[bookmark: _GoBack]COUNTY OF SISKIYOU RECORDS RETENTION SCHEDULE

ARTICLE 1 -  CONDITIONS FOR DESTRUCTION APPLICABLE TO ALL RECORDS
Section 1.1.  Prior policy superseded:  This Policy is adopted pursuant to Government Code Section 26201 et seq.  and supersedes, and replaces in its entirety, the “Resolution for Destruction of Records” of the Siskiyou County Board of Supervisors, dated August 24, 1976 and recorded at Book 7, #216.
Section 1.2.  Definitions:
Section 1.2.1 “Record”:  The term “record” means and includes all official or non-official, non-judicial documents, papers, audio or video recordings, records, documents, books, and files in the custody of County officers. The term “record” does not apply to preliminary drafts, notes or memoranda, the retention of which is not necessary for the discharge of official duties.
Section 1.2.2 “Reproduction”:  The term “reproduction” means preserved in any form of communication or representation, including optical, electronic, magnetic, micrographic, or photographic media or other technology capable of accurately producing or reproducing the original record, and in accordance with any recommendations adopted by the California Secretary of State pursuant to Title 2 Cal. Code of Regulations Section 22620.1 et seq. (“Trustworthy Electronic Document or Record Preservation” ).
Section 1.3.  Reproduction requirements:  Where the retention schedule authorizes that a record may be reproduced, the reproduction shall meet the following requirements: 
a)	The device used to reproduce the record, paper, or document on film, optical disk, or any other medium is one which accurately reproduces the original in all details and which does not permit additions, deletions, or changes to the original document images.
b)	The reproduction is placed in conveniently accessible files, and provision is made for preserving, examining, and using the files, either permanently or for the stated time period.  
c)	Every reproduction shall be deemed to be an original record and a transcript, exemplification, or certified copy of any reproduction shall be deemed to be a transcript, exemplification, or certified copy, as the case may be, of the original.
Section 1.4.  Use of retention schedules:  A County officer should determine if the records to be destroyed are specifically set forth below in either Article 3 (common countywide documents) or Article 4 (department specific documents).  If no document is specifically listed, the County officer should refer to the general rules found in Article 2.  
Section 1.5. Retention of records longer than this schedule:  This schedule does not require destruction of a record once a record has been retained for the minimum term set forth below.  Any record may be retained for a longer period if the County officer determines that the record retains administrative, legal, fiscal or historical value.  
Section 1.6.  Records of historical, legal, administrative or fiscal value: The schedules will occasionally indicate records are being kept for certain periods of time due to their importance of a historical record (historical value), that the records may have some significant legal advice or precedent (legal value), that the records have importance for fiscal reasons (fiscal value) or that the records may have value in terms of operation of the County (administrative value).
Section 1.7.  Destruction of records:  Records should be destroyed after the following determinations have been made: 
(1) the records are not subject to being involved in potential litigation or a current Public Records Act request; and 
(2) the records have been retained for the mandated period specified in the Countywide and Departmental Schedules below, or
(3) if the record is of a type not identified in the Schedules, then it has otherwise been retained as required in the General Retention Rules set forth in Article 2; and 
(4) the County officer or department head has chosen not to retain the records under Section 1.5.
Section 1.8. Electronic mail (“email”):  If an email does not otherwise qualify as a record, then the email does not have to be preserved and may be deleted at any time but should be retained no longer than 2 years.  If an email qualifies as a record, it must be retained for a minimum period of two years unless (1) the email is subject to a mandated retention period exceeding two years; or (2) the email is subject to being involved in potential litigation or a current Public Records Act request.
Section 1.9. Reproduction of records:  A record, whether in digital or hard-copy (e.g. paper) form, may be destroyed before the expiration of the applicable retention period if: 
(1) no law expressly requires that the original record be maintained in its original form; and
(2) the original record is a reproduction and meets the requirements of Section 1.3; and
(3) The reproduction is available for public use.   

ARTICLE 2 – GENERAL RETENTION RULES 
(for documents for which no specific rules have been otherwise provided)
Section 2.1.  Duplicate copies:  Duplicate records may be destroyed immediately if both of the following conditions exist: (1) the original or a permanent reproduction has been preserved; and (2) a duplicate is not otherwise required to be maintained by law (e.g. a duplicate copy of a notice to appear in court, deposit permits/receipts by the auditor/controller, or copies of inventories of county property).  Gov’t Code § 26201. 
Section 2.2.  Early destruction of records:  An original record, whether in digital or hard-copy (e.g., paper) form, may be destroyed before the expiration of the applicable retention period if: (a) no law expressly requires that the original record be maintained in its original form; (b) the record is reproduced in accordance with the requirements set forth in Section 1.3; and (c) the reproduction is available for public use.  
Section 2.3.   Records not required to be prepared or filed by law:  Records may be destroyed after two (2) years which were not prepared or received pursuant to state statute or county ordinance, and not required by law to be filed and preserved.  No copy need be retained.  Gov’t Code §§ 26202, 26205.1(b).
Section 2.4.  Records prepared as required by law but not to be filed or preserved. Records may be destroyed after two (2) years and a 4/5’s vote of the Board of Supervisors if the records were prepared pursuant to state or federal statute or County ordinance, but not expressly required by law to be filed and preserved and not otherwise addressed in Articles 3 or 4.  Gov’t Code § 26202.
Section 2.5.  Records required by law to be preserved.  Records required by law to be filed and preserved are permanently retained.  A hard copy of the record may be destroyed if it is accurately reproduced in a format that preserves all details and otherwise meets the provisions set forth in Section 1.3.  Gov’t Code § 26205.1.
Section 2.6.  Records dated before 1910:  Except for records required to be kept permanently, all records dated 1910 and earlier and all other records of apparent historical significance shall be offered to local historical societies in Siskiyou County and then to the State of California Historical Preservation Commission or other state historical societies for preservation for historical purposes.  If the offer is refused or not acted upon within thirty (30) days, the records may be destroyed pursuant to this resolution. As an alternative to destruction, the records may be given to any member of the public.

ARTICLE 3 – COMMON COUNTYWIDE DOCUMENTS
(Board of Supervisors’ Approval is not required unless otherwise specified – Gov’t Code § 26205.1)  
	Type
	Description of Record(s)
	Retention Period
	Notes

	Audit
	Audits and advisory reports, work papers, correspondence and other audit/advisory files.  This includes audit records on any media type
	6 years
	RTC § 465

	Bank Statements and records 
	Bank statements and other records
	5 years
	Fiscal value

	Budget Documents
	Budget documents and salary projections
	Final Budget- permanent
Recommended Budget – adoption/ approval + 2 years
	Fiscal Value

	Calendars
	Official County calendars
	2 years
	GC § 26202

	Consulting services
	Correspondence (consultants and private citizens), selection documents, agreements, notices to proceed, amendments, task orders and invoices 
	Termination of services + 5 years
	Administrative value, legal value

	Contracts (goods and services)
	The binding agreement to provide goods or services, including employment, but excluding those for land, buildings or major improvements.  May include the original contract or agreement, all change orders and any amendments thereto.  May also include accounting records, procurement documentation, salary administration, and working files if they relate to negotiations or changes
	5 years from termination of contract
	Administrative value, fiscal value, legal value

	Correspond-ence (general)
	General correspondence
	2 years 
	GC § 26202

	Customer satisfaction surveys and complaints
	Any surveys or other documents, including complaints related to customer satisfaction
	2 years
	GC § 26202

	Departmental record retention schedules
	Approved departmental records retention schedules
	Obsolete + 2 years
	Administrative value

	Emergency event records
	Historical documents detailing an emergency or disaster affecting Siskiyou County
	Permanent
	Vital value, historical value

	Emergency preparedness exercises
	Records of exercises to enhance the ability of personnel to respond and recover from a disaster affecting Siskiyou County
	15 years
	Vital value

	Employee exposure records
	Employee exposure to various workplace hazards 
	30 years
	Legal and vital value

	Management documents
	Documents related to management such as reports, goals, accomplishments, sunset review, studies, policies and procedures that are not otherwise classified
	2 years after obsolescence
	Administrative value

	Grant documentation
	Any and all documents used in claiming funding for approved and denied grant proposals
	Closed or completed + 3 years
	Grant application close-out procedure 49 CFR Part 18, OMB Cir. A-102, A-110, A-128, A-133, fiscal and admin value

	Grievances
	Records involving an employee grievance, including interview data and correspondence
	Termination + 7 years
	Administrative and legal value

	Hiring documents
	Documents not in personnel file related to hiring, selection and recruitment of employees.  Includes interview notes, questions and miscellaneous documentation
	2 years
	GC § 26202

	Leases (real property)
	Documentation of rental agreements, capital leases, operational lease/purchase agreements or other similar agreements (and amendments)
	Termination of lease + 5 years
	Administrative and legal value

	Leases (equipment or services)
	Documentation of leasing agreements
	Termination of lease + 4 years
	Administrative and legal value

	Logs and logbooks
	Any logs or logbooks that memorialize official duties of county departments and/or employees
	2 years
	GC § 26202

	Maintenance records
	Repair records, operating manuals, maintenance manuals, annual maintenance reports
	4 years
	Administrative value

	MOU
	Any memoranda of agreement or understanding (“MOU”) between the county and external entities not related to procurement
	Termination + 7 years
	Administrative value

	MOU -  (internal)
	Any memoranda of agreement or understanding between county departments, offices, agencies relating to county business or functions
	Termination + 7 years
	Administrative value

	MOU – labor contracts 
	Any memoranda of agreement or understanding between the County and unions or other entities relating to county employees
	Termination of agreement + 15 years
	Legal and administrative value

	News releases
	Information released for local media coverage 
	2 years 
	GC § 26202

	CAL-Card holder retained documentation
	Cardholders’ supporting documents for all purchase transactions including receipts, invoices, bank statements, supplier quotes, dispute documents
	Current + 5 years
	Fiscal value

	CAL-Card bank reports
	Any and all bank reports related to P-card transactions
	Current + 5 years
	Fiscal value

	Payroll-related employment records
	Records of payments to employees
	End of employment + 7 years
	Labor Code § 1198.5(c)(1), CCP § 337

	Payroll claims
	Pre-claim and final claims of departmental payroll reports per biweekly pay period
	7 years
	Fiscal value


	Permits
	Permits required for operation of facilities and equipment required by state or federal agencies, excluding any such records that must be retained longer according to statute or regulation
	Termination + 2 years
	Legal value

	Personnel files
	Department personnel files – performance evaluates, correspondence, letters of commendation, training information
	Termination + 5 years
	Labor Code § 1198.5(c)(1), CCP § 337


	Personnel time records
	Includes payroll attendance records, timesheets, step increase data, classification data and other payroll information
	Termination + 7 years
	Legal value

	Postage records
	Private carrier receipts (e.g. UPS or Federal Express), postage meter logs
	Current + 5 years
	Fiscal value

	Program and Project proposals
	Proposals for new programs and projects, preliminary plans, estimates, projected schedules
	2 years
	GC § 26202

	Publications
	Published by or for the County and intended for public dissemination – books, brochures, event programs, invitations, advertising, flyers, photos, videos, media releases etc.
	2 years
	GC § 26202

	Public meetings & hearings – records and minutes
	The record of any public meeting and hearings by a Board, Committee, or Commission.  May include agenda, transcripts, speaker sign up, written testimony and official notices
	Permanent
	Archival value

	Public Records Act Requests
	Request for public records, including response of what was released
	3 years
	Administrative value

	Radio and telephone recordings
	Routing daily recordings of telephone communications to and from the County and all radio communications related to the operations of the departments
	100 days
	GC § 26202.6

	Site evacuation plans
	Plans for evacuation of a County facility
	5 years after plan in  terminated
	Vital and historical value

	Statement of Economic Interest Form 700
	Form 700’s
	Clerk – 7 years
Others – 4 years
	Administrative value

	State Bd. Of Equal. Reports
	Annual reports on valuation, exemption and unsecured properties
	2 years
	GC § 26202

	Statistical reports
	Reports comprised of a collection, organization, analysis, and summarization of results of data
	2 years
	GC § 26202

	Supplies and inventory management records
	Inventories and other records documenting the management of office and other work supplies, excluding records subject to other retention requirements (e.g. hazardous materials)
	2 years
	GC § 26202

	Travel
	Travel documents, including payment to county employees and mileage reports
	5 years
	GC § 26907(a), fiscal value

	Tuition reimburse-ments
	Payment for reimbursement for educational classes, seminars, training requests
	2 years
	GC § 26202

	Vehicle files
	Records of vehicle ownership, registration, logs of vehicle use, mileage reports, repair records, replacements and insurance
	Disposition of vehicle + 4 years
	Administrative and legal value

	Video monitoring tapes and files
	Recordings of routine video monitoring, by a voice or electronic imaging system designed to record the regular and ongoing operations of the department, including mobile in-car video systems, jail observation and monitoring systems and building security taping systems
	1 year
	GC§ 26202.6.
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Section 4.1 – Agricultural Department
	Type
	Description of Record(s)
	Retention Period
	Citation

	Correspond-ence
	Relating to apiary, bio-control, crop statistics, detection, eggs, fruit & vegetable quality control, Nursery seed, pest exclusion, pesticide use,  weights and measures
	2 years
	GC § 26202

	Apiary records
	Inspection certificates, movement notices, investigation & enforcement documents, administrative hearings
	5 years
	Admin value

	Bio control
	Maps, research documents
	Permanent
	historical value

	Crop question-aires
	Crop questionnaires
	5 years
	Admin value

	Crop statistics
	Crop reports (final) and summaries
	Permanent
	historical value

	Detection –Gypsy moth
	Trap/map cards
	5 years
	GC§  26202

	Detection – others
	Trap/map cards (non-gypsy moth), log sheets, service cards
	2 years
	GC § 26202

	Detection -reports
	Pest determination reports
	Permanent if A, B or Q rated, 2 years for any other
	GC  § 26202; Historical value

	Detection – quality control
	Quality control reports relating to detection
	If related to employee see Article 3, otherwise five years
	Admin value

	Eggs
	Inspections, hold orders, compliance/enforcement documents
	5 years
	Admin value

	Fiscal matters
	Daily activity sheets, ledgers from auditor, accounts payable/receivable, claims payroll time card copies, payroll auditor printout
	5 years
	Fiscal and admin value

	Fruit & vegetable quality control
	Administrative hearings, certified producer certificates, certified market certificates, market and producer inspection reports, organic registrations, investigations, compliance/enforcement documents
	5 years
	GC 26202; admin value

	Nursery/Seed
	Inspections – fumigation, non-compliance notices pet determination reports (nursery stock), fee exempt licenses, certified seed reports, investigative reports, compliance/enforcement documents, administrative hearings
	5 years
	Admin value

	Pest exclusion
	Rejection notices, gypsy moth notices 66-088A, quarantine (hold notices 66-008,origin certificates, investigation reports, compliance/enforcement documents, administrative hearings.
	5 years
	Admin value

	Pest exclusion – photosanitary
	Photosanitary certificates 
	3 years or 5 years if a protected, endangered or threatened species 
	Admin value

	Pest management
	Abatement notices and maps
	Permanent or until reproduced
	Admin and historical value

	Pest management
	Weed management area document, contracts with landowners, contracts/invoices
	5 years
	Admin value

	Pesticide use -complaints
	Complaints regarding pesticide use
	5 years
	Admin and legal value

	Pesticide use  -enforcement
	Complaints, reports, records of hearings, registration – QAL, PCA, etc. , investigation reports, compliance/enforcement documents, administrative hearings, notice of intent log
	3 years
	Admin and legal value

	Pesticide use - training
	CAC staff safety training
	Permanent
	Admin value

	Vapor/electric -meter inspections
	Vapor/electric meter inspections
	20 years
	Admin value

	Weights and measures - miscellaneous
	Inspections: device, weighmaster, petroleum, quality control, scanner/commodity.  Device registration forms, placed in service reports, service agent exam forms, investigation reports, compliance/ enforcement documents, complaints, and administrative hearings 
	5 years 
	Admin value



Section 4.2 – Animal Control (Department of Agriculture)
	Type
	Description of Record(s)
	Retention Period
	Citation

	Accident investigation
	Reports, records, photographs
	2 years after resolution (non-fatal); permanent (fatal)
	GC § 26202, legal and admin value

	Arrest record
	Arrest and booking records, forms, photographs
	9 years 
	admin, legal value

	Audio 
	Audio records
	2 years otherwise see radio and telephone records in Article 2
	G§ 26202

	Background files
	Background file for animal control employees
	Separation + 2 years except unsuccessful applicants – 2 years.
	Admin value

	Felonies
	Criminal case files
	Felonies – 10 years after case is closed or resolved; misdos 6 years
	Legal value

	Citizen complaints/int. investigations
	Citizen complaints and internal investigations
	Separation or final disposition + 5 years (whichever is longer)
	Legal value

	Field investigations
	Reports, records of interviews, photographs
	2 years
	GC § 26202

	Logs
	Dispatch and detention logs 
	2 years
	GC § 26202

	Warrant reports
	Countywide warrant system reports
	Permanent, or immediately if reproduced
	Admin and legal value

	Equipment history
	Equipment maintenance history
	Until equipment is no longer in inventory
	Admin value

	Rabies
	Rabies reports, investigations
	10 years
	Admin value

	Statistic reports
	Miscellaneous statistical reports
	5 years
	Admin value

	Video
	Police video records – in car or security camera
	1 year w/ consent of agency attorney or 2 years
	GC § 26202.6

	Fingerprints
	Fingerprint records
	20 years after no longer active
	Admin value

	Officer shooting
	All records, investigations, reports
	Permanent 
	Legal, historical value



Section 4.3 - Assessor
	Type
	Description of Record(s)
	Retention Period
	Citation

	Documents containing information from taxpayers
	Any document not otherwise specified, including but not limited to documents continuing information obtained from taxpayers
	6 years OR immediately if reproduced
	R&T Code § 465

	Affidavits
	Affidavits claiming an exemption for the first time, pursuant to section 254.4, 257 and 277
	6 years since the end date of the tax year for which the exemption was granted OR immediately if reproduced
	R&T Code § 465

	Lot Books
	Lot books
	Permanently until reproduced 
	R&T Code § 1256; Gov’t Code § 26205.1.



Section 4.4 – Auditor
The latest edition of the Accounting Standards and Procedures for Counties, published by the California State Controller’s Office and which describes recommended retention periods for documents particular to the Auditor, is incorporated as part of this Retention Policy by reference. 

Section 4.5 - Behavioral Health
	Type
	Description of Record(s)
	Retention Period
	Citation

	Medi-Cal and other health care service records
	Records pertaining to health care services rendered under Medi-Cal or any other health
care program administered by the department or its agents/contractors, including services rendered, recipient of services, date of service & any additional information legally required to be kept.
	3 years from date of final expenditure report submitted. (Unless audit ongoing , another statute requires a longer retention period, or Dept. of Health Services requests retention for civil or criminal action)
	WIC §§ 10851, 14124.1

	Case records –narrative portion
	Narrative portions of a case record pertaining to health care services rendered under Medi-Cal or any other health care program administered by the department or its agents/contractors, including services rendered, recipient of services, date of service and any other information legally required to be kept.
	3 years from date of final expenditure report submitted. (Unless audit ongoing , another statute requires a longer retention period, or Dept. of Health Services requests retention for civil or criminal action)
	WIC §§ 10851, 14124.1

	Patient health records
	Patient health records
	7 years after last services of treatment and State Dept. of Benefit Payments has audited OR if the client was an unemancipated minor until the age of 18 but at least 7 years
	22 CCR § 77143(c)  H&S Code § 123145

	Fiscal & statistical records
	Records necessary for maintaining accountability & meeting reporting requirements related to the administration of public services
	3 years from date final expenditure report submitted.
	WIC 10851(c),(f)

	DUI participant case files
	DUI participant case files
	2 years since transfer, dismissal or Notice of Completion
	9 CCR § 9866




Section 4.6 – Child Support Services
	Type
	Description of Record(s)
	Retention Period
	Citation

	Child support records 
	Applications for child support services; actions to locate noncustodial parents, establish paternity or to modify and enforce support orders; amounts and sources of support collections and the distribution; fees charged or paid for support enforcement services; any statistical fiscal or other record necessary for reporting and accountability; complaint resolutions 
	4 years 4 months (40 months) from close of case unless there is an open federal or state audit, pending civil litigation or a court order requiring longer retention
	22 CCR §§ 111420, 111450



Section 4.7 - Clerk of the Boards & Commissions		
	Type
	Description of Record(s)
	Retention Period
	Citation

	County building documents
	Contracts and original specifications of County Buildings for which the building has been completed.
	10 years
	GC §§25101, 26202, CCP § 337.15

	Board of Supervisor records
	Resolution books, minute books, ordinance books, board agendas and packets, records and accounts of supervisors
	Permanent
	GC § 25102, 25102.1, 25104 and 25105

	Contracts and agreements 
	Contracts and agreement but not relating to public improvements
	4 years since expiration of contract and no pending legal action
	GC § 26202, CCP §337

	Assessment Appeals Board files
	AAB files
	5 years after final AAB action if no legal action pending
	GC § 25105.5

	Audio/video recordings
	Visual and sound media recordings of proceedings under the Brown Act
	30 days
	GC § 54953.5(b)

	Claims
	Claims against the County or a special district
	5 years (if no legal action pending)
	GC 25101.5

	Taxpayer info
	Any document containing information obtained from taxpayers
	6 years or 3 years if reproduced
	R&T § 465



Section  4.8 - Community Development / Env. Health			
	Type
	Description of Record(s)
	Retention Period
	Citation

	County building documents
	Contracts and original specifications of County Buildings for which the building has been completed.
	10 years
	GC §§25101, 26202, CCP § 337.15

	Building permits
	Building permits
	2 years or life of building, whichever is longer
	H&S § 19850, GC § 26205

	CEQA docs
	Initial studies, negative declarations, EIR’s, technical studies
	Permanent or until reproduced
	GC 26205.1

	Chemical analysis
	Records of chemical analyses made pursuant to 40 CFR § 141.33(a)
	10 years
	40 CFR § 141.33(a)

	Small water system files
	Small water system files (made for each small  water system under County jurisdiction pursuant to CCR § 64259) including permits & all corresponding technical reports, monitoring results, photos plans, historical data and correspondence.
	10 years
	22 CCR § 64259

	Water test records
	Water test records
	5 years
	40 CFR § 141.33(a)

	Zoning maps
	Zoning maps or maps referencing land use designations
	Permanent
	GC 26205.1



Section  4.9 - Coroner  	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Blood/urine samples
	Detailed medical findings of blood and urine samples of persons killed in motor vehicle accident
	Permanent
	GC § 27491.25

	Deceased file
	Deceased person files following coroner’s investigation (GC 27463)
	Until investigation closed and reproduced
	GC § 27463.5



Section 4.10 - County Clerk  
	Type
	Description of Record(s)
	Retention Period
	Citation

	Abandoned fictitious names
	Statements of abandonment of fictitious business names or similar documents
	Until fictitious business name is destroyed
	B&P 17927(a)&(b)

	Affidavit for Duplicate Marriage license
	Affidavits
	1 year 
	GC § 26809

	Cash stmts.
	Statements of Cash in Treasury (filed with Clerk by Auditor)
	2 years.
	GC §§ 26920,
26922, 26205.1

	Confidential marriages
	Certificates of Confidential Marriages.
	1 year (if reproduced).
	FC § 511

	Deputy oath
	Written oath of appointed deputy
	5 years
	GC §§ 24102 (a),(d)

	Fictitious names
	Fictitious business name statements
	4 years after expiration
	B&P: § 17927(a)

	Grand jury 
	Grand Jury Reports and Responses.
	Permanent.
	PC § 933(c)

	Legal document assistant
	Registrations for legal document assistances
	3 years following expiration date if the registration has been reproduced.  
	B&P § 6403(e)

	Marriage license applications
	Marriage license applications 
	1 year
	GC § 26809


	Official oath 
	Official oath filed by a Notary Public
	1 year after expiration of the commission for which the oath was taken
	GC § 8213

	Process server registration
	Process Server's Certificate of Registration .
	The cert. of registration retained for 3 years following the expiration date of the cert., after which the cert. may be destroyed if scanned or if the conditions in Gov. Code§ 26205.1 are met. If cert. is scanned, the image shall be retained for 10 years, after which time that image may be destroyed and no reproduction thereof need be made or preserved.
	Bus. & Prof. Code§ 22351(c)

	Public papers of notary public
	All public papers of any Notary Public who dies, resigns, is disqualified, removed from office, or allows his commission to expire without reappointment within 30 days
	10 years (if court order obtained and no request for/reference to records have been made).
	GC § 8209

	Roster of public agencies
	Listings of County officeholders
	5 years
	GC §§ 26809, 53051



Section 4.11 - County Counsel
	Type
	Description of Record(s)
	Retention Period
	Citation

	Assess. Appeal files
	Assessment Appeal Files (e.g., records for appeals of property tax amount, including
owner's appeal, BOE decisions or
findings, attorney notes, etc.).
	6 years after matter closed
	CCP §§ 338, 341, GC § 25205; R&T § 465 (6 years)

	Bail bond files
	Bail bond motion files (e.g. records of bail summary judgments, receipt of payments, proof of transfer of funds to court, attorney notes etc.
	2 years after matter closed
	PC § 1305; GC § 26205.1.

	Code enforcement files
	Administrative code enforcement files
	5 years since matter closed
	GC § 26202, legal value.

	Human resource files
	Human Resources Case Files (e.g., grievances, writs, disciplinary actions, federal or state litigation matters, attorney notes, etc.).
	10 years after matter is closed or separation from County (whichever is later).
	GC §§ 12946,
26205.1

	Dependency files
	Case files (e.g. petitions, birth certificates, notices, citations, social worker reports, ICWA documents, minute orders, paternity tests, attorney notes)
	5 years (courts required to retain until age 28)
	GC § 68152(e); WIC § 826(a)

	Dependency – appeals
	The portion of dependency files arising from appeals, including briefs and motions.
	2 years after remittitur
	GC § 26202

	Litigation files
	Litigation files related to County action in civil and criminal cases, including cases involving real property such as eminent domain
	10 years after matter is closed
	GC § 26202, legal value.

	Conservator-ships
	Records related to LPS or probate conservatorship matters
	5 years after the matter is closed
	CCP § 337, 338; GC §§ 945, 25105.5


	General memos and advice
	Correspondence, memoranda, research
	5 years after the matter is closed or until superseded
	GC § 26202, legal value



Section 4.12 - District Attorney/Public Defender			
	Type
	Description of Record(s)
	Retention Period
	Citation

	Complaints and files
	Crime and supplemental reports, complaints and files
	10 years since close of record and not otherwise related to unserved warrants, a criminal death case, and not presently the subject of other litigation
	GC § 26202, legal value

	Homicide file
	Files (investigation and litigation) relating to any potential homicide. 
	Permanent
	GC § 26202, legal value

	Misc. noncriminal reports
	Miscellaneous noncriminal reports
	3 years after the record or file has bene closed
	GC § 26202, legal value



Section 4.13 - Human Resources	
	Type
	Description of Record(s)
	Retention Period
	Citation

	EE-04 reports
	EE-04 reports – annual reports required by federal law
	3 years have elapsed since the report was created
	29 CFR 1602.30

	Negotiated MOU agreements
	MOU agreements negotiated between County & employee bargaining units.
	Permanent
	Admin and historical value

	Personnel or employment records
	Any personnel or employment record or file made or kept by County (including but not limited to requests for reasonable accommodation application forms submitted by applicants & other
records having to do with hiring, promotion, demotion, transfer, layoff, or termination, rates of pay or other terms of compensation & selection for training).
	2 years since the personnel action involved
	29 CFR 1602.31; GC § 12946

	Terminated employee files
	Terminated employee files
	7 years
	29 CFR 1602.31; GC § 12946



Section 4.14 - Probation	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Records re: minors
	Records relating to individual minors
	5 years
	WIC § 826(a)

	Records re: adults
	Records relating to persons over the age of 18.
	5 years
	PC § 1203.10


			

Section 4.15 - Public Health		
	Type
	Description of Record(s)
	Retention Period
	Citation

	Fiscal, statistical records
	Fiscal, statistical and other records necessary for maintaining accountability and meeting reporting requirements relating to the administration of public services.
	3 years form date final expenditure report submitted OR immediately upon reproduction.*

No destruction while pending audit.
	WIC § 19851(c), (f); 42 CFR § 433.32

	Health records – general 
	Client/ patient health records or reproductions, if held by the Dept.
	7 years since last services or treatment (or until minor turns 18 and then 7 years)
	22 CCR § 77143; H&S § 123145

	Health records – services under CMAA, Medi-cal or other program
	Narrative portions of a case record pertaining to health care services rendered under CMAA, Medi-Cal or any other health care program
administered by the department or its agents or
contractors, including services rendered, recipient of services, date of service and any
additional information required by law to be kept by said Department.
	3 years from last date* upon assistance or immediately upon reproduction.  

*Narrative portions can only be destroyed AFTER audit by the department of State Dept. of Health Services, whichever has jurisdiction.  AND only if no criminal or civil action is pending
	WIC §§ 10851, 14124.1; 42 CFR § 433.32.

	Women, Infants and Children (WIC) program records
	Women, Infants and Children (WIC) program records
	Three years have lapsed since the date of the final expenditure report for the period to which the report pertains.

* Cannot be destroyed if any litigation, claim, negotiation, audit or other action involving the records has been started before the end of the three-year period.  

* If FNS deems any of the program records to be of historical interest, it may require the State or local agency to forward such records to FNS whenever either agency is disposing of then
	7 CFR § 246.25



Section 4.16 - Public Works	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Unaccepted bids
	Unaccepted bids or proposals for construction or installation of public works
	2 years since receipt of bid
	GC § 26202.1

	Traffic collision reports
	Collision reports from the CHP
	2 years since receipt of records
	GC § 26202


	
Section 4.17 - Purchasing Agent	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Accepted bids
	Accepted bids & proposals for series, supplies and equipment
	4 years after expiration of contract or agreement
	CCP § 337

	Construction contracts
	The building or construction to which the records apply has been completed 
	10 years
	GC § 26205.1; CCP § 337.15


	

Section 4.18 - Recorder
	Type
	Description of Record(s)
	Retention Period
	Citation

	General filed papers
	Any or all filed papers or record books created by handwriting, typing on printed forms, typewriting or photographic methods.
	Until the records have been reproduced in accordance with Gov’t Code §26205.5 AND PROVIDED THAT any page which cannot be reproduced on film with full legibility is permanently preserved.
	GC § 26205.1

	Federal tax liens
	Federal tax liens, together with any release of such lien
	8 years if all unreleased liens are reproduced
	GC § 27206

	Land Title Law papers
	Papers and record books created under Land Title Law
	Until reproduced AND provided that any page which cannot be reproduced on film with full legibility be permanently preserved
	GC § 27207, 26205.5.  

	Notice of completion
	Any notice of completion of any building or improvement, and the contract, plans, specifications and bond under which the work was done
	5 years* (if not returned to filer) OR 2 years* if returned to filer

* UNLESS notified in writing to retain them by someone claiming interest under the contract or to the property
	GC § 27205

	Original document 
	Any original document that is undeliverable by mail and uncalled for
	10 years (if undeliverable and uncalled for) OR 2 years (if reproduced and undeliverable and uncalled for during that time)
	GC § 26205.6

	State highway construction plans
	State highway construction plans and right of way maps
	Until reproduced AND provided that any page which cannot be reproduced on film with full legibility be permanently preserved
	S&H §§ 128, 129

	Temporary Index
	Temporary index sheets prepared by key punch or printing machine
	Retained until permanent indexes are completed from same key punch cards
	GC § 27265



Section 4.19 - Registrar of Voters/Elections	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Affidavit index
	Index to affidavits of registration described in EC § 2183
	5 years
	EC § 17000

	Applications – voter registration
	Applications for Voter Registration Information
	5 years
	EC § 2188

	Appointment records
	Records reflecting appoint of precinct officials, including Precinct officers’ declaration of intention, Precinct board member apps., nominations & orders appointing precinct boards & polling place assignments.  Records of Vote by mail ballot applications
	Federal Election: 22 months

State or local election: 6 months
	EC §§ 17502-17505

	Campaign statements - candidates
	Campaign statements of city council members, County supervisors, candidates for these offices, and committees supporting any office holder or candidate
	Elected official:  Permanent or 2 years if reproduced

If not elected:  5 years since record was filed
	GC § 81009(b), (g)

	Campaign statements – miscellaneous
	Campaign statements of all other persons for all other offices not otherwise specified
	7 years OR 2 years from date record was filed AND the record has been reproduced
	GC § 81009(c), (g)

	Election ballots and materials
	For Federal & State or local elections: Packages with the following ballots & envelopes: Voted polling place ballots; Paper record; copies (see
EC§  19271) of voted polling place ballots; Voted VBM ballots; VBM id envelopes; Voted provisional voter ballots; Provisional ballot voter id envelopes;  Spoiled ballots; Canceled ballots; unused VBM ballots surrendered by voter pursuant to EC§ 3015; Ballot receipts.
	Federal election: 22 months* OR   State or local election: 6 months*

*Cannot be destroyed if election contested or criminal action involving fraudulent use, marking or falsification off ballots or forgery of absent voters’ signatures has commenced within the said period of time.
	EC §§ 17301-17306

	Election statements
	Statements of organization, registration statements, and original campaign statements of persons holding elective state office, candidates for any such officeholder or candidate, and committees supporting or opposing statewide measures
	Permanently or 2  years after record was filed AND the record has been reproduced 
	GC § 81009(a),(g)

	Initiative and referendum petitions
	Initiative and referendum petitions
	8 months after the certification of the results of the election for which the petition qualified OR, 8 months have elapsed since final examination if the measure was not submitted to the voter
	EC § 17200(a)

	New Resident list
	List of new resident voters
	22 months
	EC § 17506

	Nomination papers
	Nomination papers
	Term of office + 4 years (if no pending investigation, action or proceeding)
	EC § 17100

	Registration affidavits
	Cancelled original affidavits of registration
	5 years OR after the first general election has taken place since cancellation (if reproduced)
	EC § 17000

	Roster of voters
	Roster of voters, combined roster of votes, indexes (EC § 14109)
	5 years OR until next election IF record has been reproduced 
	EC § 17300

	Political Reform Act documents
	Copies of reports or statements relating to the Political Reform Act
	4 years OR 2 years from the date record was filed AND record has been reproduced
	GC § 81009(f), (g)

	Recall petitions (local)
	Recall petitions NOT for state officer
	8 months after the results of the election for which the petition qualified for OR 8 months after the election official’s final examination of the petition and then destroyed as soon as practicable, unless it is in evidence in some action or proceeding then pending or unless a written request is received from specified entities or officials under § 17400.
	EC § 17400

	Statements of economic interest - statewide
	Statements of economic interest of persons holding statewide elective office
	Permanent OR 2 years from the date record was filed AND record has been reproduced
	GC § 81009(d), (g)

	Statements of economic Interest - local
	Statements of economic interest of persons holding elective office (Supervisors, District Attorney, Treasurer etc.)
	7 years OR 2 years from the date record was filed AND record has been reproduced
	GC § 81009(e), (g)

	Voter index
	Index of voters from previous statewide general election
	5 years OR after the first general election has taken place since cancellation (if reproduced)
	EC § 17000



Section 4.20 - Risk Management		
	Type
	Description of Record(s)
	Retention Period
	Citation

	Claim files – general
	Civil claims against the County seeking monetary damages
	Permanent
	Administrative and legal value

	Claim files – workers comp
	On the job injury claims including employee claims, employer’s report of occupational injury or illness, medical reports, legal correspondence, Appeal’s Board findings and award and other information relevant to the injury claim
	Permanent
	Administrative and legal value

	Insurance polices
	Insurance policies (current or expired)
	Permanent 

Any destruction of insurance policy requires approval of Risk Manager, County Counsel and BOS
	Administrative and legal value


		
Section 4.21 - Sheriff	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Animal control records
	Related to, impoundments, shot records, incident reports and euthanization records
	2 years
	GC § 26202

	Accident investigations
	Reports, photographs, diagrams of accident investigations 
	Non-fatal: 2 years after resolution
Fatal: Permanent
	GC § 26202 & 26205

	Arrest and Booking Records
	Contains arrest and bench warrants, and related records. Includes: Name, date of arrest, physical description, place of arrest, disposition at time of arrest, warrant number, name of judge, accomplices, arresting officer, and related information.
	9 years
	Admin and legal value

	Audio records
	Recorded phone calls, radio calls, and DVD-R’s of selected radio and phone line records.
	2 years  OTHERWISE see radio and telephone recordings in Article 2
	GC § 26202

	Background files – successful applicants
	The applications, background checks and other related records as to a successful applicant to the department.
	Separation + 2 years
	29 CFR 1602.31 & GC § 12946

	Background files – unsuccessful applicants
	The applications, background checks and other related records as to an unsuccessful applicant to the department.
	2 years
	29 CFR 1602.31

	Case Files: felonies
	Includes: Crime reports, individual supplemental reports, filed interview reports, documentation of required notifications, detective case files, statements, telephone notes, correspondence, and other customary records relating to the investigation of criminal offenses. 
	Permanent: Offenses published by death or life w/o parole, embezzlement of public money; sex offenders

Other cases: 10 years after case is closed or resolved
	Legal or historical value

	Case files: misdos
	Includes: Crime reports, individual supplemental reports, filed interview reports, documentation of required notifications, detective case files, statements, telephone notes, correspondence, and other customary records relating to the investigation of criminal offenses.
	6 years
	Legal or historical value

	Citizen complaints & internal investigations
	Complaints and internal affair investigation based on complaints (including any video)
	Separation or final disposition + 5 years (whichever is longer)
	PC § 832.5(b) 

	Concealed weapon permits
	Permits for the carrying of concealed weapons
	Expiration + 2 years
	GC §§ 26202 

	Correction facility and inmate tracking records
	Contains logs and tracking files of inmates. Includes: Inmate Reception Center, custody release lists, barrack officer quarters (BOQ) lists, daily release counts, hold lists, imperative lists, erroneous releases log, quality control eligibility lists, registration logs, inmate over detention lists, reference number logs, probable cause declaration logs, clothing and laundry parts inventories, juvenile detention logs, medical hold placement/removal list, daily listing of convicted inmates sentenced to prison, transfers of inmates, inmate quality control eligibility list, inmate station assignment, statistical tracking, total number of inmate bookings and releases, jail facility inmate counts, security levels, sentence status to manage the inmate population, unit isolation log, juvenile jail book JIF cards, inmate work release, and other records.
	5 years
	Admin value

	Correctional and Inmate Related Bureaus and Unit Services Logs
	Contains logs and other records created by the Correctional Services, Offender Program, Inmate Services, and other bureaus and units. Includes: Uniform daily activity, inmate housing, inmate services, clinic, non-HIPAA medical services bureau, food services unit, religious and volunteer services, jail enterprise unit, community transition, innovative technologies unit, health liaison, services transportation (TST), innovative technologies, Correctional services, Offender Program, and related records.
	5 years
	Admin value

	Countywide Warrant System reports
	Contains reports detailing compliance with regulations governing the management and service of arrest and bench warrants 
	Permanent or immediately if reproduced
	Admin value

	Detention logs
	Detention logs
	2 years
	GC § 26202

	Dispatch logs
	Dispatches, 911 calls, and other logs
	2 years
	GC § 26202

	Equipment maintenance history
	Records logs and repair records of vehicles and other equipment
	Life of equipment
	GC § 26202

	Field investigation 
	Field investigation cards
	2 years
	GC § 26202

	Fingerprints 
	Fingerprints and palm prints
	20 years after no longer active
	GC § 26202

	Incident reports
	Incident and investigation reports where no further action was taken
	2 years 
	GC § 26202

	Juvenile arrest records
	Arrest records and petition and order to seal the records
	5 years after order to seal records
	W&I 781(d)

	Officer shooting
	Officer involved shooting
	Permanent
	historical, legal value

	Original criminal offender records
	Records and data compiled by criminal justice agencies for purposes of identifying criminal offenders and of maintaining as to each such offender a summary of arrests, pretrial proceedings, the nature and disposition of criminal charges, sentencing, incarceration, rehabilitation and release
	Until no longer active IF put in electronic format that meets the requirements of PC 13103
	PC § 13103

	Rabies 
	Rabies control records
	10 years
	GC § 26202

	Radar calibration records
	Radar calibration records to attest to the accuracy of the devices
	2 years after the last test
	GC § 26202

	Statistic reports
	Statistical crime reports included those released to the state DOJ and FBI.  
	5 years
	Admin value

	Traffic citations
	Traffic and parking citations
	2 years after case closed or citation paid
	GC § 26202

	Video – in car
	Other than to be used as evidence or related to ligation
	1 year w/ consent of agency attorney OR 2 years
	GC §§ 26202.6, 26202 

	Video – security camera
	Other than to be used as evidence or related to ligation
	1 year w/ consent of agency attorney OR 2 years
	GC §§ 26202.6, 26202 


	
Section 4.22 - Social Services
	Type
	Description of Record(s)
	Retention Period
	Citation

	Medi-cal or other health program records
	Records pertaining to health care services rendered under Medi-Cal or any other health care program administered by the department or its agents/contracts – including services rendered, recipient of services, date of service & any additional information legally required to be kept
	3 years from the date final expenditure report submitted (for the last service provided).
OR
Immediately upon reproduction and electronic storage (and then after three years can be destroyed).

* Cannot be destroyed until audit findings have been resolved.
* Cannot be destroyed if another statute requires a longer retention period.
" Records shall be retained beyond the 3-year period when the County is notified by the department or the
State Department of Health Services, whichever has jurisdiction over the records, to retain records for a longer period of time, including
for civil or criminal action.
	WIC §§ 10851, 14124.1

	Case records
	Narrative portions of a case record pertaining to health care services rendered under Medi-Cal or any other health care program administered by the department or its agents/contracts – including services rendered, recipient of services, date of service & any additional information legally required to be kept
	3 years from the date final expenditure report submitted (for the last service provided).
OR
Immediately upon reproduction and electronic storage (and then after three years can be destroyed).

* Narrative portions can only be destroy AFTER audit by the department of the Dept. of Health Services, whichever has jurisdiction AND no criminal or civil action is pending.
	WIC §§ 10851, 14124.1

	Fiscal, statistical records
	Fiscal, statistical and other records necessary for maintaining accountability and meeting reporting requirements relating to the administration of public social services
	3 years from date final expenditure report submitted OR upon reproduction*

(Cannot be destroyed if Audit findings have not been resolved)
	WIC § 10851, (c),(f); 14124.1



Section 4.23 - Treasurer/Tax Collector	
	Type
	Description of Record(s)
	Retention Period
	Citation

	Abstract lists of tax rolls
	Abstract lists of tax rolls (prepared under R&T § 4373)
	2 years
	R&T § 4377

	Bonds & interest coupons 
	County bonds & interest coupons (See Section 3.2 for school and special district bonds).
	Upon payment or cancellation
	GC § 53921

	Deposit CD’s
	Certificates of deposit from the County Auditor
	5 years or 1 year if record is reproduced
	GC § 27001

	Delinquent tax rolls
	Delinquent tax rolls and the original secured rolls on which they are based
	12 years or until reproduced
	R&T § 4377

	Redemption certificates
	Redemption certificates
	12 years or until reproduced
	R&T § 4107

	Tax rolls
	Tax rolls
	2 years after last current item has been recorded (IF reproduced and permanently retained)
	GC § 26908

	Unsecured tax roll
	Any original unsecured tax roll containing the information set forth in the delinquent roll or abstract list
	5 years if the abstract has been certified as correct and complete by the auditor OR immediately if reproduced (and then retained for 5 years)
	R&T § 2928
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