom it is issued shall have the permit or a 
copy of it posted at all times during construction or demolition in a conspicuous place on the property in respect 
of which the permit was issued. The person in charge of the construction of the building shall keep and maintain 
on the site of the construction, 

(a) at least one copy of drawings and specifications certified by the chief building official or a person designated 
by the chief building official to be a copy of those submitted with the application for the permit to construct the 
building, together with changes that are authorized by the chief building official or a person designated by the 
chief building official, (b) copies of authorizations of the Building Materials Evaluation Commission on the basis 
of which the permit was issued, and(c) copies of rulings of the Minister, made under clause 29 (1) (a) or (c) of the 
Act, on the basis of which the permit was issued. 
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2005 Charitable Institutions Act, R.S.O. 
1990, c. C.9, s. 9.7 

A placement co-ordinator who authorizes a person's admission to an approved charitable home for the aged 
shall give to the approved corporation maintaining and operating the home the information mentioned in a 
paragraph of subsection (2) if, the placement co-ordinator has the information mentioned in the paragraph; and 
consent to the disclosure of the information to the approved corporation is given by, the person whose 
admission is authorized, or the person, if any, who was lawfully authorized to consent to admission. 
The information referred to in subsection (1) is the following: Information about assessments of the person 
whose admission is authorized. Information about the person's medical history. Information about the person's 
social and other care requirements. The name and address of the person, if any, who was lawfully authorized to 
consent to admission. 

2006 Child and Family Services Act, R.S.O. 
1990, c.C.11, s.7, S.85, s.193. 

The Minister may provide services and establish, operate and maintain facilities for the provision of services; and 
make agreements with persons, municipalities and agencies for the provision of services and may make 
payments for those services and facilities out of legislative appropriations. This Act concerns grants and 
contributions, offences, the issuance and renewal of licences. 

2007 College of Nurses of Ontario advises 
adherence to the following standard 
as proposed in the Nursing Act, 1991. 
(The standard has not yet been 
passed). 

2008 College of Nurses of Ontario standard 
(as proposed in the Nursing Act 1991 
Regulation). 

All Registered Nurses, Registered Practical Nurses and Nurse Practitioners practising within Ontario are 
members of the College of Nurses of Ontario. Only members of the College are allowed to refer to themselves 
as nurses in Ontario. A valid certificate of registration from the College is required of all nurses who wish to 
practise nursing in Ontario and perform the procedures in the Controlled Acts as set out in the Nursing Act 1991 
Regulation. 

2009 Condominium Act, R.S.O. 1990, c. 
C.26, s. 50 

An Act concerning the registration of condominium lands under the Land Titles Act or the Registry Act. Section 
50 refers to the application of the Planning Act, subdivision control and exemptions. 

2010 Construction Lien Act, R.S.O. 1990, c. 
C.30, s. 34 

A lien or security interest may be preserved during the supplying of services or materials or at any time before it 
expires, where the lien attaches to the premises, by the registration in the proper land registry office of a claim 
for lien on the title of the premises and where the lien does not attach to the premises, by giving to the owner a 
copy of the claim for lien. 
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2011 Corporations Act, R.S.0. 1990, c. C.38, 
s. 299 

Minute Books - A corporation shall cause minutes of all proceedings at meetings of the shareholders or 
members and of the directors and of any executive committee to be entered in books kept for that purpose. 
Any such minutes are admissible in evidence as proof, in the absence of evidence to the contrary, of the 
proceedings. Where minutes have been made of the proceedings of a meeting the meeting shall be deemed to 
have been duly called, constituted and held and all proceedings had thereat to have been duly had and all 
appointments of directors, officers or liquidators made thereat shall be deemed to have been duly made. 

2012 Corporations Act, R.S.0. 1990, c. C.38, 
s. 300 

Documents and registers - A corporation shall cause the following documents and registers to be kept: 
A copy of the letters patent and of any supplementary letters patent issued to the corporation and of the 
memorandum of agreement if incorporated by special Act, a copy of the Act. 
All by-laws and special resolutions of the corporation. 
A register of shareholders or members in which are set out the names alphabetically arranged of all persons who 
are shareholders or members or have been within ten years shareholders or members of the corporation and 
the address of every such person while a shareholder or member and, in the case of a company, in which are set 
out also the number and class of shares held by each shareholder and the amounts paid up and remaining 
unpaid on their respective shares. 
A register of directors in which are set out the names and addresses of all persons who are or have been 
directors of the corporation with the several dates on which each became or ceased to be a director. 

2013 Corporations Act, R.S.O. 1990, c. C.38, 
s. 300 

The documents and registers mentioned in sections 41 and 300 are admissible in evidence as proof, in the 
absence of evidence to the contrary, before and after dissolution of the corporation, of all facts purporting to be 
stated therein. 

2014 Corporations Act, R.S.O. 1990, c. C.38, 
s. 302 

Books of account - A corporation shall cause to be kept proper books of account and accounting records with 
respect to all financial and other transactions of the corporation and, without derogating from the generality of 
the foregoing, records of all sums of money received and disbursed by the corporation and the matters with 
respect to which receipt and disbursement took place; all sales and purchases of the corporation; the assets and 
liabilities of the corporation; and all other transactions affecting the financial position of the corporation. 
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2015 Day Nurseries Act Regulations 
(General), R.R.O. 1990, Reg. 262, s. 27 

Every operator of a day nursery shall ensure that in respect of each day nursery operated by the operator, 
a written procedure approved by the local fire chief is established with respect to the duties of each member of 
the staff of each day nursery in the event of a fire; 
each staff member of each day nursery is instructed as to his or her responsibilities in the event of a fire before 
commencing work for the first time; the written procedure referred to in clause (a) is posted in a conspicuous 
place in each room in each day nursery that is used for the care of children; a fire drill is conducted at least once 
a month; a written record is kept of all fire drills, all tests of the fire alarm system and all tests of fire protection 
equipment and that each record is retained for at least two years from the date of the drill and test; and there is 
a designated place of shelter in the event the day nursery must be evacuated due to an emergency. 

Requirement 2 years after drill or test 

2016 Day Nurseries Act Regulations 
(General), R.R.O. 1990, Reg. 262, s. 4, 
s. 13, s. 25 

13. (1) Every operator of a private-home day care agency shall ensure that before a premises is used as a 
location where private-home day care is to be provided by the operator, the premises, including the outdoor 
play space, is inspected by a private-home day care visitor employed by the operator to ensure compliance with 
the Act and this Regulation and, where the premises is so used, that further inspections are carried out every 
three months from the time of the initial inspection and at such other times as the operator or a Director 
considers necessary. R.R.O. 1990, Reg. 262, s. 13 (1). 
(2) The operator shall ensure that a record is kept of each inspection made under subsection (1) and that the 
record is maintained for at least two years from the date of the inspection. R.R.O. 1990, Reg. 262, s. 13 (2). 

25. (1) Every operator shall ensure that, where a report is made by the local medical officer of health or any 
person designated by the local medical officer of health or the local fire department with respect to a day 
nursery operated by the operator or a location where private-home day care is provided by the operator, one 
copy of the report is kept on the premises of the day nursery or at the head office of the private-home day care 
agency for at least two years from the date of its making and another copy is sent forthwith to a program 
advisor. R.R.O. 1990, Reg. 262, s. 25 (1). 

Required 2 years after date of inspection 

2017 Day Nurseries Act Regulations 
(General), R.R.O. 1990, Reg. 262, s. 48 

48. (1) Every operator shall ensure that up-to-date records that are available for inspection by a program 
adviser at all times are kept on the premises of a day nursery or private-home day care agency operated by the 
operator that include in respect of each child enrolled, 
(2) Every operator shall ensure that a record is kept of the daily attendance of each child enrolled in each day 
nursery operated by the operator and in each location where private-home day care is provided by the operator. 
R.R.O. 1990, Reg. 262, s. 48 (2). 
(5) Every operator shall ensure that the records required to be maintained under this section with respect to a 
child are retained for at least two years after the discharge of the child. R.R.O. 1990, Reg. 262, s. 48 (5). 

2 years after discharge of child 
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2018 Day Nurseries Act Regulations 
(General), R.R.O. 1990, Reg. 262, s. 67 
, s. 69 , s. 70 . 

67. (1) Every band or approved corporation claiming payment under the Act shall annually before a date fixed 
by a Director in each year prepare and submit to a Director, on a form approved by the Minister, an estimate of 
the costs and revenue and of the amount the Minister is to pay for the next fiscal year. O. Reg. 482/97, s. 4 (1); 
O. Reg. 501/00, s. 3 (1). 

69. (1) An application for payment under section 9 of the Act for a building project shall be made to the 
Minister on a form provided by the Minister. R.R.O. 1990, Reg. 262, s. 69 (1). 

(2) An applicant who applies under subsection (1) shall file with the Minister two copies of a site plan showing 
the location of the building or buildings, if any, on the site and, in the case of a building project with one or more 
of the elements referred to in paragraph 1, 2, 5 or 7 of the definition of "building project" in section 1, 

70. (1) No payment under section 9 of the Act shall be made for a building project except where, 

(a) the building project has been approved by the Minister; 

(b) the approved cost has been determined; and 

(c) the approvals of the Minister under section 6 of the Act, subsections 69 (2) and (3) and section 71 of this 
Regulation have been obtained. R.R.O. 1990, Reg. 262, s. 70 (1). 

(2) An approval of a building project by the Minister referred to in subsection (1) expires on the first anniversary 
of the date upon which the approval is given unless the building project has been commenced before such 
anniversary date. R.R.O. 1990, Reg. 262, s. 70 (2). 

Required Not specified 

2019 Day Nurseries Act Regulations 
(General), R.R.O. 1990, Reg. 262, s. 73 

73. Every municipality, band or approved corporation that receives a payment under this Regulation shall keep 
and maintain a current inventory of all furnishings and equipment acquired by it and the inventory shall set forth 
each addition to or removal from inventory and the reasons therefor and shall be prepared in such manner as a 
Director may require. R.R.O. 1990, Reg. 262, s. 73. 

Required Not specified 
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2020 Day Nurseries Act Regulations 
(General, R.R.O. 1990, Reg. 262, s. 64 

64. (1} Every operator, except an approved corporation, shall keep financial records for each day nursery or 
private-home day care agency operated by the operator and shall retain such financial records for at least six 
years from the time of their making. R.R.O. 1990, Reg. 262, s. 64 (1). 

(2) The financial records referred to in subsection (1) shall show at least the, 

(a) assets; 

(b) liabilities; 

(c) income; 

(d) expenses; and 

(e) accumulated surplus and deficit, 

of the day nursery or private-home day care agency, as the case may be. R.R.O. 1990, Reg. 262, s. 64 (2). 

Required 6 years 

2021 Dentistry Act, 1991, 5.0. 1991, c. 24 Records relating to dental claims submitted for financial reimbursement. 
Regulations: 12. Subject to the approval of the Lieutenant Governor in Council and with prior review by the 
Minister, the Council may make regulations, 
(a) regulating and governing the prescribing, dispensing, compounding and selling of drugs by members in the 
course of engaging in the practice of dentistry and ancillary matters, including establishing requirements and 
setting prohibitions; 
(b) requiring members to keep records respecting the prescribing, dispensing, compounding and selling of drugs 
and providing for the contents of those records; 
(c) requiring members to provide the College or the Minister with reports respecting the prescribing, 
dispensing, compounding and selling of drugs and providing for the contents of those reports. 2009, c. 26, s. 6 
(2). 

Required Not specified 
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2022 Development Charges Act, 1997 
Regulations (General), 0. Reg. 82/98, 
s. 8, s. 9, s. 10, s. 12, s. 14, s. 15, s. 17 

8. A development charge background study under section 10 of the Act shall set out the following for each 
service to which the development charge relates: 
1. The total of the estimated capital costs relating to the service. 
2. The allocation of the costs referred to in paragraph 1 between costs that would benefit new development and 
costs that would benefit existing development. 
3. The total of the estimated capital costs relating to the service that will be incurred during the term of the 
proposed development charge by-law. 
4. The allocation of the costs referred to in paragraph 3 between costs that would benefit new development and 
costs that would benefit existing development. 
5. The estimated and actual value of credits that are being carried forward relating to the service. 
9. (1) Notice of the public meeting of the council is required 

Required Not specified 

10. (1) This section applies to the notices relating to the passage of a development charge by-law that the clerk 
of a municipality is required to give under section 13 of the Act. 
12. (1) The information described in subsection (2) is prescribed as information to be included in the statement 
of the treasurer of a municipality under section 43 of the Act. The information is in addition to the opening and 
closing balance for the previous year and the transactions relating to the year. 
14. (1) A municipality shall prepare a pamphlet for each development charge by-law in force 
15. (1) A notice required under paragraph 1 of subsection 64 (1) of the Act shall be given by the clerk of the 
municipality. Transition Rules for Credits under 
Section 14 of the Old Act: 17. There are rules to apply with respect to credits given or required to be given 
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2023 Development Charges Act, 1997, c. 
27, s. IO, s. 15 , s. 20, s. 23, s. 42, s. 
43, s. 46, s. 47, s. 48, s. 56 

10. (1) Before passing a development charge by-law, the council shall complete a development charge 
background study. 
15. (1) If the clerk of the municipality receives a notice of appeal on or before the last day for appealing a 
development charge by-law, the clerk shall compile a record that includes, 
(a) a copy of the by-law certified by the clerk; 
(b) a copy of the development charge background study; 
(c) an affidavit or declaration certifying that notice of the passing of the by-law and of the last day for appealing 
it was given in accordance with this Act; and 
(d) the original or a true copy of all written submissions and material received in respect of the by-law before it 
was passed. 20. (1) A person required to pay a 
development charge, or the person's agent, may complain to the council of the municipality imposing the 
development charge not later than 90 days after the day the development charge, or any part of it, is payable. 
23. (1) If a notice of appeal under subsection 22 (1) is filed with the clerk of the municipality on or before the 
last day for appealing a decision, the clerk shall compile a record that includes, 
(a) a copy of the development charge by-law certified by the clerk; 
(b) the original or a true copy of the complaint and all written submissions and material received in support of 
the complaint; 
(c) a copy of the council's decision certified by the clerk; and 
(d) an affidavit or declaration certifying that notice of the council's decision and of the last day for appealing it 
was given in accordance with this Act 
42. A municipality that has passed a development charge by-law may register the by-law or a certified copy of it 
against the land to which it applies 43. (1) The treasurer of a municipality shall each year on or before such date 
as the council of the municipality may direct, give the council a financial statement relating to development 
charge by-laws and reserve funds established under section 33. 46. (1) The clerk of a municipality that has 
entered into a front-ending agreement shall give written notice of an agreement and of the last day for filing an 
objection to the agreement, which shall be the day that is 40 days after the day the agreement is made. 

Required 

2024 Developmental Services Act, R.S.O. 
1990, c.D.11, s.2. 

2. (1) The Minister may establish, operate and maintain one or more facilities and may furnish such services and 
assistance as he or she considers necessary upon such terms and conditions as the Minister sees fit. 

Required 
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2025 Education Act Regulations, 0. Reg. 
20/98, s. 12 , s. 14, s. 15 . 

12. (1) This section applies to the notices relating to the passage of an education development charge by-law 
that the secretary of a board is required to give under section 257.64 of the Act. - personal service, fax or mail 
to every owner of land in the area to which the by-law applies or publication in a newspaper. 
14. (1) This section applies to the notices relating to a proposed by-law amending an education development 
charge by-law that a board is required to give under section 257.72 of the Act. 
15. (1) This section applies to the notices relating to the passage of a by-law amending an education 
development charge by-law that the secretary of a board is required to give under section 257.73 of the Act. 

Required 

2026 Emergency Management and Civil 
Protection Act, R.S.O. 1990, c.E.9, 
s.10 

3. (1) Every municipality shall formulate an emergency plan governing the provision of necessary services 
during an emergency and the procedures under and the manner in which employees of the municipality and 
other persons will respond to the emergency and the council of the municipality shall by by-law adopt the 
emergency plan. 2002, c. 14, s. 5 (1). 
10. Except for plans respecting continuity of operations or services, an emergency plan formulated under 
section 3, 6 or 8 shall be made available to the public for inspection and copying during ordinary business hours 
at an office of the municipality, ministry or branch of government, as the case may be. R.S.O. 1990, c. E.9, s. 10; 
2009, c. 33, Sched. 9, s. 4. 

Required 

2027 Employer Health Tax Act, R.S.0. 1990, 
c. E.11, s. 5. 

5. (1) Every taxpayer who is liable to pay tax under this Act for a year shall deliver to the Minister, on or before 
the prescribed date applicable to that taxpayer, a return in a form approved by the Minister setting out the 
amount of tax payable for the year under this Act, the amount or amounts on which the tax was calculated and 
such other information as may be required by the Minister for the purposes of this Act. 
Records and books of account: 
12. (1) Every person who is or was an employer with a permanent establishment in Ontario shall keep records 
and books of account in Ontario or at such other place as may be approved by the Minister. 1994, c. 8, s. 13 (1); 
2004, c. 16, Sched. D, Table; 2009, c. 18, Sched. 11, s. 3. 
(4) Every person required by this section to keep records and books of account shall, until permission for their 
disposal is given by the Minister, retain each such record and book of account and every primary source 
document required to support and verify the entries and information in the records and books of account. 

Required Not specified 
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2028 Employment Standards Act, 2000 
Regulations, O.Reg 287/01, s.3 

Information about employees: 
3. (1) The following is the information about each employee that the owner or manager of premises shall give 
for the purposes of subsection 77 (1) of the Act: 
1. The employee's job classification or job description. 
2. The wage rate actually paid to the employee. 
3. A description of any benefits provided to the employee, including the cost of each benefit and the benefit 
period to which the cost relates. 
4. The number of hours that the employee works in a regular work day and in a regular work week. 
5. The date on which the provider hired the employee. 
6. Any period of employment attributed to the provider under section 10 of the Act. 
7. The number of weeks that the employee worked at the premises during the 26 weeks before the request 
date. 
8. A statement indicating whether either of the following subparagraphs applies to the employee: 
i. The employee's work, before the request date, included providing building services at the premises, but the 
employee did not perform his or her job duties primarily at those premises during the 13 weeks before the 
request date. 
ii. The employee's work included providing building services at the premises, but the employee was not actively 
at work immediately before the request date, and did not perform his or her job duties primarily at the premises 
during the most recent 13 weeks of active employment 

Required Not specified 

2029 Employment Standards Act, 2000, 
5.O. 2000, c.41, s.15 

Retention of employee records: 
(5) The employer shall retain or arrange for some other person to retain the records of the information required 
under this section for the following periods: 
1. For information referred to in paragraph 1 or 3 of subsection (1), three years after the employee ceased to be 
employed by the employer. 
2. For information referred to in paragraph 2 of subsection (1), the earlier of, 
i. three years after the employee's 18th birthday, or 
ii. three years after the employee ceased to be employed by the employer. 
3. For information referred to in paragraph 4 of subsection (1) or in subsection (3), three years after the day or 
week to which the information relates. 
4. For information referred to in paragraph 5 of subsection (1), three years after the information was given to 
the employee. 

Required Termination of employee + 3 years 

2030 Employment Standards Act, 2000, 
5.O. 2000, c.41, s.15 

see 2029 above. Required Termination of employee + 3 years 

PAGE 27 



2031 Environmental Assessment Act, 1992, 
c.37 

An Act to establish a federal environmental assessment process. Includes Regulations respecting studies or 
projects conducted by Canada Port Authority, Crown Corporations involved in the Provision of Commercial 
Loans, Federal Authorities, Infrastructure Projects, Projects Outside Canada. The projects and classes of projects 
that are set out in the schedule are prescribed projects and classes of projects for which a comprehensive study 
is required. The Regulations establish Timelines for Comprehensive Studies. Environmental impact statement 
guidelines remain valid for a period of three years beginning on the day on which the Agency provides them to 
the proponent. 

3 years for Environmental impact statement 
guidelines 

2032 Environmental Assessment Act, R.S.O. 
1990, c. E.18, s. 5 

The purpose of this Act is the betterment of the people of the whole or any part of Ontario by providing for the 
protection, conservation and wise management in Ontario of the environment. Every proponent who wishes to 
proceed with an undertaking shall apply to the Minister for approval to do so. A document may be destroyed by 
or under the authority of the Minister when it has been completely recorded or copied and the recording or 
copy is retained for the purpose of inspection under this section. c.36 (6). 

2033 Environmental Protect Act 
Regulations 0. Reg 189/94 as 
amended, s. 7, s.17 

Every person who conducts a test to determine if there is a leak in refrigeration equipment that uses a 
refrigerant shall place a notice on the equipment at the end of the test. In the case of a test conducted on 
refrigeration equipment in a motor vehicle, the required notice may be affixed to the frame or edge of the door 
nearest to the driver's seat. A copy of each notice shall be kept for a period of two years from the date of its 
issuance. 

Requirement 2 years 

2034 Environmental Protection Act 
Regulations, 0. Reg. 102/94, s. 5 

A person who is required under this Regulation to prepare a report of a waste audit or a waste reduction work 
plan shall retain a copy of the report or plan for at least five years after it was prepared. 
A person who is required under this Regulation to prepare a report of a waste audit or a waste reduction work 
plan shall submit to the Director, on request, the required report or plan, within seven days of the Director 
requesting them. 

Requirement At least 5 years after date prepared 
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2035 Environmental Protection Act 
Regulations , 0. Reg. 232/98, s. 5, s. 6 
, s. 8, s. 9, s. I 0 

The holder of an environmental compliance approval or the applicant for an environmental compliance approval 
to which a landfilling site is or will be subject shall notify the Director in writing within 30 days after any change 
in his, her or its identity or status or any change in ownership of the site or ownership of property rights in the 
contaminant attenuation zone. A person shall not establish a new landfilling site or increase the total waste 
disposal volume of an existing landfilling site unless a written report has been prepared in accordance with this 
section. This includes geologic and hydrogeologic conditions reports, surface water conditions of the site and 
surface water protection for the site and the design for the ground water protection features. The owner and 
the operator of a landfilling site shall ensure that daily records of site operations are made during the operation 
of the site and that the records are retained for at least two years after they are made. (s. 20). The owner and 
the operator of a landfilling site shall ensure that, 
within three months after each anniversary of the date on which waste was first accepted at the site, an annual 
report is prepared respecting the operation of the landfilling site, including a summary of results from 
monitoring programs; and all of the reports are retained until at least two years after the site is closed. (s. 21) 

Requirement 2 years 

2036 Environmental Protection Act 
Regulations, O.Reg. 101/94, s. 1O, s. 
15, s. 23 

A municipality that is required to establish a blue box waste management system or a leaf and yard waste 
system shall submit an annual report on the operation of the system to the Director on or before June 1 in every 
year. An operating plan, an Emergency response plan and a Contingency plan shall be kept at the site. 

Requirement At least 2 years after the event to which the 
information relates. (s.27) 

2037 Environmental Protection Act, R.5.0. 
1990, c. E.19, s. 3 8 

The purpose of this Act is to provide for the protection and conservation of the natural environment. When the 
Director, upon reasonable and probable grounds, is of the opinion that a source of contaminant is discharging 
into the natural environment any contaminant that constitutes, or the amount, concentration or level of which 
constitutes, an immediate danger to human life, the health of any persons, or to property, the Director may 
issue a stop order. 

2038 Environmental Protection Act, R.S.O. 
1990, c. E.19, s. 18, s. 92 

The Director by a written order may require a person who owns or owned or who has or had management or 
control of an undertaking or property to have available at all times equipment, material and personnel specified 
in the order. To obtain, construct and install or modify the devices, equipment and facilities specified in the 
order at the locations and in the manner specified in the order and to implement procedures. 
Every person having control of a pollutant that is spilled and every person who spills or causes or permits a spill 
of a pollutant shall notify any municipality within the boundaries of which the spill occurred. Every person 
required by this Act or the regulations to retain a record shall make it available to a provincial officer for 
inspection upon his or her request. 
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2039 Expropriations Act, R.S.O. 1990, c. 
E.26, s. 9, s. 10 

Where a proposed expropriation has been approved under this Act or under the Ontario Energy Board Act, 
1998, the expropriating authority shall register, within three months after the granting of the approval, in the 
proper land registry office a plan of the land signed by the expropriating authority and by an Ontario land 
surveyor, and thereupon the land vests in the expropriating authority. Where a plan has been registered and 
no agreement as to compensation has been made with the owner, the expropriating authority may serve the 
owner, and registered owner, within thirty days after the date of registration of the plan, with a notice of 
expropriation of the owner's land but failure to serve the notice does not invalidate the expropriation. Where a 
plan has been registered, the registered owner may elect, by notice in writing served upon the expropriating 
authority, within thirty days after the owner was served with the notice to have the compensation to which the 
owner is entitled assessed. Where lands are found to be no longer required by the expropriating authority the 
owners should be given first chance to repurchase the lands. 
(s.42) 

2040 Family Benefits Act Regulations 
(General), R.R. 0.1990, Reg. 3 66, s. 
17, s. 18, s. 38 

Refers to the application process for receiving Family Benefits and the accompanying documentation required 
and the determination of family income. 

2041 Fire Protection and Prevention Act, 
1997 Regulations 0. Reg. 388/97 

Fire Code - written records shall be kept of tests and corrective measures for two years after they are made, and 
the records shall be available upon request to the Chief Fire Official. 
If the time interval between tests exceeds 2 years, the written records shall be kept for the period of the test 
interval plus one year. 
In addition facilities regulated by or under the Developmental Services Act, written records shall be kept of 
inspections for two years after they are made, and the records shall be available upon request to the Chief Fire 
Official. 

Requirement 2 years 

2042 Fuel Tax Act Regulations, R.R.O. 1990, 
Reg. 464, s. 9, s. 13 

A record of the quantities of fuel imported, purchased or otherwise received from suppliers including inventories 
that have been used in the operation of auxiliary equipment of a motor vehicle and with respect to which a 
refund has been or may be claimed; and the tax collectable and payable, 
shall be retained. A person required to maintain records, invoices, books of account or other documents may 
dispose of those records if the person first obtains the Minister's authorization to do so. A period of seven years 
has expired since the end of the calendar year to which the records relate. 

Requirement 7 years 
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2043 Fuel Tax Act, R.S.0. 1990, c. F.35, s. 
6.1 

Every manufacturer, collector, distributor, importer, exporter, registered consumer, interjurisdictional carrier, 
interjurisdictional transporter, wholesale dealer or retail dealer shall keep at that person's principal place of 
business records and books of account in such form and containing such information as will permit the accurate 
determination of the taxes collectable or payable under this Act. Every person shall retain the records and 
books of account, as well as any other documents necessary to verify the information in the records and books 
of account, for a period of seven years following the end of the fiscal period to which the records and books of 
account relate, unless written permission for their disposal is received from the Minister. 

Requirement 7 years 

2044 Health Insurance Act, R.S.O. 1990, c. 
H.6, s. 17 

Physicians, practitioners and health facilities shall prepare accounts for their insured services in such form as the 
General Manager may require. The accounts must meet the prescribed requirements. The physician, 
practitioner, health facility or, in the case of a patient who is billed directly, the patient must submit an account 
for an insured service to the General Manager within such time after the service is performed as may be 
prescribed. When submitted, the account must be in the required form and meet the prescribed requirements. 

2045 Health Protection Act, R.S.0. 1990, c. 
H. 7, s. 16 

Every person who operates a food premise shall keep such records in respect of the manufacturing, processing, 
preparation, storage, handling, display, transportation and sale, or offering for sale of food on or in the food 
premise and the distribution of food from the food premise as are prescribed by the regulations, and shall keep 
the records in such form, with such detail and for such length of time as are prescribed by the regulations. 

2046 Health Protection and Promotion Act 
Regulations, R.R.0. 1990, Reg. 569 

Regulations respecting the reporting of diseases. A report with respect to the person to whom the finding was 
made, be made within twenty-four hours of the making of the finding . Any report made under the Act that is 
referred to in this Regulation shall be forwarded to the Ministry using the integrated Public Health Information 
System (iPHIS), or any other method specified by the Ministry. 

2047 Highway Traffic Act Regulations, 
R.R.O. 1990 

Regulations for Safety Inspections and Standards for vehicles including certificates/stickers. An annual 
inspection sticker is valid until the end of the twelfth month after the month of inspection indicated on the 
sticker. 

Requirement 1 year 
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2048 Homemakers and Nurses Services Act 
Regulations, R.R.0. 1990 

Homemakers or Nurses are required to be trained and should receive a course of instruction. A grant for the 
training can be applied for from the Minister of Health and Long-Term Care. A municipality or council who pays 
fees for the services of homemakers or nurses shall complete an application for reimbursement and submit it to 
the Director not later than the 20th day of the month following the month for which the application is made and 
complete a statement of the amount paid for each recipient and retain the statement in his or her files. The 
Director may inspect and audit the books, accounts and vouchers of the municipality or council and those of the 
Designated Service Coordinators who provide homemaking services. 

2049 Homes for the Aged and Rest Homes 
Act Regulations, R.R.O. 1990 

The municipality, municipalities or board maintaining and operating a home shall ensure that there are sufficient 
qualified administrative staff to manage and administer the home. The Administrator is responsible for keeping 
the records, completing the forms and making the returns required by the Act and this Regulation, and 
maintaining the confidentiality of all records and protecting the privacy and rights of the residents. The written 
records shall be retained along with the other records of the resident for at least twenty years after the last 
entry in the records with respect to the resident or, where the resident dies, for at least five years after the 
death of the resident. The books of account and ledgers of the home are audited annually. Each book of 
account and ledger shall be retained by the home for at least six years from the date of the last entry in the book 
or ledger. The administrator shall keep a separate book of account for a Trust Account that shall be retained for 
at least six years from the date the trust account is closed or becomes inactive. Fire inspection records shall be 
retained for at least two years. 

20 years for resident records; 6 years after 
closed for financial records; 2 years after for 
fire inspection reports. 

2050 Human Rights Code Regulations , 0. 
Reg. 290/98, s. 1 

A landlord may request credit references and rental history information, or either of them, from a prospective 
tenant and may request from a prospective tenant authorization to conduct credit checks on the prospective 
tenant. 

2051 Insurance Act, R.S.0. 1990 CHAPTER 1.8 23 (1), 26 (1) 
The Superintendent shall keep the following books and records: A register of all licences issued under this Act. 
A record of all securities deposited by each insurer with the Superintendent. The books and records required by 
this section to be kept, shall be open to inspection at such times and upon payment of such fees as may be 
established by the Minister. Official documents as evidence - "official document" means a certificate, licence, 
order, decision, direction, inquiry or notice under this Act. A true copy certified by the Superintendent is 
admissible in evidence to the same extent as and has the same evidentiary value as the document or thing of 
which it is a copy. Records are subject to audit if considered necessary. 

PAGE 32 



2052 Labour Act (Fair Wages and Hours of 
Labour Regulations), C.R.C. 1978, c. 
1015, s. 14; as am; SOR/99-362, s. 6 

Regulate the wages and hours of labour for construction workers engaged in projects funded by the 
Government of Canada. Every contract shall include a provision that the contractor shall post and keep posted 
in a conspicuous place on the premises where work is being carried out or on premises occupied or used by 
workers engaged in or carrying out the work a copy of the schedule of wage rates applicable under the contract, 
a copy of the contractual provisions requiring the payment of fair wages, and a copy of any change in wages to 
be paid under the contract; keep books and records showing the names, addresses, classifications of 
employment and work of all workers employed under a contract and the rate of wages to be paid, wages paid 
and daily hours worked by the workers; and permit, at all reasonable times, an inspector to inspect their books, 
records and premises and provide an inspector with access to the contractor's premises for that purpose. 

2053 Labour Relations Act, 1995, 5.O. 1995, 
c.l, Sched. A, s.90 

Each party to a collective agreement shall file one copy with the Minister of Labour. 

2054 Limitations Act, 2002 S.O. 2002, 
chapter 24 Schedule B 

This Act applies to claims pursued in court proceedings. A proceeding shall not be commenced in respect of a 
claim after the second anniversary of the day on which the claim was discovered. The limitation period of 2 
years does not apply to Minors or Incapable persons. However, the ultimate limitation period for claims is 15 
years after the act or omission on which the claim is based took place. There is no limitation period for a few 
exceptions stated in this Act under s. 16 (1). A limitation period may be suspended or extended by an 
agreement made on or after October 19, 2006. 

Requirement 2 years for most claims; 15 years for minors 
or incapable persons. 

2055 Ministry of Community and Social 
Services Act, R.S.0. 1990, c.M.20, 
s.11, s.12. 

From time to time the Lieutenant Governor in Council or the Minister may direct payment of grants and 
contributions for consultation, research and evaluation services with respect to programs of social services, 
community services and social planning and for the provision, encouragement and development of credit 
counselling services and other social or community services. Agreements may be made with organizations, 
municipalities or other persons or corporations respecting the provision of social services and community 
services including items, facilities and personnel. 

2056 Ministry of Community and Social 
Services Act, R.S.O. 1990, c. M.20, s. 9 

An inspection of any book, record or account respecting the grant may be made by the Ministry of Community 
and Social Services and may require a recipient of a grant to prepare and submit a financial statement. 
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2057 Ministry of Community and Social 
Services, Provincial/Municipal 
Integration of Able Bodied Sole 
Support Parents on Family Benefits 
Agreement 

A plan to reform Ontario's social assistance programs is currently in place. A report by Ontario's social assistance 
review commission published in October 2012 called for the merger of Ontario Works (OW) and the Ontario 
Disability Support Program (ODSP) into a single program to be delivered locally by municipalities. 
The sole-support parent's supplement, would be available through social assistance. 
http://www.thestar.com/news/canada/2012/10/24/ontario_commission_callsfor_integrated_welfare_progra 
m_to_include_the_disabled_and_remove_barriers_to_work.html The Ontario Works Act sets out policies and 
prodecures for benefit applicants who are sole support parents. 
http://www1.toronto.ca/wps/portal/contentonly?vgnextoid=ec4564445c780410VgnVCM10000071d60f89RCRD 
&vgnextchannel=c7c5dac365280410VgnVCM10000071d60f89RCRD Families First is a program for sole 
support parents who receive Ontario Works Assistance. A collaboration of Ontario Works in Peel, Peel Children's 
Services, and Peel Health. http://www.peelregion.ca/ow/ourservices/community-program/families-first.htm#3 

2058 Ministry of Environment, Waste 
Management Improvement Program 
Agreement 

The Ontario Ministry of the Environment's newly-proposed Bill 91 would see Waste Diversion Ontario (WDO) 
replaced by a new overseer body that has the power to enforce a new individual producer responsibility (IPR) 
regime. The legislative changes, if passed, would be part of the new Waste Reduction Act, 2013. The changes 
would give the new body, called the Waste Reduction Authority, the ability to issue fines for non-compliance. 
Bill 91 was introduced at the Ontario Legislature on June 6, 2013. The role of municipalities will be set out in the 
Act including the need for an agreement between producers and municipalities. 

2059 Ministry of Health, Respite Care 
Operators Agreement, s. 7 

2060 Ministry Ontario Works Directive 49.0 Conerns Information Sharing Agreements (Ontario Works Policy Directive 11.5) - The Minister may enter into an 
agreement with a band or person. An agreement under this section shall provide for the ownership, collection, 
use, disclosure and safeguarding of privacy of personal information and for a person's access to his or her own 
personal information, subject to the prescribed conditions. 
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2061 Municipal Act, 2001 Regulations, 0. 8. (1) If a municipality has an investment in a security prescribed under this Regulation, the council of the Requirement Not specified 
Reg. 438/97, s. 8 municipality shall require the treasurer of the municipality to prepare and provide to the council, each year or 

more frequently as specified by the council, an investment report. 
(2) The investment report referred to in subsection (1) shall contain, 
(a) a statement about the performance of the portfolio of investments of the municipality during the period 
covered by the report; 
(b) a description of the estimated proportion of the total investments of a municipality that are invested in its 
own long-term and short-term securities to the total investment of the municipality and a description of the 
change, if any, in that estimated proportion since the previous year's report; 
(c) a statement by the treasurer as to whether or not, in his or her opinion, all investments were made in 
accordance with the investment policies and goals adopted by the municipality; 
(d) a record of the date of each transaction in or disposal of its own securities, including a statement of the 
purchase and sale price of each security; and 
(e) such other information that the council may require or that, in the opinion of the treasurer, should be 
included. 
(3) Upon disposition of any investment made under paragraph 9 of section 2, the council of the municipality 
shall require the treasurer of the municipality to prepare and provide to the council a report detailing the 
proposed use of funds realized in the disposition. 
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2062 Municipal Act, 2001 5.O. 2001, Retention of records - 254. (1) A municipality shall retain and preserve the records of the municipality and its 
Chapter 25 local boards in a secure and accessible manner and, if a local board is a local board of more than one 

municipality, the affected municipalities are jointly responsible for complying with this subsection. (3) If a 
municipality or a local board has a duty to retain and preserve records under this section, the municipality or 
local board may enter into an agreement for archival services with respect to the records. (4) Records 
transferred to a person pursuant to an agreement under subsection (3) remain, for the purposes of the 
Municipal Freedom of Information and Protection of Privacy Act, under the ownership and control of the 
municipality. 255. (1) Except as otherwise provided, a record of a municipality or local board may only be 
destroyed in accordance with this section. (2) Despite section 254, a record of a municipality or a local board 
may be destroyed if a retention period for the record has been established under this section and, (a) the 
retention period has expired; or (b) the record is a copy of the original record. (3) A municipality may, subject to 
the approval of the municipal auditor, establish retention periods during which the records of the municipality 
and local boards of the municipality must be retained and preserved in accordance with section 254. 
228. (1) A municipality shall appoint a clerk whose duty it is (a) to record, without note or comment, all 
resolutions, decisions and other proceedings of the council; (b) if required by any member present at a vote, to 
record the name and vote of every member voting on any matter or question; (c) to keep the originals or copies 
of all by-laws and of all minutes of the proceedings of the council 286. (1) A municipality shall appoint a 
treasurer who is responsible for handling all of the financial affairs of the municipality on behalf of and in the 
manner directed by the council of the municipality, including, (d) maintaining accurate records and accounts of 
the financial affairs of the municipality 
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2063 Municipal Conflict of Interest Act, 
R.S.O. 1990, c. M.50, s. 6 

5. (1) Where a member, either on his or her own behalf or while acting for, by, with or through another, has 
any pecuniary interest, direct or indirect, in any matter and is present at a meeting of the council or local board 
at which the matter is the subject of consideration, the member, 
(a) shall, prior to any consideration of the matter at the meeting, disclose the interest and the general nature 
thereof; 
(b) shall not take part in the discussion of, or vote on any question in respect of the matter; and 
(c) shall not attempt in any way whether before, during or after the meeting to influence the voting on any such 
question. 
(2) Where the meeting referred to in subsection (1) is not open to the public, in addition to complying with the 
requirements of that subsection, the member shall forthwith leave the meeting or the part of the meeting 
during which the matter is under consideration. 
(3) Where the interest of a member has not been disclosed as required by subsection (1) by reason of the 
member's absence from the meeting referred to therein, the member shall disclose the interest and otherwise 
comply with subsection (1) at the first meeting of the council or local board, as the case may be, attended by the 
member after the meeting referred to in subsection (1). 
6. (1) Every declaration of interest and the general nature thereof made under section 5 shall, where the 
meeting is open to the public, be recorded in the minutes of the meeting by the clerk of the municipality or 
secretary of the committee or local board, as the case may be. 
(2) Every declaration of interest made under section 5, but not the general nature of that interest, shall, where 
the meeting is not open to the public, be recorded in the minutes of the next meeting that is open to the public. 

Requirement Not specified 

2064 Municipal Freedom of information 
and Protection of Privacy Act, R.S.O. 
1990 

Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M.56, s. 4, 5, 6, 7, 8, 9, 10, 12, 
13, 14, 15 - Compliance with Right of Access - obligation to disclose, draft by-laws, etc., advice or 
recommendations, law enforcement, relations with governments, third party information, solicitor-client 
privilege, danger to safety or health, personal privacy, information soon to be published. 
Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M.56, ss.17, 18, 19, 20, 21, 22, 
43, 45 - Access to Information Request - Request, involvement of other institutions, notice of forwarding or 
transfer, notice of decision, notice of extension, notice to affected person, notice of refusal, notice of order, 
estimate of costs. 
Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M.56, s.30 - Retention and 
Disposal of Personal Information: Staffing & Recruitment 
30. (1) Personal information that has been used by an institution shall be retained after use by the institution 
for the period prescribed by regulation in order to ensure that the individual to whom it relates has a reasonable 
opportunity to obtain access to the personal information. 
(4) A head shall dispose of personal information under the control of the institution in accordance with the 
regulations. 

Requirement Not specified 
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2065 Nursing Homes Act, R.S.O. 1990 The Nursing Homes Act R.S.O. 1990, c. N.7 was repealed on July 1, 2010 when the Long-Term Care Homes Act, 
2007 was enacted. 
Records - (3) Where the licensee's licence is revoked and the revocation becomes final or where the nursing 
home is otherwise being operated without a licence, the licensee and the administrator shall hand over to the 
Minister, or a person designated by the Minister, all the records that are in their possession or control and that 
pertain to the residents of the nursing home. R.S.O. 1990, c. N.7, s. 19. 

Requirement Not specified 

2066 Occupational Health and Safety Act 
Regulation , O.Reg 278/05, s.10 , s.21 

ASBESTOS ON CONSTRUCTION PROJECTS AND IN BUILDINGS AND REPAIR OPERATIONS 10. (1) An owner shall 
comply with subsections (2), (3), (4), (5) and (6) before, 
(a) requesting tenders for the demolition, alteration or repair of all or part of machinery, equipment, or a 
building, aircraft, locomotive, railway car, vehicle or ship; 
(b) arranging or contracting for any work described in clause (a), if no tenders are requested. 
The owner shall have an examination carried out in accordance with section 3 to establish whether any material 
that is likely to be handled, dealt with, disturbed or removed, whether friable or non-friable, is asbestos-
containing material. Whether an examination is required under subsection (2) or not, the owner shall have a 
report prepared, stating whether the material is or is not asbestos-containing material. 
Asbestos work report 
21. (1) The employer of a worker working in a Type 2 operation or a Type 3 operation shall complete an 
asbestos work report in a form obtained from the Ministry for each such worker, 
(a) at least once in each 12-month period; and 
(b) immediately on the termination of the employment of the worker. O. Reg. 278/05, s. 21 (1). 
(2) As soon as the asbestos work report is completed, the employer shall, 
(a) forward it to the Provincial Physician, Ministry of Labour, and 
(b) give a copy to the worker. O. Reg. 278/05, s. 21 (2). 

Requirement Not specified 

2067 Occupational Health and Safety Act 
Regulationa, R.R.O. 1990, Reg. 859, s. 
5, s. 6 

WINDOW CLEANING 5. (1) When a person engaged in window cleaning is killed or critically injured, the written 
report required by section 51 must be completed. 6. When an accident involves the 
collapse or failure of a temporary or permanent support or structure that was designed by a professional 
engineer, the employer shall add to the report required by section 51 of the Act or to the notice required by 
section 52 of the Act a written opinion given by a professional engineer stating the cause of the collapse or 
failure, to be filed within fourteen days after the report or notice is filed 

Not specified 
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2068 Occupational Health and Safety Act HEALTH CARE AND RESIDENTIAL FACILITIES - Ventilation Not specified 
Regulations , 0. Reg 67/93 as 
amended, s.19 

19. (1) General indoor ventilation adequate to protect the health and safety of a worker shall be provided by 
natural or mechanical means. 
(2) A mechanical ventilation system shall be inspected every six months to ensure it is in good condition. 
(3) The inspection referred to in subsection (2) shall be carried out by a person who is qualified by training and 
experience to make such an inspection. 
(4) The person carrying out the inspection shall file a report on the inspection with the employer and with the 
joint health and safety committee or health and safety representative, if any. 
(5) A mechanical ventilation system, 
(a) shall be serviced and have maintenance work performed on it as frequently as recommended by the 
manufacturer; and 
(b) shall be serviced, have maintenance work performed on it or be repaired when a report referred to in 
subsection (4) indicates it is necessary to ensure the system is maintained in good condition 

2069 Occupational Health and Safety Act 
Regulations , 0. Reg. 213/91, s. 12 

CONSTRUCTION PROJECTS - 12. (1) This section applies with respect to an occurrence for which a report under 
subsection 51 (1) of the Act or a notice under section 52 or 53 of the Act is given, if the occurrence involves a 
failure of all or part of, 
(a) temporary or permanent works; 
(b) a structure; 

Requirement Not specified 

(c) an excavation wall or similar earthwork for which a professional engineer has given a written opinion that the 
stability of the wall is such that no worker will be endangered by it; or 
(d) a crane or similar hoisting device. 
(2) A constructor or employer who submits a report under subsection 51 (1) of the Act (notice of death or 
injury) or gives a notice under section 52 or 53 of the Act (notice of accident, etc.) shall also provide, within 14 
days after the occurrence, a professional engineer's written opinion stating the cause of the occurrence. 
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2070 Occupational Health and Safety Act 
Regulations , 0. Reg. 213/91, s. 145 , 
s. 152 

CONSTRUCTION PROJECTS - 145. (1) The owner of an elevating work platform shall maintain it such that the 
safety factors of the original design are maintained. 
(2) The owner of an elevating work platform shall keep a permanent record of all inspections, tests, repairs, 
modifications and maintenance performed on it. ). 
(3) The permanent record required by subsection (2), 
(a) shall be kept up-to-date; 
(b) shall include complete records from the more recent of, 
(i) the date of purchase, or 
(ii) the date this Regulation is filed; and 
(c) shall include the signature and name of the person who performed the inspection, test, repair, modification 
or maintenance. 
152. (1) The owner of a crane or similar hoisting device shall keep a permanent record of all inspections of, 
tests of, repairs to, modifications to and maintenance of the crane or similar hoisting device. 
(2) The owner of a crane or similar hoisting device shall prepare a log book for it for use at a project that shall 
include the record referred to in subsection (1) covering the period that is the greater of, 
(a) the immediately preceding twelve months; and 
(b) the period the crane or similar hoisting device is on the project. 
(3) The log book shall be kept with the crane or similar hoisting device. 
(4) The owner of a crane or similar hoisting device shall retain and make available to the constructor on request 
copies of all log books and records for the crane or similar hoisting device. 

Inspection 
Reports - Life of 
Equipment 

Not specified 

2071 Occupational Health and Safety Act 
Regulations , 0. Reg. 213/91, s. 60 

CONSTRUCTION PROJECTS - 60.-63. Revoked: O. Reg. 628/05, s. 2. 
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2072 Occupational Health and Safety Act 
Regulations , 0. Reg. 67 /93, s. 60, s. 
79 

HEALTH CARE AND RESIDENTIAL FACILITIES - Equipment - 60. (1) An autoclave or sterilization machine shall, 
(a) if the sterilant used in it is ethylene oxide or another hazardous chemical, be vented to the outdoors; 
(b) be operated by a worker qualified by training and experience to do so; 
(c) have its operating and emergency instructions posted adjacent to it; 
(d) be maintained on a regular basis and be inspected at least once every three months; 
(e) be tested when first put into service and annually thereafter by a person qualified by training and experience 
to do so and a record of the test shall be kept; and 
(f) have a pressure relief valve set at a pressure not exceeding that for which it was designed and intended. 
(2) After its operation or use, an autoclave or sterilization machine shall not be opened until its pressure has 
returned to atmospheric pressure 
79. (1) Lifting equipment shall be thoroughly examined by a competent person to determine its capability of 
handling the maximum load as rated, 
(a) before being used for the first time; and 
(b) thereafter as often as necessary but not less frequently than recommended by the manufacturer and, in any 
case, at least once a year. 
(2) A permanent record shall be kept of each examination conducted under subsection (1) for as long as the 
equipment remains on the premises and for one year after the equipment is removed and the record shall be 
signed by the person who conducted it. 

Equipment Removal + 1 year 

2073 Occupational Health and Safety Act 
Regulations, R.R.O. 1990, Reg. 851, 
ss. 6 & 51 

INDUSTRIAL ESTABLISHMENTS - Notice of Accident - 6. Where a report or permanent record is prescribed to be 
kept, it shall be kept for, 
(a) a period of at least one year; or 
(b) such longer period as is necessary to ensure that at least the two most recent reports or records are kept. 
51. (1) A lifting device shall, 
(a) be so constructed, of such strength and be equipped with suitable ropes, chains, slings and other fittings so 
as to adequately ensure the safety of all workers; 
(b) be thoroughly examined by a competent person to determine its capability of handling the maximum load as 
rated, 
(i) prior to being used for the first time, and 
(ii) thereafter as often as necessary but not less frequently than recommended by the manufacturer and in any 
case, at least once a year, 
and a permanent record shall be kept, signed by the competent person doing the examination 

Permanent 
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2074 Occupational Health and Safety Act 
Regulations, 0. Reg. 67 /93, ss. 4-6 

4. The employer shall keep on file all records or reports that are required to be kept under this Regulation for a 
period of at least one year or such longer period as is necessary to ensure that the two most recent reports or 
records are on file. 5. If a worker is killed or critically injured at a facility If an accident, explosion or fire causes 
injury to a worker If an accident, explosion or fire at a facility causes injury requiring medical attention but does 
not disable a worker from performing his or her usual work, the employer shall keep a record of that occurrence. 

Not specified 

The record kept by the employer under subsection (3) for inspection by an inspector shall be notice to a 
Director. 6. If an occurrence involves the collapse or failure of a temporary or permanent structure that was 
designed by a professional engineer or architect, the employer shall, within fourteen days after the occurrence, 
supplement the notice or report required by section 51 or 52 of the Act with the written opinion of a 
professional engineer as to the cause of the collapse or failure. 

2075 Occupational Health and Safety Act 
Regulations, 0. Reg. 67/93, s. 43 

43.-43.19 Revoked: O. Reg. 97/11, s. 1. 
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2076 Occupational Health and Safety Act 
Regulations, R.R.0. 1990, Reg. 860, s. 
17 

WORKPLACE HAZARDOUS MATERIALS INFORMATION SYSTEM (WHMIS) - 17. (1) An employer who receives a 
controlled product from a supplier for use at a workplace shall obtain a supplier material safety data sheet for 
the controlled product. 
(2) A supplier material safety data sheet for a controlled product shall contain the same information as the 
material safety data sheet, if any, that the supplier is required in the circumstances to transmit to a purchaser of 
the controlled product under paragraph 13 (a) of the Hazardous Products Act (Canada). 
(3) When a supplier material safety data sheet obtained under subsection (1) is three years old, the employer 
shall, if possible, obtain from the supplier an unexpired supplier material safety data sheet if any of the 
controlled product remains in the workplace. 
(4) An employer who is unable to obtain a material safety data sheet as referred to in subsection (3) shall add all 
new hazard information for the controlled product to the existing supplier material safety data sheet on the 
basis of the ingredients disclosed in it. 
(5) An employer may provide a material safety data sheet in a different format from that of the supplier 
material safety data sheet for the controlled product or containing additional hazard information, 
a) if the material safety data sheet provided by the employer, subject to subsection 40 (6) of the Act, contains no 
less content than the supplier material safety data sheet; and 
(b) if the supplier material safety data sheet is available at the workplace and the employer-provided material 
safety data sheet indicates that fact. 
(6) Fla supplier is exempted by subsection 9 (1) or section 10 of the Controlled Products Regulations (Canada) 
from providing a material safety data sheet for a controlled product, an employer is exempted from obtaining 
one from the supplier. 

Requirement Not specified 

2077 Occupational Health and Safety Act 
Regulations, R.R.O. 1990, Reg. 851, ss. 
6 & 68 

INDUSTRIAL ESTABLISHMENTS - 6. Where, under section 5 or 51, a report or permanent record is prescribed to 
be kept, it shall be kept for, 
(a) a period of at least one year; or 
(b) such longer period as is necessary to ensure that at least the two most recent reports or records are kept. 
67.-71. Revoked: 0. Reg. 629/05, s. 4. 

Last inspection + 2 years 
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2078 Occupational Health and Safety Act WINDOW CLEANING - 39. (1) Every owner of a building where a suspended scaffold, boatswain's chair or Requirement Not specified 
Regulations, R.R.O. 1990, Reg. 859, ss. similar single-point suspension equipment is to be used for window cleaning shall prepare a sketch or sketches 

39 & 40 , s. 41 showing all anchor points and related structures on the building that are suitable and adequate for the 
attachment of the suspended scaffold, boatswain's chair or similar single-point suspension equipment and the 
lifeline. 40. (1) Every owner of a building where sill work is done shall prepare a sketch or sketches showing all 
anchor points and related structures on the building that are suitable and adequate for the attachment of a 
lifeline for a worker who performs the sill work. 41. (5) A building owner shall keep a record of the inspections of 
any anchor points and any permanently-installed suspended scaffold at a building in a log book to be maintained 
and retained as long as the anchor points and suspended scaffold are used, showing, 
(a) the date on which each inspection is made; 
(b) the name and signature of the person making the inspection; and 
(c) any modifications or repairs made to an anchor point or a suspended scaffold, including the date they are 
made and the name and signature of the person making the modifications or repairs. 
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2079 Occupational Health and Safety Act, 12. (1) For workplaces to which the insurance plan established under the Workplace Safety and Insurance Act, Requirement Not specified 
R.S. 0. 1990, c. 0.1, s. 12, s. 51, s. 52 1997 applies, the Workplace Safety and Insurance Board, upon the request of an employer, a worker, 

committee, health and safety representative or trade union, shall send to the employer, and to the worker, 
committee, health and safety representative or trade union requesting the information an annual summary of 
data relating to the employer in respect of the number of work accident fatalities, the number of lost work day 
cases, the number of lost work days, the number of non-fatal cases that required medical aid without lost work 
days, the incidence of occupational illnesses, the number of occupational injuries, and such other data as the 
Board may consider necessary or advisable. 51. (1) Where a person is killed or critically injured from any cause 
at a workplace, the constructor, if any, and the employer shall notify an inspector, and the committee, health 
and safety representative and trade union, if any, immediately of the occurrence by telephone or other direct 
means and the employer shall, within forty-eight hours after the occurrence, send to a Director a written report 
of the circumstances of the occurrence containing such information and particulars as the regulations prescribe. 
52. (1) If a person is disabled from performing his or her usual work or requires medical attention because of an 
accident, explosion, fire or incident of workplace violence at a workplace, but no person dies or is critically 
injured because of that occurrence, the employer shall, within four days of the occurrence, give written notice of 
the occurrence containing the prescribed information and particulars to the following: 
1. The committee, the health and safety representative and the trade union, if any. 
2. The Director, if an inspector requires notification of the Director 
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2080 Occupational Health and Safety Act, 
R.S.O. 1990, c. 0.1, s. 26, s. 30 

26. (1)An employer shall, 
(c) keep and maintain accurate records of the handling, storage, use and disposal of biological, chemical or 
physical agents as prescribed; 
(d) accurately keep and maintain and make available to the worker affected such records of the exposure of a 
worker to biological, chemical or physical agents as may be prescribed; 
(f) monitor at such time or times or at such interval or intervals the levels of biological, chemical or physical 
agents in a workplace and keep and post accurate records thereof as prescribed; 
(h) establish a medical surveillance program for the benefit of workers as prescribed; 
(i) provide for safety-related medical examinations and tests for workers as prescribed; 
(k) where so prescribed, provide a worker with written instructions as to the measures and procedures to be 
taken for the protection of a worker; and 
(I) carry out such training programs for workers, supervisors and committee members as may be prescribed. 
30. (1) Before beginning a project, the owner shall determine whether any designated substances are present at 
the project site and shall prepare a list of all designated substances that are present at the site.(2) If any work on 
a project is tendered, the person issuing the tenders shall include, as part of the tendering information, a copy of 
the list referred to in subsection (1). 

Requirement Not specified 

2081 Occupational Health and Safety Act, 
R.S.O. 1990, c. 0.1, s. 29 

Plans of workplaces 
(3) Where so prescribed, an owner or employer shall, 
(a) not begin any construction, development, reconstruction, alteration, addition or installation to or in a 
workplace until the drawings, layout and specifications thereof and any alterations thereto have been filed with 
the Ministry for review by an engineer of the Ministry for compliance with this Act and the regulations; and 
(b) keep a copy of the drawings as reviewed in a convenient location at or near the workplace and such drawings 
shall be produced by the owner or employer upon the request of an inspector for his or her examination and 
inspection. 

Requirement Not specified 
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2082 Occupational Health and Safety Act, 
R.S.O. 1990, c. 0.1, s. 54 

Powers of inspector 54. (1) An inspector may 
(c) require the production of any drawings, specifications, licence, document, record or report, and inspect, 
examine and copy the same; 
(d) upon giving a receipt therefor, remove any drawings, specifications, licence, document, record or report 
inspected or examined for the purpose of making copies thereof or extracts therefrom, and upon making copies 
thereof or extracts therefrom, shall promptly return the same to the person who produced or furnished them; 
(e) conduct or take tests of any equipment, machine, device, article, thing, material or biological, chemical or 
physical agent in or about a workplace and for such purposes, take and carry away such samples as may be 
necessary; 
(f) require in writing an employer to cause any tests described in clause (e) to be conducted or taken, at the 
expense of the employer, by a person possessing such special expert or professional knowledge or qualifications 
as are specified by the inspector and to provide, at the expense of the employer, a report or assessment by that 
person 

Requirement Not specified 

2083 Occupational Health and Safety Act, 
R.S.O. 1990, c. 0.1, s. 9 

9. (2) A joint health and safety committee is required, at a workplace at which twenty or more workers are 
regularly employed. A committee shall maintain and keep minutes of its proceedings, conduct inspections, 
certifications, recommendations, responses, prepare inspection reports, testing strategies. 

Requirement Not specified 

2084 Occupational Health and Safety Act, 
R.S.O. 1990, Confined Space 
Regulation 632/05 

7. (1) Before any worker enters a confined space, the employer shall ensure that an adequate written plan, 
including procedures for the control of hazards identified in the assessment, has been developed and 
implemented by a competent person for the confined space. (1) Every worker who enters a confined space or 
who performs related work shall be given adequate training for safe work practices for working in confined 
spaces and for performing related work, including training in the recognition of hazards associated with confined 
spaces. (5) The employer shall maintain up-to-date written records showing who provided and who received 
training under this section, the nature of the training and the date when it was provided. 
21. (1) In the case of a workplace that is not a project, the employer shall retain every assessment, plan, co-
ordination document under section 4, record of training under subsection 8 (5) or 9 (2), entry permit under 
section 10, record of an inspection under subsection 12 (2) and record of a test under section 18, including 
records of each sample, for the longer of the following periods: 
1. One year after the document is created. 
2. The period that is necessary to ensure that at least the two most recent records of each kind that relate to a 
particular confined space are retained. O. Reg. 95/11, s. 10. 

Requirement Current year + 2 years 
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2085 Ontario Disability Support Program 
(ODSP) Bulletin 005-2001 Ontario 
Works Bulletin 2001-08 

The Freedom of Information and Protection of Privacy Act and the Municipal 
Freedom of Information and Protection of Privacy Act, requires that personal 
information used by an institution shall be retained for at least one year after 
it is used. For unfounded allegations, this means one year after the 
completion of an assessment or investigation (including police, crown and trial 
activities, where applicable). 

Requirement Case closed + 1 year 

2086 Ontario Disability Support Program 
Act, 1997 Regulations, 0. Reg. 222/98, 
s. 12, s. 14, s. 15 

APPLICATIONS FOR INCOME SUPPORT -12. (1) A person is not eligible for income support if the person fails to 
provide the information the Director requires to determine initial or ongoing eligibility for income support. 14. 
(1) An application for income support shall be made to the Director in the form and manner approved by the 
Director. (2) The Director may require an applicant to provide information necessary to determine and verify 
the applicant's eligibility for income support. 16. (3) The application is not complete until the application and all 
accompanying forms, agreements and consents have been completed and signed and have been provided, 
together with any required verification of information, to the Director. (5) An application referred to in 
subsection 14 (1) that has not been completed within 90 days after a request under paragraph 1 of section 47 
has been made shall be deemed to be withdrawn unless the Director approves a greater period of time for its 
completion 

Requirement Not specified 

2087 Ontario Disability Support Program 
Act, 1997 Regulations, 0. Reg. 222/98, 
s. 54 

54. For the purpose of carrying out an investigation (5) If an eligibility review officer makes a demand, the 
person having custody of the things shall produce them to the officer. On issuing a written receipt, the officer 
may remove the things that are produced and may, 
(a) review or copy any of them; or 
(b) bring them before a justice of the peace, in which case section 159 of the Provincial Offences Act applies, or 
deal with them in accordance with the applicable provisions of the Criminal Code (Canada). 
(7) Except where clause (6) (b) applies, the officer shall review or copy things with reasonable dispatch and shall 
forthwith after doing so return the things to the person who produced them. 
(8) A copy certified by an officer as a copy made under clause (6) (a) is admissible in evidence to the same 
extent, and has the same evidentiary value, as the thing copied 

Requirement Not specified 

2088 Ontario Disability Support Program 
Act, 1997 Regulations, 0. Reg. 223/98, 
s. 1 

EMPLOYMENT SUPPORTS - 1. (1) An application for employment supports must be made on a form approved 
by the Director. 

Requirement Not specified 
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2089 Ontario Disability Support Program 
Act, 1997, c. 25, Sch. B, s. 10 , s. 16 , s. 
19 (notice of decision), s. 24, s. 34, 39 

Application for income support - 10. (1) An application for income support shall be made in the prescribed 
manner and shall contain the prescribed information. (2) Despite any decision of the Director, the Tribunal or a 
court, a further application for income support may be made by an applicant or recipient upon new or other 
evidence or if material circumstances have changed. 16. (1) The Director may give a recipient notice in writing 
of a decision determining that an overpayment exists and, if the Director does, the notice shall set out the 
amount of the overpayment and the prescribed information concerning the decision. 19. The Director shall give 
notice to the applicant or recipient of a decision that may be appealed and the notice shall advise the applicant 
or recipient that he or she may request an internal review of it. 
24. If there is a delivery agent under section 39, the delivery agent shall notify the Director of the prescribed 
appeals to the Tribunal and the Tribunal shall add the Director as a party, on his or her request. 34. An 
application for employment supports shall be made to the service co-ordinator for the geographic area in which 
the person applying resides. Agreement for delivery of income support. 39. (1) The Minister may enter into an 
agreement with a municipality, a band as defined under the Indian Act (Canada), a district social services 
administration board or a person providing that the municipality, band, board or person shall exercise those 
powers and duties of the Director relating to income support or financial assistance under section 49 that are 
specified in the agreement. (7) An agreement under this section shall provide for the ownership, collection, use, 
disclosure and safeguarding of privacy of personal information and for a person's access to his or her personal 
information subject to the prescribed conditions. 

Requirement Not specified 

2090 Ontario Disability Support Program 
Act, 1997, c. 25, Sch. B, s. 10, s. 16, s. 
19, s. 24, s. 34 

see above. Not specified 
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2091 Ontario Municipal Board Act 
Regulations, R.R.O. 1990, Reg. 889, s. 
8.02, s. 11.03 , 31.01 

Rules of Procedure. An application by a municipality for an order authorizing the issue of debentures or the 

raising of money beyond the current term of council shall be accompanied by a completed submission form. 

Where an application is made to the Ontario Municipal Board under the Planning Act, a submission form related 

to the particular application shall be completed and filed with the Board. A notice of motion shall identify the 
moving party; set out the time and place for the hearing of the motion; state the precise relief sought; specify 

the grounds to be argued, including a reference to any statutory provision or rule, if any, to be relied on; be 

accompanied by an affidavit of a person having knowledge, or information and belief; list the documents to be 

used at the hearing of the motion; 
state whether the moving party will seek leave of the Board to adduce oral evidence at the hearing of the 
motion and identify the nature of the evidence; identify the names and addresses of all parties, other than the 

moving party, and of any other person to whom the Board has directed notice be given; and identify by name, 

address and telephone number the moving party's solicitor or the moving party. 
A party who requires the attendance of a person as a witness at a hearing may serve the person with a summons 
to witness requiring him or her to attend the hearing at the time and place stated in the summons, and the 
summons may also require the person to produce at the hearing the documents or other things in his or her 

possession, control or power relating to the matters in question in the application or motion that are specified in 

the summons. 

2092 Ontario Registry Act, R.S.O. 1990, 
c.R.20, s.112(1) 

Title search period. A person dealing with land shall not be required to show that the person is lawfully entitled 

to the land as owner thereof through a good and sufficient chain of title during a period greater than the forty 

years immediately preceding the day of such dealing, except in respect of a claim referred to in subsection 113 

(5). A claim of the Crown reserved by letters patent, of the Crown in unpatented land or in land for which letters 
patent have been issued, but which has reverted to the Crown by forfeiture or cancellation of letters patent, or 

in land that has otherwise reverted to the Crown, of the Crown or a municipality in a public highway or lane, of a 

person to an unregistered right of way, easement or other right that the person is openly enjoying and using; a 

claim arising under any Act; or a claim of a corporation authorized to construct or operate a railway, including a 

street railway or incline railway, in respect of lands acquired by the corporation after the 1st day of July, 1930, 
and owned or used for the purposes of a right of way for railway lines, or abutting such right of way. 

PAGE 50 



2093 Ontario Water Resources Act Regulations regarding Water Works and Sewage Works. Manuals - 2 years until superseded; Logs and 
Regulations, 0. Reg. 435/93, s. 4, s. 9, 
s. 16, s. 17, s. 18, s. 19 , s. 20 

The owner of a facility shall file an application with the Director for classification of the facility. The owner shall 
ensure that the certificate is conspicuously displayed at the facility or at premises from which the operations of 
the facility are managed. The owner of a facility shall ensure that a copy of the licence of every licensed operator 
who is employed in the facility is conspicuously displayed at the operator's workplace or at premises from which 
the operations of the facility are managed. The owner of a facility shall ensure that operators and maintenance 
personnel in the facility have ready access to comprehensive operations and maintenance manuals that contain 
plans, drawings and process descriptions sufficient for the safe and efficient operation of the facility. The owner 
shall ensure that the manuals are reviewed and updated at least once every two years. The owner of a facility 
shall ensure that every operator employed in the facility is given at least forty hours of training every year. The 
training may include, for example, training in new or revised operating procedures, reviews of existing operating 
procedures, safety training and studies of information and technical skills related to environmental subjects. The 
owner shall ensure that records are maintained of the training given. The owner shall submit copies or 
summaries of the records to the Director when requested. The owner shall ensure that logs and other record-
keeping mechanisms are accessible in the facility for at least two years after the last entry. 

other records - at least 2 years 

2094 Ontario Water Resources Act, R.S.0. 
1990, c. 0.40, s. 32 

Measures to alleviate effects of impairment of quality of water. Where it is in the public interest to do so, the 
Director, may require a person who owns, manages or has control of a sewage works, water works or other 
facility which may discharge material into a water or watercourse that may impair the quality of the water, to do 
any one or more of the following: To have available at all times, the equipment, material and personnel at the 
locations specified in the order to prevent, reduce or alleviate any impairment of the quality of the water or the 
effects of any impairment of the quality of the water. 
To obtain, construct and install or modify the devices, equipment and facilities specified in the order at the 
locations and in the manner specified. To implement the procedures specified in the order. To take all steps 
necessary to ensure that the procedures specified in the order will be implemented in the event that a water or 
watercourse becomes impaired or may become impaired. To monitor and record the quality and quantity of any 
water and to report to the Director. To study and to report to the Director measures to control the discharge 
into a water or watercourse of a material the effects of the discharge into a water or watercourse of a material, 
the water or watercourse into which a material may be discharged. 
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2095 Ontario Water Resources Act, R.S.O. 
1990, c. 0.40, ss. 52, 53 & 60 

No person shall use, operate, establish, alter, extend or replace new or existing sewage works except under and 

in accordance with an environmental compliance approval. 
Appeals to Tribunal following refusal of approval - If an agreement under section 81 of the Environmental 
Protection Act was in force immediately before the repeal of Part VIII of that Act, the party administering the 
agreement shall keep all records in their possession or under their control for a period of 6 years from the date 

of the repeal or as otherwise prescribed under subsection (11); on the written request of the Director, deliver a 
record or certified copy of a record; a certificate as to the service of any document relating to Part VIII; a 
certificate as to the custody of any document relating to Part VIII; a certificate as to whether or not any 
document relating to Part VIII as specified in the request was received or issued. A record, certified copy of a 
record or a certificate that is or relates to an approval, certificate, consent, licence, notice, permit, order or 
return under Part VIII of the Environmental Protection Act shall be deemed to be an official document signed by 

an employee in the Ministry. 
The owner of sewage works shall make returns on the matters and within the time specified by the Director. 

Requirement 6 years following the date of repeal 

2096 Ontario Works Act, 1997 Regulations 
(General), 0. Reg. 134/98, s. 14 s. 17, 
s. 18, s. 19 

These regulations set out the procedures for determining a person's eligibility for income assistance including 
information required from an employer. Includes the eligibility of a member of a benefit unit. Information 
needed may include a benefit unit's budgetary requirements, attendance and progress in an education or 

training program, employment and proposed employment assistance activities and their status in Canada. 

2097 Ontario Works Act, 1997 Regulations 
(General), 0. Reg. 134/98, s. 59 

A delivery agent may pay or provide one or more of the benefits to or on behalf of a person in the amount 
determined by the administrator. The benefits are the following: 
dental services, one or more prosthetic appliances, including eye-glasses, vocational training and retraining, 

travel and transportation, cost of moving, funeral and burial and costs of transporting a deceased person. Any 

other special service, item or payment authorized by the Director. 
An application for discretionary benefits shall be in the form and manner approved by the Director and shall be 

made to the administrator for the geographic area where the applicant resides. Beneficiaries under the Family 
Benefits Act and children on whose behalf financial assistance is provided under section 49 of the Ontario 
Disability Support Program Act, 1997 are prescribed classes for the purpose of clause 8 (c) of the Ontario Works 
Act, 1997. Children on behalf of whom temporary care assistance is provided. Ontario or a delivery agent is 
entitled to recover amounts paid from the persons or organizations liable for the payment of those costs. 
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2098 Ontario Works Act, 1997 Regulations An eligibility review officer may enter any place that the officer believes contains evidence relevant to 
(General), 0. Reg. 134/98, s. 65 determining a person's eligibility for payments. They may inquire into all financial transactions, records and 

other matters that are relevant to the investigation; and demand the production for inspection of anything 
described in clause (b). An officer shall not, without the consent of the occupier, exercise a power to enter a 
place that is being used as a dwelling except under the authority of a search warrant. An officer shall exercise 
the powers only during business hours. A demand shall be in writing and shall include a statement of the nature 
of the things required. If an officer makes a demand, the person having custody of the things shall produce them 
to the officer. On issuing a written receipt, the officer may remove the things that are produced and may, review 
or copy any of them; or bring them before a justice of the peace, in which case section 159 of the Provincial 
Offences Act applies, or deal with them in accordance with the applicable provisions of the Criminal Code 
(Canada). A copy certified by an officer as a copy is admissible in evidence to the same extent, and has the same 
evidentiary value as the thing copied. For the purpose of carrying out an investigation, an officer may use a data 
storage, processing or retrieval device or system in order to produce a record in readable form. An officer may 
require information or material from a person who is the subject of an investigation or from any person who the 
officer has reason to believe can provide information or material relevant to the investigation. For the purposes 
of the Act and the regulations, a family support worker may enter into an agreement on behalf of the delivery 
agent with a person who has a legal obligation to provide support to a member of the benefit unit under an 
agreement or a court order or judgment regarding the recovery of income assistance paid for the benefit of that 
member from that person; assist a member of the benefit unit or the delivery agent with legal proceedings or in 
completing an agreement providing for support of a member of a benefit unit, including a domestic contract or a 
paternity agreement, and register any such agreement with the Family Responsibility Office; complete 
supporting documentation including directions regarding payment of funds; and collect, use and disclose 
personal information necessary to carry out his or her duties under this section, in accordance with any 
agreements entered into under section 71, 72 or 73 of the Act. 
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2099 Ontario Works Act, 1997 Regulations, 
0. Reg. 135/98, s. 2, s. 3 

An administrator shall complete a monthly application for payment of a subsidy by Ontario with respect to 
assistance paid in a month and shall forward it to the Director before the 20th day of the month next following. 
An administrator shall complete an annual application for payment of a subsidy by Ontario with respect to the 
cost of administration. An administrator shall complete a quarterly report with respect to the costs. An 
administrator shall complete a separate statement of account for each recipient to whom or on whose behalf 
assistance has been paid during each month and retain the statement in the administrator's files. The Director 
may require an administrator to provide them with whatever information as to the contents of the information 
that is considered necessary; require an inspection and audit of the books and accounts of the delivery agent. 
An administrator shall provide the Director with such information and evidence as may be required with respect 
to an applicant or recipient to determine whether or not they are eligible for assistance. 

2100 Pay Equity Act, R.S.O. 1990, c. P.7, s. 
13 

Documents, to be known as pay equity plans, shall be prepared in accordance with this Part to provide for pay 
equity for the female job classes in each establishment of every employer. Every employer who prepares and 
implements a pay equity plan shall be deemed not to be in contravention of subsection 7 (1) with respect to 
those employees covered by the plan or plans that apply to the employees but only with respect to those 
compensation practices that existed immediately before the effective date. 

2101 Planning Act Regulations This regulation concerns Minor Variance Applications and The Committee of Adjustment. Includes information 
and material to be provided by an applicant, notice given to the municipality and applicant before a hearing and 
the posting and publication of an application prior to approval. 

2102 Planning Act, R.S.O. 1990, c. P.13, s. 
51 

This Act concerns decisions made by the Municipal Board regarding planning matters. If all appeals are 
withdrawn and the time for appealing a decision has expired or if all appeals are withdrawn, the secretary of the 
Municipal Board shall notify the approval authority and the decision of the approval authority shall be deemed 
to have been made on the day after the day all appeals have been withdrawn. 
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2103 Police Services Act, R.S.0. 1990, c. 
P.15, s. 39 

The municipal police services board shall submit operating and capital estimates to the municipal council that 
will show the amounts that will be required to maintain the police force and provide it with equipment and 
facilities; and to pay the expenses of the board's operation other than the remuneration of board members. The 
format of the estimates, the period that they cover and the timetable for their submission shall be as 
determined by the council. If the board is not satisfied that the budget established for it by the council is 
sufficient to maintain an adequate number of police officers or other employees of the police force or to provide 
the police force with adequate equipment or facilities, the board may request an appeal through the Ontario 
Civilian Police Commission. 

2104 Public Sector Salary Disclosure Act, 
1996, c. I, Sch. A, s. 3 

The purpose of this Act is to assure the public disclosure of the salary and benefits paid in respect of 
employment in the public sector to employees who are paid a salary of $100,000 or more in a year. The 
Management Board of Cabinet may require evidence that the funding received from the Government of Ontario 
in a year is less than 10 per cent of the body's gross revenues for the year. Not later than March 31 of each year 
every employer shall make available for inspection by the public without charge a written record of the amount 
of salary and benefits paid in the previous year by the employer to an employee paid at least $100,000 as salary. 
An employer shall allow the public to inspect it at a suitable location on the employer's premises at any time 
during the employer's normal working hours throughout the period beginning on March 31 and ending on 
December 31 of the same year. 

2105 Public Vehicles Act Regulations 
(General), R.R.0. 1990, Reg. 982, ss. 
11 & 24 

Every licensee shall ensure that a chartered trip report is completed for each trip that the licensee operates and 
that a copy is given to the driver of each public vehicle involved in the chartered trip to be carried on the trip. 
A report must be signed by or on behalf of the licensee. A licensee shall keep a record of the hours of labour of 
all drivers and the vehicles driven during those hours; the operation of each public vehicle, showing each trip on 
which it is operated; and every chartered or special trip operated by the licensee, including a copy of every 
chartered trip report and shall make the records available at any reasonable time within one year for inspection 
by an officer of the Ministry. 
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2106 Real Property Limitations Act, R.S.O. 
1990, c.L.15, s.3(1) , s.4 

No entry, distress, or action shall be made or brought on behalf of Her Majesty against any person for the 
recovery of or respecting any land or rent, or of land or for or concerning any revenues, rents, issues or profits, 
but within sixty years next after the right to make such entry or distress or to bring such action has first accrued 

to Her Majesty. No person shall make an entry or distress, or bring an action to recover any land or rent, but 
within ten years next after the time at which the right to make such entry or distress, or to bring such action, 
first accrued to some person through whom the person making or bringing it claims, or if the right did not accrue 
to any person through whom that person claims, then within ten years next after the time at which the right to 
make such entry or distress, or to bring such action, first accrued to the person making or bringing it. 

2107 Residential Tenancies Act, 2006, S.O. 
2006, c.17, s.10,s.12, s.29), s.78 

This Act applies with respect to rental units in residential complexes. Includes the landlords right to collect 
income information about a prospective tenant. The information that should be included in a tenancy 
agreement, the payment of rent, any breaches in a landlord's obligations towards the tenant including 
harassment, illegally entering the rental unit, etc. the criteria for evicting a tenant. 
No application for settlement may be made more than one year after the day the alleged conduct giving rise to 
the application occurred. 

2108 Retail Business Holidays Act 
Regulations, O.Reg. 711/91, s. 6 

Tourism Criteria. This Regulation sets out the tourism criteria that must be met before a municipality may pass 
an exempting by-law. An application for an exemption shall contain the following: a description of the area or 
the retail business establishment for which the exemption is sought. The justification, in relation to the seasonal 
nature of the tourist attraction, for the time period sought in the exemption. Information establishing that the 
tourism criteria set out in this Regulation are met. An application in respect of a retail business establishment 

shall be made only by that retail business establishment. 

2109 Smoke-Free Ontario Act S.0. 1994, c. 
10 

Concerns the sale and promotion of tobacco in Ontario including health warnings and sales via vending 
machines. Also prohibition, restrictions, convictions, inspections and inspection of records including drawings, 
specifications or floor plans for an enclosed workplace. 

2110 Social Housing Reform Act, 2000, 
Chapter 27, s 23 (I) authority to 
incorporate, s(2) status. 

The Minister of Municipal Affairs and Housing may incorporate corporations with share capital under the 
Business Corporations Act as local housing corporations, to perform the duties and exercise the powers of local 
housing corporations under this Act. This Act also includes information on Transfer of Documents and Disclosure 
of Records including archival documents to the Archives of Ontario. s 55. 
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2111 Social Housing Reform Act, 2000, 
Ontario Regulation 368/01. 

This section prescribes records a service manager must keep and the lengths of time they must be kept. The 
service manager must keep a record received by the service manager from the Minister for at least seven years 
after the record is received. If the record is an agreement it must be kept for at least seven years after the 
agreement is terminated or expires. If the service manager has or had a duty to pay a subsidy for a housing 
project records must be kept for at least five years after the date on which the duty to pay the subsidy is 
terminated. This includes an operating agreement, construction contract, ground lease, contract with a 
development consultant or architect or any title document relating to the development or construction of the 
housing project (a drawing, plan or technical specification). 

Requirement 7 years 

If the service manager enters into an agreement under section 16 of the Act, the service manager must keep a 
copy of the agreement, together with all records related to the implementation or administration of the 
agreement, for at least five years after the agreement is terminated or expires. 
The service manager must keep the following for at least seven years after the notice is given: a copy of the 
notice. any record relied upon by the service manager to determine the existence of the situation, any record 
used in the preparation of the notice, any record related to the rectification of the situation. 
The service manager must keep a copy of each annual report and every document used in the preparation of the 
report for at least seven years after it is given to the Minister. 
If responsibility for a housing project is transferred to the service manager they must keep a record that relates 
to the housing project for at least seven years after the record is created or received by the service manager. If 
more than one subsection in this section applies with respect to a record, the record shall be kept long enough 
to satisfy all the subsections that apply. 

2112 Technical Standards and Safety Act 
Regulations O.Reg 220/0 I, s.5 

No person shall operate or use or permit a boiler, pressure vessel, fitting or piping to be operated or used unless 
a valid certificate of inspection has been issued in respect of the boiler, pressure vessel, fitting or piping. 
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2113 Technical Standards and Safety Act 
Regulations, 0. Reg 209/01 as 
amended, s.20, s.33, s.34, s.3 7 

If this Regulation, including the code adoption document, requires a laboratory or organization to carry out an 
engineering test on or a certification of an elevating device component, the person who carries out the test or 
certification shall file the test or certification document with the director. Where maintenance is carried out on 
equipment such as an elevator, it should be done in accordance with requirements for periodic inspection set 
out in the code adoption document. The inspection and tests required shall be carried out at intervals as long as 
the interval between the inspections or tests is not longer than 12 months. No inspection or test is required for 
an elevating device if the operational reliability of the device is proven through type testing and certification. 
Where the ownership of an elevating device changes, the records shall be transferred to the new owner. A 
record of inspections and tests shall be kept in the log book. Every owner of an elevating device and every 
contractor shall maintain a log book for each elevating device that they own or maintain, and the log book shall 
contain up-to-date data on all maintenance functions required to be recorded in the log book by the applicable 
code or standard referred to in the code adoption document; and such other data as are required to be kept by 
this Regulation. The log book shall be kept for a period of at least five years from the date of the last entry in the 
log book. The log book data shall be readily available at the location of the elevating device to an inspector, 
maintenance mechanic and other persons designated by the owner. A list of persons to be called in case of an 

equipment or power failure, an accident or any other emergency involving the elevating device is readily 
available at the location of the installation. 
A copy of the registered design submissions and general instructions for maintenance of the elevating device is 
readily available to an inspector and contractor; and on the transfer of ownership of an elevating device, a copy 
of the registered design submission and the instructions from maintenance are delivered to the new owner. 

Requirement Logbooks - at least 5 years 

2114 Workplace Safety and Insurance Act, 
1997 Regulations, R.R.O. 1990, Reg. 
1101, s. 5 

First Aid Requirements. Every employer shall keep a record of all circumstances respecting an accident as 
described by the injured worker, the date and time of its occurrence, the names of witnesses, the nature and 
exact location of the injuries to the worker and the date, time and nature of each first aid treatment given. 

PAGE 58 



2115 Workplace Safety and Insurance Act, Every Schedule 1 and Schedule 2 employer shall register with the Board within 10 days after becoming such an 
1997, c. 16, Sch. A, s. 75, s. 80 employer. When registering, a Schedule 1 employer shall give the Board a statement setting out the total 

estimated wages that workers are expected to earn during the current year. When registering and at such other 
times as the Board may require, a Schedule 1 employer shall give the Board such information as it may require 
to assign the employer to a class, subclass or group and such other information as the Board may request. When 
registering and at such other times as the Board may require, a Schedule 2 employer shall give the Board such 
information as it may require to determine the amount of any payment to the Board that may be required under 
the insurance plan and such other information as the Board may request. A Schedule 1 employer shall keep 
accurate records of all wages paid to the employer's workers and shall keep the records in Ontario. The 
employer shall produce the records referred to in subsection (1) when the Board or any of its officers requires 
the employer to do so. 

2116 Workplace Safety and Insurance Act, 
1997, c. 16, Sch. A, s. 78 

Every year a Schedule 1 employer shall give the Board a statement setting out the total wages earned during the 
preceding year by all workers and such other information as the Board may request. The statement must also 
set out the total estimated wages that workers are expected to earn during the current year. If the statement is 
made by a employer of a municipal volunteer fire brigade, of a volunteer ambulance brigade or of auxiliary 
members of a police force, it shall set out, the number of members of the brigade or auxiliary members of the 
police force; and the amount of earnings to be attributed to each member for the purposes of the insurance 
plan. If an employer does not submit a statement to the Board, the Board may determine the amount of 
premiums that should have been paid by the employer, and if it is later ascertained that the amount of the 
premium is less than the actual amount of the premium that should have been paid, the employer is liable to 
pay to the Board the difference. The Board may require an employer who fails to submit a statement to pay 
interest at a rate determined by the Board. A payment is in addition to any penalty imposed by a court for an 
offence under section 152. 
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2117 Workplace Safety and Insurance Act, 
1997, Sch. A, c. 16, s. 21, s. 22, s. 37, 
s. 47, s. 58 

This Act concerns the procedures that must be followed by an employer and an employee after an employee has 

an accident in the workplace. An agreement between a worker and his or her employer to waive or to forego 
any benefit to which the worker or his or her survivors are or may become entitled under the insurance plan is 
void. An employer shall notify the Board within three days after learning of an accident to a worker if the 
accident necessitates health care or results in the worker not being able to earn full wages. A worker shall file a 
claim as soon as possible after the accident but in no case shall he or she file a claim more than six months after 
the accident or, in the case of an occupational disease, after the worker learns that he or she suffers from the 
disease. A claim must be on a form approved by the Board and must be accompanied by such information and 
documents as the Board may require. Includes information on the disclosure of information, medical 
assessments, determination, redetermination and the payment of claims. The worker is not entitled to request 
a redetermination until 12 months have elapsed since the most recent determination by the Board concerning 

the degree of his or her impairment. 

2118 Ministry of Attorney General, 
Provincial Offences Act, R.S.O. 1990, 
c. P.33 

At the time of the POA transfer, the Province executed 52 Transfer Agreements with municipalities which 
included a Memorandum of Understanding (MOU) and a Local Side Agreement. The MOU outlines the 
obligations of the Municipal Partner and the Ministry of the Attorney General. Schedule 2 of the MOU states the 
retention of the charging document. 

The Provincial Offences Act is the procedural legislation for administering and prosecuting provincial offences. 
These offences include charges under the Highway Traffic Act, the Compulsory Automobile Insurance Act, the 

Once a matter has been completed all 
proceedings commenced under Parts I and III 
of the Act, the calendar year of the date of 
judgment plus 2 additional years, except 
where there has been an accident or a 
charge of careless driving, the calendar year 
of the judgment plus 7 additional years. 

Trespass to Property Act, the Liquor Licence Act, and other provincial legislation, municipal by-laws and minor 
federal offences. The P.O.A. governs all aspects of the legal prosecution process, from serving an Offence Notice 

to an accused person to conducting trials including sentencing and appeals. In June of 1999, the City of 
Brampton entered into a Memorandum of Understanding with the Ministry of the Attorney General , which 
transferred the responsibility for the administration and prosecution for provincial offence charges to the City. 

For all proceedings commenced under Part II 
of the Act, the calendar year of the date of 
judgment plus 2 additional years. Any other 
record retention requirements prescribed by 
law. 

This transfer included the functions of Clerk of the Court for proceedings commenced under the Provincial 
Offences Act Part I (e.g traffic tickets), Part II (e.g. parking tickets) and Part III (e.g. summons') to the City. 

The responsibility for prosecution of Part I, Part II and some Part III offences was also transferred to the City. 
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2119 Municipal Elections Act, 1996, S.O. 120-day retention period Requirement 120 days retention for election records 
1996, c. 32, Sched. 88 (1) The clerk shall retain the ballots and all other documents and materials related to an election for 120 days 

after declaring the results of the election under section 55. 1996, c. 32, Sched., s. 88 (1); 2009, c. 33, Sched. 21, 
s. 8 (49). 

Destruction of records 
(2) When the 120-day period has elapsed, the clerk, 

(a) shall destroy the ballots, in the presence of two witnesses; and 

except campaign finance documents. 

Election campaign finance documents shall 
be retained until the member of the council 
or local board elected at the next regular 
election have taken office (4 years). 

(b) may destroy any other documents and materials related to the election. 1996, c. 32, Sched., s. 88 (2); 2009, 
c. 33, Sched. 21, s. 8 (50). 

Exception, recount 
(3) However, the clerk shall not destroy the ballots, documents or materials if, 

(a) a court orders that they be retained; or 

(b) a recount has been commenced and not finally disposed of. 1996, c. 32, Sched., s. 88 (3). 

Exception, election campaign finance documents 
(4) Subsection (2) does not apply to documents filed under sections 88.25, 88.29 and 88.32, which the clerk shall 
retain until the members of the council or local board elected at the next regular election have taken office. 
1996, c. 32, Sched., s. 88 (4); 2009, c. 33, Sched. 21, s. 8 (51); 2016, c. 15, s. 45 (1). 

PAGE 61 



2120 O. Reg. 580/22: PROVINCIAL 
PRIORITIES under Municipal Act, 
2001, S.O. 2001, c. 25 

Municipal Act, 2001, S.O. 2001, c. 25 
PART VI.1. Special Powers and Duties 
of the Head of Council. 284.3; 284.4 

Directions to municipal employees. 
For the purposes of exercising powers or performing duties under this Part, the head of council may, in writing, 
exercise the powers of the municipality to direct municipal employees to, (a) undertake research and provide 
advice to the head of council and the municipality on policies and programs of the municipality or of the head of 
council as they relate to the powers and duties under this Part; and (b) carry out duties related to the exercise of 
the power or performance of the duty, including implementing any decisions made by the head of council under 
this Part. 2022, c. 18, Sched. 2, s. 1. 
In writing 
If the head of council exercises a power or performs a duty under this Part, the head of council shall do so in 

writing and in accordance with the regulations, if any. 2022, c. 18, Sched. 2, s. 1. The head of council shall, in 
accordance with the regulations, make any prescribed information and documents available to the public and to 
any other prescribed persons or classes of persons. 2022, c. 18, Sched. 2, s. 1. 

Requirement 

2121 O. Reg. 530/22: PART VI.1 OF THE ACT 
under Municipal Act, 2001, S.O. 2001, 
c. 25 

When directing municipal employees under section 284.3 of the Act, the head of council shall, by the next 
business day, provide a written record of the direction to the clerk and chief administrative officer, if one is 
appointed. 
Except as otherwise provided in the Act and this Regulation, when exercising a power or performing a duty 
under Part VI.1 of the Act the head of council shall, (a) by the next business day, provide the written record 
produced in accordance with subsection 284.4 (1) of the Act to each member of council and to the clerk; and (b) 
subject to the Municipal Freedom of Information and Protection of Privacy Act, make the written record 
available to the public. 

Requirement 
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Citation # Ratite/ Regulation . . • Retention Description  

______ 
Requitement/ 
Best Practice 

_  _ 
Retentign TirnefraMe 

3000 Controlled Access Roads By-Jaw 59- 
77, s. 3 

• 

To designate Regional roads as controlled access highways and to prohibit or regulate the construction and use 
of any access onto highways under the jurisdiction of The Region; (By-law 59-77 repealed by BY-LAW NUMBER 
62-2013 - a by-law to consolidate and amend the by-laws that designate Regional roads as controlled access 
roads and to prohibit or regulate the construction and use of any access onto a Regional road, and to repeal By-
law Numbers 59-77, 45-83,120-83, 56-93 and 75-2012.) 7. An Applicant Regional Road access shall submit 
security in such an amount and form as, in the opinion of the Commissioner, is sufficient to cover the cost of 
repairing any damage to the Regional Road resulting from road and Access works, which security shall be 
reduced to 10% upon satisfactory completion of the road and Access works and correction of any deficiencies, 
and held for the duration of a three (3) year maintenance period 

Required 

3001 Delegation of Authority By-law (PEEL) BY-LAW NUMBER 16-2013 - A by-law to delegate to each lower-tier municipality the authority to pass a by-law 
establishing tax ratios and setting out a method by which the portion of Regional levies that will be raised in 
each lower-tier municipality can be determined. 
BY-LAW 65-1997 - A by-law to withdraw from the land division committee, the authority of Council to give 
consent under the Planning Act, R.S.O. 1990 Chapter P.13, as amended; to delegate such authority to the City of 
Mississauga and the City of Brampton; to set conditions for such delegationBY-LAW NUMBER 66-1997 - A by-law 
to delegate the authority of Council to give consent under the Planning Act, R.S.O. 1990 Chapter P.13, as 
amended, to constitute and appoint a Land Division Committee, set conditions for such delegation, prescribe a 
tariff for fees for applications, to provide for remuneration to Committee members, and to prescribe procedures 
for governing the calling place and proceedings of Committee meetings. 
BY-LAW NUMBER 70-1990 - A by-law to designate a head of the Regional Corporation for the purpose of the 
Municipal Freedom of Information and Protection of Privacy Act. 

A by-law to delegate to each lower-tier municipality the authority to pass a by-law establishing tax ratios and 
setting out a method by which the portion of Regional levies that will be raised in each lower-tier municipality 
can be determined. 

Required 
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3002 Duties of Clerk By-law 8-97 A by-law to set out the duties of the Regional Clerk and to allow for the appointment of an Acting Regional Clerk. 
Includes functions assigned to the Regional Clerk in the Procedural By-law and other by-laws, keeping records of 
the proceedings of Council and its Committees, being in charge of the corporate seal, be the source of public 
record, and carry out any other function as the law may require. (Uses: Document Regional Council and Peel 
Living Board decisions and Committee recommendations, maintain a master record of all by-laws enacted by the 
Region, Peel Living and subsisting by-laws enacted by predecessor municipalities such as Peel County and 
townships, planning & administration for Council & committee meetings.) 

Required 

3003 Financial Control By-law 45-2004, s. 4, 
s. 8 

A by-law establishing financial controls related to the Current Budget, the Capital Budget and reserve 
management of the Regional Municipality of Peel. ) Not less frequently than semi-annually, the Treasurer shall 
provide Council with a Financial Report including a written status report on the Reserves and Reserve Funds. 

Required 

3004 Gasoline Pumps By-law 218-77, s. 4 To regulate the erection of gasoline pumps adjacent to Regional Roads and monitor service station installations 
and upgrades. (Uses: all records relating to service stations and gasoline pumps, such as drawings, diagrams, 
applications for site and grading plan approval, correspondence and locations of underground tanks in relation 
to Regional roads.) 

Required T+5 (T= station closure) 

3005 Land Division By-law 66-97, Sch. B, 
Part C, s. 6 

A by-law to delegate the authority of Council to give consent under the Planning Act, R.S.O. 1990 Chapter P.13, 
as amended, to constitute and appoint a Land Division Committee, set conditions for such delegation, prescribe 
a tariff for fees for applications, to provide for remuneration to Committee members, and to prescribe 
procedures for governing the calling place and proceedings of Committee meetings 

Required T+50 (T=notice of decision) 

3006 Peel Heart Health Network/Healthy at 
Heart Grant Agreement, s. 4.3 

All records relating to health promotion. (Uses: Develop awareness in the community regarding the advantages 

of healthy life styles.) 
Required C+5 

3007 Peel Living General By-law 1-95, s. 
5.05 

5.05 Secretary - The Secretary or designate shall attend and be the secretary of all meetings of the Board and 
meetings of Members, and shall enter or cause to be entered records kept for that purpose minutes of all 
proceedings thereat; the Secretary shall give or cause to be given, as and when instructed, all notices to the 
directors, members, auditors and members of the committees of the board; the Secretary shall be custodian of 

the corporate seal of the Corporation and of all books, papers, records, documents and other instruments 
belonging to the Corporation except when some other officer or agent has been appointed for that purpose; and 
the Secretary shall have such other duties as the Board may prescribe. (Uses: Document Regional Council and 
Peel Living Board decisions and Committee recommendations.) 

Required Archival 

PAGE 64 



3008 Peel Living General By-law 1-95, s. 
5.06 

5.06 Treasurer - The Treasurer shall keep proper accounting records in compliance with the Act, and, under the 
direction of the Board, shall control the deposit of money, the safe-keeping of securities and the disbursement 
of the funds of the Corporation; the Treasurer shall render to the Board whenever required an account of the 
financial position of the Corporation and all transactions made by the Treasurer of the Corporation; and the 
Treasurer shall have such other duties as the Board may prescribe. (Uses: All records relating to financial 
management) 

Required C+6 

3009 Preservation and Destruction of 
Dcouments and Records. By-Law 
Number 68-98 

The Manager of Corporate Records shall administer the retention schedule and shall ensure that the schedule 
complies with all relevant legal requirements for records retention and records destruction. When official 
records have been destroyed pursuant to this by-law, the Manager of Corporate Records shall obtain written 
confirmation of the destruction and shall ensure that all disposition notices and certificates of destruction are 
preserved. 

Required Not specified (preserved = permanent) 

3010 Procedural By-law 54-1999 A by-law to govern the calling, place, and proceedings of the meetings of Council and its committees and the 
conduct of their members 

Required 

3011 Purchasing By-law 62-2001 A report shall be submitted annually to Regional Council or a Committee thereof summarizing the particulars of 
the disposition of all surplus goods pursuant to this by-law. Where the purchase of goods and services has been 
authorized in accordance with this by-law all documents forming part of the purchase contract including any 
purchase order, form of agreement or contract or other terms and conditions shall be executed by the signing 
officers duly authorized. 

Required 

3012 Real Property By-law 23-95, s. 12 12. A public register, which shall be available for inspection during regular office hours, shall be maintained and 
kept current, listing and describing the real property, owned and leased by The Regional Municipality of Peel, 
save and except those classes of property which may be exempt. 

Required Not specified 

3013 Region of Peel Notice By-law 63-2003 A by-law to prescribe the form, manner, and the times for the provision of notice. Where a notice is required 
under the Act but is not provided for specifically in this by-law, a notice which would substantially inform a 
reasonable person of the subject matter to which the notice relates, shall be deemed to be adequate, and in 
compliance with this by-law. 

Required Not specified 
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3014 Region of Peel's Smoke-free By-law 
14-2003 

A municipal law enforcement officer, or public health inspector acting under the direction of the Medical Officer 
of Health, may enter and inspect all buildings, structures or parts thereof that are subject to this By-law Any 
person who contravenes any provisions of this By-law is guilty of an offence and upon conviction is liable to a 
fine. 
Every proprietor of a public place that purports to have a designated smoking room shall, within 60 days of the 
written request of a municipal law enforcement officer, produce to the Medical Officer of Health a compliance 
report. 

Required Not specified 

3015 Retail Business Holidays By-law 18- 
1999 

A by-law under subsection 4(9) of the Retail Business Holidays Act (the "Act"), to establish a procedure to be 
followed by applicants for a by-law under subsection 4(1) of the Act permitting retail business establishments to 
open on holidays for the purpose of maintaining or developing tourism and for combining two or more 
applications, holding one public meeting with respect to two or more applications, establishing fees for the 
processing of applications and limiting the number of applications that will be considered in any year, and to 
repeal By-law Number 58-92. s. 2 Exemption application s. 4 supporting documents to Planning Commissioner. 
s. 9 Report to Planning Committee s. 11 Notice of public meeting 

Required Not specified 

3016 Sewage Works By-law 19-77 s. 8 - notice of non-payment, settlement of disputed account. (records relating to water customer accounts, such 
as collection notices, water billing inquiry computer reports, customer service issues, and correspondence) s. 9 -
submission for exemption from payment, appeal, correspondence on activities of Appeals Committee, 
engineer's report, notice of Council decision. (records relating to appeals of sanitary sewer charges such as 
applications and engineering reports pertaining to sewer operations.) 

Required 

3017 Sewer Discharge By-law 90-90 A by-law to regulate the discharge of matter into the sanitary and storm sewage systems of the Regional 
Municipality and making provision for the establishment of sewer rates and charges, pursuant to section 81 of 
The Regional Municipality of Peel Act, R.S.O. 1980, chapter 440 and to repeal certain parts of By-law Number 9-
75. s. 2 address of premises where water used, location of water source, copy of AECB licence, approval to 
discharge, certificate of approval or order, s. 4 waste survey report, s. 6 compliance program submission, 
progress reports, s. 8 approval of alternative device, s. 9 spill notification. 

Required 

3018 Tourism Exemptions By-law 58-92, 
Sch. A, s. 2, s. 6, s. 9 

Tourism Exemptions By-law 58-92, Sch. A, s. 2 (application), s. 6 (supporting documents), s. 9 (report to Planning 
Committee). Repealed by By-law 18-1999. See above - Retail Business Holidays By-law 18-1999. 

Required 

3019 Waterworks By-law 9-73, s. 3.1, s. 7.3 By-Law 9-73 respecting the supply of water, the management and maintenance of the Waterworks System of 
the Regional Corporation and the establishment of water rates and charges. s. 3.1 (application for water service), 
s. 7.3 (water meter register). 

Required 
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Citation # Statute/ Regulation Retention Description Requirement/ 
Best Practice 

Retention Timeframe 

4000 CCTV - Property and Public 
Conveyance, SOP (2011) 

Electronic Security Video Surveillance, more commonly referred to as Closed Circuit Television (CCTV) 
Surveillance System, has been in use for many years by many institutions to serve as a deterrent to criminal 
activity. CCTV consists of dedicated high-resolution cameras providing continuous recording and when 
required, real time surveillance. 

Requirement Video Surveillance: 72 hours 
CCTV Record: 1 Year 

4001 Confined Space Entry Procedures , 
Various SOPs 

These procedures were created to comply with Confined Space Regulation 632/05 of the Occupational Health 
and Safety Act, in conjunction with City of Brampton Policy #12.4.1, City of Brampton Policy 12.4.3 for Lock-out 
Procedures, and the City Of Brampton Confined Space Entry Standard Operation Procedure, and in recognition 
that Property Management staff, in the course of their duties, must enter confined spaces. 

Requirement 1 (Maintain minimum of 2 most recent 
records related to the space) 

4002 Security Control Telecommunications 
Recording, SOP (2012) 

All telephone calls made to and from Security Control, to be recorded at all times. Telecommunications 
equipment consists of hardwired (not wireless) desktop handsets capable of transmitting and receiving continual 
voice conversations. 

Requirement 1 Year 

4003 Security Radio Transmission 
Recording, SOP (2012) 

Radio Transmission equipment consists of portable and base station style professional grade radios that are 
capable of transmitting audio messages and receiving audio messages. The audible transmissions created by the 
Radio Transmission equipment on the frequencies licensed for use by Corporate Security Systems, will be 
recorded using digital recording equipment. 

Requirement 1 Year 
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Professional Guidelines
. . . 

Citation # Source Retention Description Requirement/ 
Best Practice 

Retention Timeframe 

5000 Closed Files - Retention and 
Disposition, Law Society of British 
Columbia, August 2006 

Trust and non-trust books, records, and accounts Best Practice Rule 3-68 of the Law Society Rules states that 
trust and non-trust books, records, and 
accounts listed in Rules 3-60 to 3-62 must be 
retained for at least 10 years, the first three 
years of which must be at the lawyer's chief 
place of practice. 

5001 Closed Files - Retention and 
Disposition, Law Society of British 
Columbia, August 2006 

There is no universal agreement on how long files should be retained. The Law Society has not set any policy 
requirements or guidelines. 

Best Practice There is no universal agreement on how long 
files should be retained. The Law Society has 
not set any policy requirements or 
guidelines. 
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5002 Closed Files - Retention and 
Disposition, Law Society of British 

Negligence actions Best Practice Negligence actions can be brought long after 
the alleged negligence has occurred. Section 

Columbia, August 2006 3(5) of the Limitation Act, R.S.B.C. 1996, c. 
266 governs professional negligence actions, 
which must be brought within six years of 
the date when the right to bring the action 
arose. However, under that Act several 
provisions operate to extend the six-year 
limitation period. Those which most concern 
lawyers are s. 6, which provides that the 
running of time is postponed where the 
plaintiff is not aware of the factual basis of 
the claim, and s. 7, which provides that the 
running of time is postponed where the 
plaintiff is under a legal disability. It was 
established in Central Trust Co. v. Rafuse, 
[1986] 2 S.C.R. 147, a case that dealt with 
professional negligence by a lawyer, that the 
limitation period begins to run at the date 
the client discovers the alleged problem. 
These provisions do not affect the running of 
the ultimate limitation period under s. 8. The 
plaintiffs claim will be statute-barred 30 
years after the claim arose. 

5003 Closed Files - Retention and 
Disposition, Law Society of British 

LAWYER'S PERSONAL RECORDS: 
- Diaries and time records 

Best Practice Diaries and time records - Kept at least as 
long as the files to which they refer are kept. 

Columbia, August 2006 - Trust accounting and disbursements Trust accounting and disbursements 10 years 
(Law Society Rules 3-60, 3-61, 3-62, 3-68, 3-
80) 
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5004 Closed Files - Retention and 
Disposition, Law Society of British 
Columbia, August 2006 

CORPORATE & COMMERCIAL: 
- Securities 
- Sale of assets and shares 
- Private shares issued 
- Share restructuring 
- Amalgamations 
- Bankruptcy 
- Ordinary commercial agreements 
- Receivership 
- Indemnity agreements 
- Partnerships 
- Joint ventures 

Best Practice 6 years. 

5005 Closed Files - Retention and 
Disposition, Law Society of British 
Columbia, August 2006 

CRIMINAL: 
- Prosecution 
- Defence 

Best Practice Prosecution & defence - retention of six 
years after completion of sentencing (and 
appeals if applicable) 

5006 Closed Files - Retention and 
Disposition, Law Society of British 
Columbia, August 2006 

LABOUR: 
- Collective bargaining 
- Hearings (labour relations board and arbitration) 

Best Practice Collective bargaining - 6 years after 
agreement is made; Hearings (labour 
relations board and arbitration) - 6 years 
after final decision. 

5007 Closed Files - Retention and 
Disposition, Law Society of British 
Columbia, August 2006 

LITIGATION: 
- Contract Action 
- Tort Claim (plaintiff) 

Best Practice Contract Action - 6 years after dismissal, or 
payment of judgement; Tort Claim (plaintiff). 
6 years after final judgement, dismissal or 
settlement. For cases involving minors; the 
trigger event is when the minor reaches the 
age of majority. 
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5008 Closed Files - Retention and REAL PROPERTY: Best Practice Residential conveyance - 10 years after state 
Disposition, Law Society of British - Residential conveyance of title certificate received; commercial 
Columbia, August 2006 - Commercial conveyance 

- Lease/ sub-lease/ lisence 
- Foreclosure 
- Receivership 

conveyance - 10 years after closing; lease/ 
sub-lease/ lisence to occupy - 6 years after 
lease has expired; foreclosure - 6 years after 
order absolute or property sold; receivership 

- Option to purchase/ right of first refusal 6 years after discharge or payment recieved; 
- Easement/ Right of Way 
- Review of title 
- Mortgage/ Debenture 
- Subdivision/ single plan strata development 

Option to purchase/ right of first refusal - 6 
years after options expire; Easement/ Right 
of Way- 10 years after registration; review of 
title - 6 years from date of opinion; 

- Phased strata development 
- Building contract 
- Encroachment settlement 

Mortgage/ Debenture - 6 years from expiry 
of mortgage term; Subdivision/ single plan 
strata development - 6 years after 
completion of the sale of all the property; 
Phased strata development - 6 years from 
the sale of all properties; building contract - 6 
years after substantial completion; and 
encroachment settlement - 6 years after 
settlement. 

5009 Combined rules of professional 
conduct and related guidelines, 
Institute of Chartered Accountants of 
Alberta, June 2006 

Financial statements, agreements, contracts and leases; investment/share capital information; written opinions; 
tax files and assessment notices; detailed continuity schedules for such items as capital assets and future 
income. 

Best Practice 10 years 
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5010 File Retention, Law Society of Upper - Actions against lawyers for negligence Best Practice The Limitations Act, 2002, 5.O. 2002, c. 24, 

Canada, November 2005 - Actions for the recovery of financial loss caused by professional negligence Schedule B, however, significantly altered 
other aspects of the law of limitations in 
Ontario. Under section 4 of the new Act, a 
basic limitation period of two years is 
established. This new limitation period 
applies to actions against lawyers for 
negligence — actions upon the case — and to 
actions for the recovery of purely financial 
loss caused by professional negligence. The 
commencement of this new limitation period 
is governed by certain discoverability rules 
set out in section 5. A new "ultimate" 15 year 
limitation period is also established. This 
ultimate limitation period amounts to a 
complete bar to many actions, including 
those discussed here, 15 years after the date 
of the occurrence giving rise to the claim, 
even if not yet discovered. In certain 
circumstances, however, the running of this 
15 year ultimate limitation period can be 
suspended. 
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5011 File Retention, Law Society of Upper 
Canada, November 2005 

Limitations Act, 2002 transitional rules Best Practice The new Limitations Act, 2002 contains 
transititional rules whereby it can be 
determined whether or not the old limitation 
period applies. Essentially, if the act or 
omission giving rise to the possible claim 
took place before January 1, 2004, and if no 
proceeding in relation thereto was 
commenced before January 1, 2004, it must 
be determined whether the former 
limitation period expired before January 1, 
2004. If it did, the action will be barred. If it 
did not, it must be determined whether, if 
the claim were to be based on an act or 
omission that took place after January 1, 
2004, would a new Limitations Act, 2002 
limitation period apply. If not, no limitation 
period applies, but if a Limitations Act, 2002 
limitation period would apply, then it must 
further be determined whether the claim 
was actually discovered before January 1, 
2004. If not, the Limitations Act, 2002 applies 
as if the act or omission took place on 
January 1, 2004, but if the claim was actually 
discovered before January 1, 2004, then the 
former limitation period applies. 

5012 File Retention, Law Society of Upper 
Canada, November 2005 

Real Estate Best Practice In real estate matters, the facts to support a 
cause of action may only be "discoverable" 
on sale, in some instances 20 or more years 
after the file is closed. Title search notes 
should be kept indefinitely. 
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5013 File Retention, Law Society of Upper 
Canada, November 2005 

Representation of minors Best Practice Under the new Limitations Act, 2002, no 
limitation period runs during any time where 
the claimant is either an unrepresented 
minor (section 6) or is "incapable of 
commencing a proceeding in respect of the 
claim because of his or her physical, mental 
or psychological condition" and is "not 
represented by a litigation guardian in 
relation to the claim" (section 7). The client's 
age, therefore, was and will remain 
important in determining how long to keep 
documents relating to minor clients. 
Likewise, documents relating to the mentally 
incompetent client may still have to be 
retained indefintiely. 

5014 File Retention, Law Society of Upper 
Canada, November 2005 

Assault or sexual assault Best Practice Special discoverability provisions apply in the 
Limitations Act, 2002 Act where the claim 
arises from an assault or sexual assault (see 
section 10). 
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5015 Practice Advisory, Chartered 
Accountants of Ontario, Summer 
2003 

Injury, loss or damage Best Practice Effective January 1, 2004, the Limitations 
Act, 2002 comes into force which replaces 
most existing limitations periods with two 
clear limits: a basic limitation period of two 
years which would start from the day the 
person finds out, or should have found out, 
about the injury, loss or damage he or she 
suffered and who caused it; and an ultimate 
limitation period of 15 years after which a 
claim may be barred, regardless of the 
plaintiff's state of knowledge. Accordingly, 
members will be well served to maintain files 
for at least 15 years, and consider seeking 
legal advice concerning the new Limitations 
Act if they have concerns. 

5016 Privacy Regulations Section 7(a) and 
(b) 

5017 Canada Labour Standards 
Regulations, Section 24 (4) and (10) 

Section 24(4)(b) 
Every employer shall keep for a period of at least three years after the expiration of the employer's obligation 
under subsection 239.1(3) of the Act, the following information: 
(b) a copy of any certificate of a qualified medical practitioner indicating that the employee is fit to return to 
work 

3 Years 

5018 Occupational Health & Safety 
Regulations, Section 15.11(a) 
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Citation # Source Retention Deicription Requirement/ 
Best Practice 

Reiention Timefrarne 

6000 MIDA 2001/002 - General Guidelines Operating and Using Real Property Assets 
•using real property in a manner consistent with the principle of sustainable dev contributing to protecting and 
preserving the environment. 

Best Practice 2 Years 

6001 MIDA 2001/002 - Section 2 Acquiring real property assets and related services mentions contracting for maintenance services of real 
property like snow removal and fire protection). 

Best Practice Not Specified 

6002 MIDA 2001/002 - Section 3 Operating and Using Real Property Assets 
• Protection (From fall-out, nuclear blast, warning devices (sirens etc) includees preventative measures) 

Best Practice 3 years 

6003 MIDA 2001/002 - Section 5 Replacing, Transferring and Disposing of Real Property Assets 
Legal Documents 
A) Lease, rental, rights of way, easements and concessions - 3yrs after expiry of lease, concession, rights of way 
etc. 
B) Purchase, transfer, sale, etc. - original documents are transferred to new owner. CPC to retain copies until all 

operational and legal requirements have expired. 

Lettings and Concessions, Rights of Way, Easements, Leases, etc., for Crown-owned Lands by Private 

COrporations or Persons or Privately-owned Lands by the Crown (excluding legal documents) - 3 yrs after expiry 
of lease, concession, right of wat etc. involved 

Sale, Transfer, Expiry of Lease etc., (excluding legal documents) - 3 yrs after sale, transfer, expiry of lease etc. 

Best Practice 3 years 

6004 MIDA 98/001 - General Guidelines Common Administrative Records related to the General Administration Function. Generally encompasses 

records created by government institutions within the context of the life-cycle of information; that is from its 
creation, organization retrieval, use, access, storage and protection, to its disposal. This sub-function contains 

10 core programs or activities which are common to all government institutions. 

Best Practice 5 years 
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6005 MIDA 98/001 - Section 1 Master Numerical Index Cards or Master Control Records 
•Records Disposition Authority Files 

•Records Inventory Files (including lists, indices and registers of files or records destroyed) 

Best Practice • 2 yrs after superseded 
• 2 yrs after RDA files are superseded or 
amended by LAC 
•10 yrs after files or records are destroyed 

• 2 yrs 

6006 MIDA 98/001 - Section 1.2 1.2 Records Management 
•Master Numerical Index Cards or Master Control Records 
•Records Inventory Files (including lists, indices and registers of files or records destroyed) 

Best Practice 
• 2 yrs after superseded 
•10 yrs after files or records are destroyed 

6007 MIDA 98/001 - Section 1.5 Other Information Management Activities and Services 

Forms Management 
A) Individual function files 

Best Practice 1 yr after superseded or obsolete 

6008 MIDA 98/001 - Section 2.1 Security 
•Breaches 
•Electronic Network Monitoring Logs 
•Identification and Building-Pass cards 

Physical Security-buildings, contingency planning, equipment, grounds, guards, etc. 
•Routine correspondance 
•Regulations and orders 
•Reliability Checks and Security Clearnaces - Individual Case Files 

•Reliability Checks and Security Clearances - Visits and visitors 
•Reports and returns - Inspections, surveys etc. 

Best Practice 
•6 months 
•2 yrs after last admin use. 
•2 yrs after expiry. 

•2 yrs or 1 yr after requirement ceases. 
•5 yrs after superseded or revoked. 
•2 yrs after ee leaves the institution for 
which the clearance was undertaken. 
• 1 yr 
•5 yrs 

6009 MIDA 98/001 - Section 3 Contracts, Contract Demands, Purchase Orders, Tenders, Progress Reports, etc., related to... 
• Routine correspondance 

Contracts, Acceptance of Tender etc. 
• Case files re purchases, rentals, services etc. 

• Ledgers and registers 

Best Practice 3 Years 
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6010 MIDA 99/004 - Section 2 2.6 Accounting and Control of Revenues 
• Transfer Payments, grants and contributions 
Includes records documenting purely financial transactions related to transfer payments, accounting and control 
of expenditures and/or revenues, payments verification, budgeting and budgetary control of programs, transfer 
payments, grants and contributions. 

Best Practice 6 fiscal yrs 

6011 MIDA 99/004 - Section 2.3 Accounts and accounting (Appropriations, Disbursements, etc.) 
A) Records relating to Conducting Suspense Accounts (including ledgers and registers) 

Allotments 
B) Includes ledgers and registers, and Vouchers (Transfer between Primaries) 

Budgeting 
C) Individual Budgets - Institutional 
D) Individual Budgets - Branch or Division 

Cash Accounting 
E) Cash blotters, cash books, cash summaries, receipts, ledgers and registers and Wharfage Books 
F) Cash Control 

G) Adjust, individual encumbrances, ledgers and registers (other than for Eskimo Loan or Establishment), 
transfers (sub-allotment etc.) 
H) Eskimo Loan, Establishment (Ledgers and registers) 

Best Practice 
A) 1 fiscal yr after transfer to appropriate 
count 

B) 6 fiscal yrs 

C) 6 fiscal yrs 
D) 2 fiscal yrs 

E) 6 fiscal yrs 
F) 1 fiscal yr 

6) 1 fiscal yr 

H) 6 fiscal yrs 

6012 MIDA 99/004 - Section 2.5 Accounting and Control Expenditures 
•Allowances 
Advances, requisitions, warrants, etc. concerning mileage, relocation, travel etc. (ind expense claims) 

Best Practice 6 fiscal yrs follwing the fiscal yr in which the 
claim was settled 

6013 MIDA 99/004 - Section 2.6 Accounting and Control of Revenues 
Accounts Receivable (revenues) 
A) Includes records relating to credit notes and refunds (for return of goods and containers etc.); ledgers and 
registers (including refund and drawback ledgers for security deposits); vouchers (bills, credits, official receipts, 
receipt forms, sales slips) from all sources including Accounts Recoverble from concessions, claims, fees, rentals, 
etc. journal vouchers (loands and investments). 
B) Legal payments made record (journal vouchers) 
C) Loans and advances to employees (journal vouchers) 

Best Practice 

A) 6 fiscal yrs 

B) 1 fiscal yr 
C) 3 fiscal yrs 
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6014 MIDA 99/004 - Section 3.1 Expenditure Management System (budgeting, program planning, and resource allocation) 
Includes decision-making, reporting and consultation processes involving three separate levels of the executive 
offices: departments, central agencies, and the Cabinet with its committees, together with Parliament and its 
Standing Committees. 

Estimates 
•A) Individual Estimates - Institutional 
•B) Individual Estimates - Directorate, Branch or Division 

Annual Reference Level Updates (ARLUs) - Includes plans for monitoring and controlling allocation of resources 
within planning framework. 
•C) Individual ARLUs - Institutional 
•D) Individual ARLUs - Directorate, Branch or Division 

Regulations and Orders 
•Individual Payments 

Best Practice 

• 6 fiscal yrs 
• 2 fiscal yrs 

• 6 fiscal yrs afte superseded 
• 2 fiscal yrs 

• 6 fiscal yrs 

6015 MIDA 99/004 - Section 3.2 Internal audit, program evaluation records, working files and other audit file documenting methodology, 
procedure, interdependent liaison, and interaction with central agencies. 

External audits and/or program evaluations conducted by a central agency, common service agency or by the 
Auditor General. 

Capital Plans and Projects 
Includes records related to contracts and contracting activities associated with Capital Plans and Projects. Note: 
This does not include records documenting the policy development, planning, and evaluation of major capital 
plans and projects 

Best Practice 3 years 

6 Years 

2 Years (routine) 

6016 MIDA 2005/2006 The records that document any final decision made by the highest judicial or quasi-judicial level possible for a 
specific case, including: records of decisions appealed to a superior court by a judicial or quasi-jud body. Also 
records that document decisions made by a federal board, review board, appeal board, admin tribunal, court, or 
other independent entity, responsible for rendering judicial or quasi-judicial decisions and which are records of 
decisions considered to be precedent setting or that have attained a high media profile (Human Rights Tribunal, 
National Parole Board, Occ H&S Board etc.) 

Best Practice 100 yrs after the final court decision 
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6017 MIDA 98/005 - General Guidelines Employee Assistance Program (EAP) 
Includes records relating to all aspects of the EAP, including policies and directives, Code of Ethics, assessments 
of the programme, contracts for outside services, advice, medical diagnosis, referrals, training, monitoring 
(including statistics and summaries and audits) 

Best Practice 2 Years 

6018 MIDA 98/005 - Section 1 Recourse 
A) Personal harassment - matters dealing with complaints of personal harassment 
B) individual cases 

Best Practice 2 yrs after the most recent administrative 
activity in relation to an ind. case. 

6019 MIDA 98/005 - Section 4 Occupational H&S Best Practice 2 Years (routine) 

6020 MIDA 98/005 - Section 5 Disciplinary and Non-Disciplinary Demotion or Termination of Employment Best Practice Time limit specified in applicable collective 
agreements or a minimum of 2 yrs following 
the date of disciplinary actions, provided no 
further disciplinary action has been recorded 
in the meantime. 

6021 MIDA 98/005 - Section 5.1 Collective Bargaining 
Includes records on all aspects of negotiating collective agreements, their interpreation and administration, 
including certification, managerial or confidential positions or exclusions and collective bargaining. 

Best Practice 1 year after expiry of agreement 

6022 MIDA 98/005 - Section 5.2 Designation Process 
Includes records relating to all aspects of the designation process, including departmental reviews of positions, 
negotiations between departments and unions, referrals of positions in dispute to the Designation Review Panel, 
and PSLRB decisions; and all supporting documentation, such as notifications of positions to be designated and 
reviews and updates of designation records. 

Best Practice 2 years 

6023 MIDA 98/005 - Section 6.7 Pay Administration 
•Hours of work and overtime - regular, compressed and flexible hours of work, overtime authorization, reports 
of overtime performed, time off etc. 

•Income Tax - Statements of personal exemptions and deductions 

•Salaries and wages - Documentation concerning a specific employee 

•Superannuation - individual cases 

Best Practice 
•2 yrs (gen guideline) 

•2 yrs after superseded 

•2 yrs after expiry of fiscal yr 

•Place on the employee Personnel File 

6024 MIDA 98/005 - Section 10 Employment Equity 
•Workforce surveys, questionnaires, analyses and reviews of employment systems, employment equity plans, 
employment equity activities and info provided to ee's. 

Best Practice 2 yrs after the period covered by the EE Plan 
to which the records relate. 
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6025 MIDA 98/005 - Section 11 11.1 Work Force Adjustment (Early Retirement Incentive, Early Departure Incentive) 
Includes records relating to work force adjustment, such as docuemntation on Early Retirement Incentive, Early 
Departure Incentive and alternative placement; 

•Individual Cases 

11.2 Termination of Employment Due to Alternative Delivery Situations 
Includes documentation for the treatment, identification, termination of employment of departmental 
employees affected by the transfer of any work, business or undertaking. 

•Individual Cases 

11.3 Awards: Including Incentive Award Plan, Award Plan for Inventors and Innovators and Scholarships 

•Individual Awards funded by the institution 

•Individual decorations, medals, investiture and outstanding achievement awards 
•Rejected suggestions and nominations 
•Responses from institutions not directly responsible for funding 

Best Practice 

• Employee File 

• Employee File 

• Award files, 2 yrs after last admin use, 
Financial files, 6 yrs and Precedent setting 
files, 15 yrs 

•3 yrs 
• 2 yrs 
• 2 yrs 

6026 MIDA 99/003 - General Guidelines General Guidelines for routine records Best Practice 2 years 

6027 MIDA 99/003 - Section 4 Operating Vehicles - Individual Vehicles 
A) Log books 
B) Operating instructions 
C) Registering and licensing 
D) Routine Correspondence 

Best Practice • 2 yrs 
A•1 yr after disposal 
B• until disposal or transfer to new owner 
C• until superseded or obsolete 
D• 3 yrs 

6028 MIDA 99/003 - Section 5 •Inventorying and accounting for material assets (Stocktaking, creating and maintaining inventories, etc.) 
•Labelling material Assets (Cataloguing, identification, etc.,) 

•Loans (lending of material assets) 

•Issue - General and scales of issue regarding the release of material pursuant to a properly authorized 
requisition or instruction. 

Best Practice • 1 yr after superseded or obsolete 
• Until superseded or obsolete 

• 1 yr after return or disposal of equipment 
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6029 MIDA 2001/002 - Section 3 Alterations and Repairs Best Practice 3 yrs after completion or cancellation 

Damages - Reports of Investigations into the Damage 3 yrs after inv. completed 

Development 

A) Ditching and drainage A) 2 yrs 
B) Excavaction B) 2 yrs 
C) Landscaping and Gardening C) 2 yrs 

Fencing 2 yrs 

Fires - Reports 
D) Major D) 5 yrs 
E) Minor 
note: the institution determines the difference between major and minor (generally, however, the value of the 
asset determines whether it is major or minor) 

E) 2 yrs following completing report to 
Dominion Fire Commissioner 

Flood Control (Preventive measures and control of minor floods) 3 yrs 

Maintenance (cleaning and janitorial services, re-decorating, garbage removal, recycling etc...) 1 year 

Parking Areas; Recreation Areas; Roads, Streets, and Sidewalks (including snow removal) 2 yrs 

6030 MIDA 99/004 - Section 1 External audits and/or program evaluations conducted by a central agency, common service agency or by the 
Auditor General. 

Best Practice 6 Years 
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t2 BRAMPTON 

Number 2023-007 

Mayoral Decision 

City Council Meeting - Adoption of By-laws 

Under the Municipal Act, 2001, 

I, Patrick Brown, Mayor of the City of Brampton, hereby approve the following by-laws passed 
at the Brampton City Council meeting of October 18, 2023, in accordance with subsection 
284.11(4)(a)(i) of the Municipal Act, 2001: 

• By-laws as considered and enacted under the By-laws Section (Council Agenda 
Item 18) 

• Confirming By-law (Council Agenda Item 20) 

Dated at Brampton, this 18th day of October, 2023. 

atrick Bro n 
Mayor 

The Corporation of the City of Brampton 

2 Wellington Street West, Brampton, ON L6Y 4R2 T: 905.874.2000 TTY: 905.874.2130 


