
 

 

 
Sutter County Administrative Policies & Procedures 

 

POLICY: 
 

TITLE:   Records Management Policy 

SECTION:  206 ADOPTED: 

RESOLUTION: EFFECTIVE: 

SPONSORING DEPARTMENT:  County Administrative Office ATTACHMENTS: A,B 

SUPERCEDES PAGES: 6 

 

PURPOSE: 

A Records Management Policy is designed to apply efficient and economical management methods to the 
creation, utilization, maintenance, retention, preservation, and disposal of County records. Effective records 
management ensures that records are kept only as long as they have some administrative, fiscal, or legal 
value. This policy provides general guidelines to be followed by departments in the retention and destruction 
of records, specific procedures for the protection of records containing personal and confidential information 
and records that are considered to be of historical significance. 
 
INTENT:  
 
The intent of this policy is to require all County departments to comply with the following general guidelines 
on records retention and specific procedures pertaining to the protection of Sutter County records. 
  
DEFINITIONS: 

A. Active Records.  Records that are referred to at least once per month. A Perpetual Record remains 
“active” until some event occurs to change its status, at which time it has fulfilled its function. (See 
also Perpetual Record). 
 

B. Administrative Records.  Records commonly found in all offices and typically retained only for short 
time periods (i.e. less than five years). Examples include subject, chronological, budget, and policy 
files. 
 

C. Archival Records.  Records with enduring value because they reflect significant historical events, 
document the history and development of the County and/or a department, or provide valuable 
research data. 
 

D. Confidential Information.  Information that is sensitive, proprietary or personal to which access 
must be restricted and whose unauthorized disclosure could be harmful to a person, process or to 
the County. 
 
 



 

 
E. Discovery.  The pretrial disclosure of pertinent facts or documents by one or both parties to a civil 

action or proceeding. Anything requested during discovery must be disclosed if it exists, including 
non-records and records that should have been destroyed earlier. Discovery effectively freezes 
selected holdings until released by opposing attorney or the court. 
 

F. Non-Records.  Material not usually included within the definition of records, such as unofficial copies 
of documents kept only for convenience or reference, working papers, appointment logs, stocks of 
publications and processed documents, and library or museum material intended solely for reference 
or exhibition. Also, documents such as rough notes, calculations or drafts assembled or created and 
used in the preparation or analysis of other documents. (See also Discovery) 
 

G. Permanent Records.  Records that are required in perpetuity, usually identified by statute or other 
written guidance. Examples include original birth certificates, death certificates, Spanish land grants, 
etc. 
 

H. Perpetual Records.  Records that are retained for an indefinite period of time and then stored or 
destroyed after some event takes place. Examples include office personnel files which are kept until 
a person leaves the office, policy files kept until the policy is changed, contract files kept until the 
contract terminates, etc. 
 

I. Personal information.  Any information maintained by a department that identifies or describes an 
individual including, but not limited to, his or her name, social security number, physical description, 
home address, telephone number, education, financial matters, and medical or employment history. 
 

J. Program Records.  Records that relate to the primary function of a department in response to its 
daily mission. Examples include lien files, recorders files, election files, probate records, medical 
records, etc. 
 

K. Public Records.  Any information relating to the conduct of the public's business prepared, owned, 
used, or retained by any state or local agency regardless of physical form or characteristics. 
 

L. Records.  All papers, maps, exhibits, magnetic or paper tapes, photographic films and prints, 
punched cards, and other documents produced, received, owned or used by an agency, regardless 
of physical form or characteristics, which pertains to all forms and all media, including: handwritten, 
typed or printed documents on paper, electronic documents (e.g., e-mail, websites/URL addresses, 
flash drives, CDs), video, audio, network servers and document management systems. 
 

M. Records Retention Schedule.  A list of all records produced or maintained by each department and 
the actions taken regarding those records. A retention schedule is the County’s legal authority to 
receive, create, retain, and dispose of official public records. It assists departments by documenting 
which records require office or temporary storage, which records have historic or research value, 
and which records should be destroyed because they no longer have any administrative, fiscal, or 
legal value. In the event of litigation, courts accept a retention schedule as establishing an agency’s 
“normal course of doing business”. 
 

N. Retention Period.  The length of time a record must be retained to fulfill its administrative, fiscal 
and/or legal function. After which a record should be disposed of as soon as possible in accordance 
with an approved Records Retention Schedule. 
 



 

 

RECORD RETENTION SCHEDULES AND GUIDELINES: 

A. Each County Department shall prepare a Records Retention Schedule for the specific records 
pertaining to their office. Each schedule will be placed on the Board of Supervisors agenda for 
consideration and approval. Once retention periods have been established for all records, a 
countywide Records Retention Schedule shall be developed and added as an Appendix to this policy. 
This schedule will formalize the retention and disposition of the County’s records and will establish 
a guide to comply with “normal course of doing business” practices. 
 

B. County Administration will be responsible for creating and monitoring a master file which will include 
the General Retention Schedule and all Department Specific Retention Schedules adopted by the 
Board of Supervisors. 
 

C. County Administration will be responsible for reviewing and updating the General Retention 
Schedule on an annual basis. 
 

D. Department Heads will be responsible for reviewing and updating Department Specific Retention 
Schedules and forward any revisions to County Administration. 
 

E. The General Retention Schedule shall be the minimum standard for all Departments. 
 

RECORD RETENTION AUTHORITY: 

A. The approval authority for disposition of County records is the Board of Supervisors. 
 

B. The Board of Supervisors shall approve the General Retention Schedule for common administrative 
records, which will be applicable to all County departments and Department Specific Schedules 
maintained by a particular department. Thereafter, each department must follow the General 
Retention Schedule, its specific Retention Schedule; and any policies and procedures approved by 
the Board of Supervisors regarding records management practices. 

 
C. Upon approval by the Board of Supervisors and as indicated in the records retention schedules, 

County departments shall retain records that are useful and/or are required by law (including State 
or Federal law) to be filed and preserved. However, County departments may destroy any common 
record, paper or document that is described under Government Code §§ 26202 – 26205, as follows: 

 
1. Copies of documents which are in the possession of a County department, and the original or 

the permanent photo reproduction (microfilm/microfiche) of which is maintained in the files of 
another County officer or department, may be destroyed at any time with the authorization of the 
Board of Supervisors. [Government Code § 26201] 
 

2. Any record, paper, or document which is more than two years old, and which was prepared or 
received in any manner other than pursuant to a state statute may be ordered destroyed by a 
majority vote of the Board of Supervisors. [Government Code § 26202] 
 

3. Any record, paper or document which is more than two years old, which was prepared or 
received pursuant to state statute and which is not expressly required by law to be filed and 
preserved, may be destroyed if the Board of Supervisors determines by 4/5s vote that the 



 

retention of any such record, paper or document is no longer necessary or required for county 
purposes. [Government Code §26202] 
 

4. Original documents which are not specifically required by law to be preserved may be destroyed 
upon authorization of the Board of Supervisors at any time if all the following conditions are 
satisfied: 
 
a. The records are photographed, microphotographed, electronically recorded, recorded on 

optical disk or reproduced on any permanent medium. 
 

b. The recording method does not permit additions, deletions or changes in the text of the 
document. 
 

c. The recorded documents are made conveniently accessible to persons wishing to inspect 
the same. [Government Code § 26205] 

 
D. Original, nonjudicial public records, documents, instruments, books, and papers in the custody of a 

County officer and required to be preserved may be destroyed upon authorization of the Board of 
Supervisors at any time if all the following conditions are satisfied: 
 
1. The Board of Supervisors adopts a resolution authorizing records destruction pursuant to this 

section. 
 

2. The officer having custody of the records maintains for the use of the public a permanent 
photographic or microphotographic film, electronic record, tape or disk reproduction of the 
original document which does not permit additions, deletions or changes in the text of the 
document. [Government Code § 26205.1] 
 

E. Original documents dealing with the administration of federal or state funded programs and which 
are not otherwise required to be preserved by state law may be destroyed only with the consent of 
and under the records retention regulations of the federal or state agency funding the program, and 
with the authorization of the Board of Supervisors, utilizing the procedures set forth in B or C above. 

 
F. Departmental records concerning employee performance, assignments or discipline, the originals of 

which are not lodged with the Personnel Department shall be retained for at least two years and may 
not be destroyed while there is any investigation pending concerning discrimination charges filed by 
or concerning that employee. [29 CFR 1602.14] 

 
G. Records retention statutes establish the minimum time periods for retention. Departmental practices, 

internal and external audit requirements, the investigation of complaints, the existence or likelihood 
of litigation or administrative enforcement actions, or other business needs may compel a longer 
records retention period. 

 
H. As a “rule of thumb,” it is recommended that original business records (or accurate copies thereof) 

be maintained for at least five (5) years after the close of the fiscal year to which the records pertain. 
If there is any doubt as to the need for longer retention of a particular record, please consult with the 
County Counsel’s Office. 

 

 



 

 
PROTECTION OF RECORDS CONTAINING PERSONAL OR CONFIDENTIAL INFORMATION: 

A. County departments shall secure and appropriately dispose of all records, papers or documents with 
personal or confidential information. 
 

B. Paper documents that contain personal or confidential information such as social security numbers, 
health-related information, or financial information must be properly stored and secured from view 
by unauthorized persons. 
 

C. Secure measures must also be employed by all departments to safeguard personal or confidential 
data contained on all information technology assets in the custody of the County. 

 
DISPOSITION OF RECORDS: 

A. Once records have fulfilled their administrative, fiscal, or legal function they should be disposed of 
as soon as possible in accordance with their Records Retention Schedule. A properly completed 
schedule provides the County with the legal authority to dispose of records entrusted to its care. 
Disposition may include sending appropriate records to the Historical Records Commission and/or a 
storage facility, recycling unneeded records, and/or destroying unneeded confidential records. 
 

B. Departments should not keep records beyond the record’s administrative, fiscal, or legal value “just 
in case” the records may be desired for future purposes. This practice creates excess records, which 
will over-burden staff, slow response times to public requests, and extend the agency’s legal liability. 
In the event of litigation, the court will want to know what the agency does in the normal course of 
doing business. Your Records Retention Schedule spells out the normal course of business for how 
the County handles and disposes of its records. A court cannot demand that the County to produce 
documents that have been destroyed in accordance with accepted and documented (your retention 
schedule) business practices. 

 
ELECTRONIC MAIL (E-MAIL) RETENTION INSTRUCTIONS: 

A. E-mail records that are classified as official records are subject to the individual department’s records 
retention schedules and must be retained for the same period as the records series that most closely 
matches the subject matter contained within the new e-mail message. If there is no entry that 
resembles or matches the subject matter of the e-message, the “record” should be added to the 
appropriate retention schedule as a separate series of records. 
 

B. Transitory E-mail consists of electronic messages that are created primarily for the communication 
of informal information as opposed to the perpetuation or formalization of knowledge. Destroy 
transitory e-mail when they have served their purpose. 

 
DISPOSITION OF RECORDS CONTAINING PERSONAL OR CONFIDENTIAL INFORMATION: 

A. When records containing personal or confidential information are ready for destruction, departments 
shall destroy the information completely to ensure that the information cannot be recognized or 
reconstructed. In addition, any personal or confidential data contained on computer media must be 
obliterated and/or made indecipherable before disposing of the tape, diskette, CD-ROM, flash drive, 
or other type of medium. 

 



 

 
B. Each department must provide appropriate methods and equipment to routinely destroy personal or 

confidential information. The safeguards listed are in priority order with the most highly recommended 
safeguard listed first. At the minimum, one of the following safeguards must be implemented: 
 
1. Conduct due diligence and hire a document destruction contractor to dispose of material either 

offsite or onsite. 
 

2. Require that the disposal company be certified by a recognized trade association. 
 

3. Review and evaluate the disposal company's information security policies and procedures. 
 

4. Review an independent audit of a disposal company's operations and/or its compliance with 
operations. 
 

5. Secure and utilize shredding equipment that performs crosscut or confetti. 
 

6. Secure and utilize erasing equipment. 
 

7. Modify the information to make it unreadable or indecipherable through any means. 
 

DISPOSITION OF OLD RECORDS WITH HISTORIC OR RESEARCH SIGNIFICANCE: 

A. Archival review may be sought from the Historical Records Commission. 
 

B. Some records will have enduring value because they reflect significant historical events or document 
the history and development of the County. Others contain accumulated data that can be useful for 
both scientific and genealogical research. The Historical Records Commission may be able to assess 
this potential value for the agency and determine if the need for retention exists. 
 

 



APPENDIX A

Department Name: Agriculture
Type of Record Record Description Retention Period Authority Comments

Administrative - General Correspondence, records not otherwise subject to longer 
retention periods; internal documents 2 calendar years GC 26202

Not otherwise in a special 
category requiring a greater 
retention period

Administrative - Governing 
Board Actions

Agendas, staff reports, ordinances, minutes for which AG 
Department acts as secretary/clerk Permanent Administrative Decision

Agriculture, Public Protection 
and General Government 
Committee

Employment-Time Sheets Time sheets recording the time worked and signed by 
employee. 4 calendar years GC 26202 ; LC 1174

Financial Records

Routine financial records, including claims, office forms, 
payroll ledgers, policies, records of deposits, information 
requests, journal entries, records of paid invoices, accounts 
payable ledger etc. 

3 calendar years GC 26202 ; CCP 338

Financial Records - Other Receipt books, pegboard sheets 5 calendar years Administrative Decision Sutter County Cash Handling 
Procedures Guidelines

Financial Reports May Include: County Annual Report, Annual Financial 
Statement Reportable Expenditure/Receipt Reports CFY + 5 years GC 26202 ; FAC 224.5

Contracts-Grants-
Cooperative Agreements

May Include: Contracts entered into with CDFA, DPR and 
DMS. FRAWQMD Grant. Various cooperative agreements 3 years after final payment GC 8546.7

Chemicals
May include: pesticide big sheets, newspaper ad, copies of 
chemical contractor lists and copies of their bids, list from 
Agricultural and Standards Inspectors

CFY + 2 years CCR 6624 Pesticide Use records must be 
retained for 2 years

Daily Reports May include original reports and copies of time tracking State 
forms (i.e., CDFA, DPR and DMS) CFY + 3 years GC 26202 Original are retained by the 

Department.

Monthly Reports May include original reports and copies of time tracking State 
forms (i.e., CDFA, DPR and DMS) CFY + 3 years GC 26202

Originals are provided to 
CDFA/DPR/DMS; copies are 
retained by Department.

CDFA Records: Pest 
Detection/Emergency 
Projects

may include fiscal displays, workplans, invoices and daily time 
sheets CFY + 3 years GC 26202 CDFA Guidelines

CDFA Records: Control 
and Eradication Spray records CFY + 3 years GC 26202 CDFA Guidelines

CDFA Records: Pest 
Exclusion

May include rejection notices, Gasps Moth Notices, origin 
certificates, phytosanitary certificates, quarantine compliance 
certificates, phytosanitary inspection of seed forms, 
enforcement actions, etc. 

CFY + 3 years GC 26202 CDFA Guidelines

CDFA Records: Seed May include stop sale orders, seed certifications records inter 
county permits, mill inspections, legal actions etc. CFY + 3 years GC 26202 CDFA Guidelines

CDFA Records: Nursery May include noncompliance notices, invoices, inspection 
reports, legal actions, etc. CFY + 3 years GC 26202 CDFA Guidelines

CDFA Records: F&V, Egg 
and Honey

May include worksheets, non-compliance notices, disposal 
orders, direct marketing certificates, legal actions, etc. CFY + 3 years GC 26202 CDFA Guidelines

Device Registrations
May include registrations for scales, gas pumps, vapor meters, 
propane trucks, taxi meters, etc. Lis of companies which utilize 
such devices

CFY + 2 years GC 26202



Department Name: Agriculture
Type of Record Record Description Retention Period Authority Comments

Legal Proceedings: Civil 
Penalties

May include inappropriate use State form, copies of letters 
and attachments to violators, CDFA regulations, 
Enforcement/Compliance Action Summary and background 
information. 

CFY + 4 years GC 26202
Originals are provided to 
violators; copies are retained by 
Department. 

Legal Proceedings: Notices 
of Violation

May include copy of violation. Department of Pesticide 
Regulation Enforcement/Compliance Action of Summary form. CFY + 4 years GC 26202

Legal Proceedings: 
Warning Letters May include copy of violation. CFY + 4 years GC 26202

Nursery Inspections May include report of nursery inspections; list of county 
nurseries CFY + 3 years GC 26202

Pest Control Registrations: 
Advisor Two (2) part State form; original to registrant. CFY + 2 years GC 26202 Two (2) part State form; original 

to registrant. 
Pest Control Registrations: 
Business Two (2) part State form; original to registrant. CFY + 2 years GC 26202 Two (2) part State form; original 

to registrant. 
Pest Control Registrations: 
Pilot CFY + 2 years GC 26202 Two (2) part State form; original 

to registrant. 
Structural Pest Advisor: 
Control Business CFY + 2 years GC 26202

Pest Control Registrations: 
Farm Labor Contractor

May include county registration form; copy of Farm Labor 
Contractor License; copy of Farm Labor Contractor Certificate 
of Registration

CFY + 2 years GC 26202

Grower Permits May include originals, restricted materials permit, operator ID, 
site maps, pesticide use reports, inspection report CFY + 4 years GC 26202

Pesticide Use Reports May include Production Ag Monthly Summary Pesticide Use 
Reports, Monthly Summary Pesticide Use Reports. CFY + 3 Years GC 26202

Pesticide Use Reports: 
Other Rodent Bait Sales Reports CFY + 2 Years CCR 6562

Pesticide Illness Reports

May include: Pesticide episode transmittal record, 
antimicrobial exposure episode report, pesticide incident 
report, California product lable, pesticide episode closing 
report

CFY + 4 Years GC 26202 Shred due to confidential 
content

Crop and Livestock Annual 
Report 

Data tabulation worksheets/forms containing confidential 
information CFY + 2 Years GC 26202 Shred due to confidential 

content
Annual Crop Report Permanent Administrative Decision Departmental preference

Department Safety 
Program Records

may include safety meeting documentation, accident 
investigations, training materials, safety inspection logs, etc. CFY + 3 years GC 26202 County policy

Department Safety 
Programs Records: Other Materials Safety Data Sheets Last Use + 30 Years 29 CFR 1910.1020 (d)(1)(ii) (A) 

and (B) OSHA Requirement



Department Name: Assessor's Office

Type of Record Record Description Retention Period Authority Comments

Administrative Records Office forms and policies, internal communications and similar 
records FY + 2 GC 26202

Appeals Denied or granted

Scan and then destroy paper 
document if original or 
duplicate original on file with 
the Clerk of the BOS

GC 25105.5,26201,26205

Per GC 25105.5, Original or 
duplicate original should be on 
file with the Board of r5 years 
from final action on claim. 

Assessment Rolls Unsecured and secured FY + 4 GC 26202 Assessor maintains the 
originals

Assessment Roll Statistics 2 years GC 26202

Budget Printouts Computer printouts of budget Scan and then destroy paper 
documents GC 26205

Building Permits

Scan and then destroy paper 
documents if original or 
duplicate original on file with 
Planning department of 
County or City

GC 26201, 26205
Original or duplicate original 
should be on file with Planning 
department of County or City

Employment Files Copies of performance reports, formal correspondence, 
discipline records & all other records

Scan and then destroy paper 
document if original or 
duplicate original on file with 
Personnel department

GC 26201, 26205
Original or duplicate original 
should be on file with the 
Personnel department. 

Journal Entries, Receipts Misc. Billing And accounting information FY + 2 GC 26202

Monthly Cash Reports Information regarding deposits FY + 2 GC 26202

Permanent Records
Assessor documents to be maintained permanently for 
administration purposed include; Assessor Parcel Maps - 
Active & Historical Real Property Appraisal Records - 

Permanent GC 26202 Department preference: 
administration purposes

R&T 465 
Documents/Assessor 
Documents

Including but not limited to documents described as follows: See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Aircraft & Vessel Records - Active & Inactive See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Business/Personal Property Records - Active & Inactive See Comment R&T 465

R&T 465. (a) Except as 
provided in subdivision (b), the 
assessor may destroy any 
document when six years have 
elapsed since the lien date for 
the tax year for which that 
document was obtained. 
Documents may be destroyed 
immediately upon preservation 
in a medium that provides 

     
   

    
      
      

     
     

     
      

     
      

       
     

    
     

     
   

    
      
      

   



Department Name: Assessor's Office

Type of Record Record Description Retention Period Authority Comments

R&T 465 
Documents/Assessor 
Documents

Changes of Ownership See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Escape  Notices See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Exemption Claims - Active & Inactive See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Mailing Address Changes See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Preliminary Change of Ownership Reports (PCOR) See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Problem Letter Files See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Roll Corrections - Including Board Orders See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Subvention Applications See Comment R&T 465

R&T 465 
Documents/Assessor 
Documents

Misc. documentation verifying lien date ownership for annual 
assessments (i.e. Marina, Hanger & passerby Interest list) See Comment R&T 465

     
     
    
     

      
      

   
    
   

in a medium that provides 
access to the documents such 
as microfilm, microfiche, 
electronic document imaging, or 
other media that captures a true 
image of the document that may 
later be retrieved. (b) Affidavits 
claiming an exemption, for the 
first time, pursuant to Sections 
254.5, 257, and 277 may be 
destroyed by the assessor as 
follows; (1) Six years after the 
lien date of the tax year for 
which the exemption was last 
granted. (2) upon preservation 
in a medium that protects 
access to the documents such 
as microfilm, microfiche, 
electronic document imaging, or 
other media that captures a true 
image of the document that may 
later be retrieved. 



Department Name: Auditor-Controller's Office

Type of Record Record Description Retention Period Authority Comments

1099's To record and report vendor amounts to the federal 
government; also known as information returns. FY + 5 years IRC 6001; 26 CFR 

31.6001-1

Accounts Receivable
Material used to invoice billings by the auditor's office for 
services to other departments and agencies, state tax 
refunds, and any reimbursable costs. 

After final payment + 5 
years GC 34090; 12463

Annual Reports of Financial 
Transactions

Various annual financial reports for county offices and special 
districts prepared by the auditor-controller department in 
accordance with GC 26909 & 51891

FY + 5 years GC 26909, 51891 Copy is sent to State Controller

Apportionment of State 
Allocations

Apportionment of the county share of state subventions and 
reimbursements. Includes journal vouchers, computer 
printouts.

FY + 5 years GC 12463; 34090
Maintain in hard copy or electronically until 
audited and cleared without exception by the 
State's Controller Office.

Appropriation Transfers
Transfers of unanticipated revenues, appropriation 
contingencies, unassigned fund balances, and other 
transfers.

FY + 5 years GC 29092; 34090

Audit Reports

Financial statements and auditor's report for the county. 
Includes: annual external county audit. Supplemental report to 
the annual external county audit. Supplemental report to the 
annual external audit of the county, as required for federal 
award programs. Includes single audit report

FY + 5 years GC 26909; 34090 Official records kept by the clerk of the board of 
supervisors. 

Audit Workpapers Workpapers for financial statements and auditor's report for 
the county. Includes internal workpapers and correspondence FY + 5 years

GC026909; AICPA 
AU-C 230; GC 
34090

Board of Supervisors: 
Actions

Items acted upon by the board of supervisors and 
accompanying materials. Includes: resolutions, agenda item 
transmittal reports, agenda item summary reports, and 
background materials

FY + 1 year GC 25101; 34090 Official records kept by the board of supervisors.

Bond Records
Information material on bond elections and authorizations. 
Includes resolutions, certifications from the elections 
department, bonding attorney and the auditor-controller.

After final bond payment 
+ 5 years

Gov Code Debt Law; 
GC 34090

Bond Registers Register of bonds sold. Includes: principal and interest. After final bond payment 
+ 5 years

Gov Code 43600 et 
seq.; GC 34090



Department Name: Auditor-Controller's Office

Type of Record Record Description Retention Period Authority Comments

Budgets: Final through 1969 Final budgets and statistical reports for the county and special 
districts. Includes final budgets and statistical reports. Permanent GC 12463; 34090

One copy retained permanently for reference 
purposes. Other copies may be destroyed when 
obsolete. Official records kept by the clerk of the 
board of supervisors.

Budgets: Final-from 1970 Information copies of the final budgets for the county and 
special districts. Includes: copies of budgets Permanent GC 12463; 34090

One copy retained permanently for reference 
purposes. Other copies may be destroyed when 
obsolete. Official records kept by the clerk of the 
board of supervisors.

Budgets: Proposed Recommended budget available for public review. Includes: 
recommended budget an backup-up FY + 5 years GC 29064; 34090 Official records of recommended budget kept by 

the clerk of the board of supervisors.

Capital Leases Information on all capital leases needed to keep track of 
payments on outstanding leases.

After final payment +   5 
years

GC 34090; GASB 
Lease Standards

Claims
Claims and invoices for materials and services. Includes 
transfers, other billings, purchase orders, vendor lists, forms 
and purges

FY + 5 years GC 26907

Contracts Contracts used as back-up for payment or encumbrance Expiration of contract + 
5 years

GC 34090; Public 
Contract Code (if 
applicable)

Official records kept by Department of General 
Services. 

Cost Plan: Audited Back up for cost plan an duplicate worksheets. Includes; 
audited cost plan and worksheets

After audit settled + 3 
years

Handbook of Cost 
Plan Procedures for 
California Counties 
2180

Retention of documents until resolution of any 
litigation claim, negotiation, or audit issues + 3 
years. 

Cost Plan: Charges Support services billings for non-general fund departments. 
Included: Journal vouchers and receipts. 

After audit settled + 3 
years

Handbook of Cost 
Plan Procedures for 
California Counties 
2180

Retention of documents until resolution of any 
litigation claim, negotiation, or audit issues + 3 
years. 

Cost Plan: Equipment and 
building use Cost plan backup-up. Includes: special fixed asset report. After audit settled + 3 

years

Handbook of Cost 
Plan Procedures for 
California Counties 
2180

Retention of documents until resolution of any 
litigation claim, negotiation, or audit issues + 3 
years. 

Cost Plan: Formal plan All information sent to the state. Includes: cost plans an 
exhibits

After audit settled + 3 
years

Handbook of Cost 
Plan Procedures for 
California Counties 
2180

Retention of documents until resolution of any 
litigation claim, negotiation, or audit issues + 3 
years. 



Department Name: Auditor-Controller's Office

Type of Record Record Description Retention Period Authority Comments

Cost Plan: State approval 
and approved exhibit State approval and approved exhibit/summary FY + 15 years

Handbook of Cost 
Plan Procedures for 
California Counties 
2180

Retention of documents until resolution of any 
litigation claim, negotiation, or audit issues + 3 
years. NOTE - the State Controller's Office 
retains the original state approval and approved 
exhibit permanently. 

Cost Plan: Working Papers

Back-up for cost plan an duplicate reports. Includes: quarterly 
cost comparison, insurance losses, property insurance 
breakdown, P cost, time sheets, expenditure and revenue 
ledger, labor distribution, etc.

After audit settled + 3 
years

Handbook of Cost 
Plan Procedures for 
California Counties 
2180

Retention of documents until resolution of any 
litigation claim, negotiation, or audit issues + 3 
years. 

Employee Yearend List Yearend cumulative employee list. Includes department, 
section, job class and pay rate. CY + 40 years

GC 34090; 
CalPERS 
recordkeeping 
requirements

Employee's Earning Record Year-end record of employee's net pay showing gross pay 
minus deductions. CY + 40 years FLSA 29 CFR 

516.5; GC 34090

Fixed Asset Records

Inventories of county-owned fixed assets. Includes 
department inventories, workpapers and related computer 
reports. Also known as certified property account and fixed 
asset inventories.

FY + 5 years GC024051 At least one annual inventory must be performed 
within each 3 year period

Garnishments and Wage 
Attachments

Attachments against wages. Includes garnishments from 
different sources, attachments, and court orders

After final payment + 5 
years

15 USC 1674 eq 
seq.; GC 34090

General Ledger alternate media Permanent

GC 34090; State 
Controller 
accounting 
requirements

Journal Vouchers Documents used to enter postings to the general ledger that 
are not automatically generated by the accounting system. FY + 5 years

GC 34090; State 
Controller 
accounting 
requirements

Save original or transfer to alternate media.

LAFCO correspondence 
and TRAs

Information needed to update the tax rate area code 
assignments, property tax exchange chart, and changes to 
the allocation of annual growth agreements related to property 
tax apportionments.

Superseded or obsolete 
+ 5 years

Gov Code 56375 et 
seq.; GC 34090

Land, Buildings and 
Improvements Values

Historical costs for land, buildings and improvements for use 
in financial reports. Includes lists of costs FY + 5 years GC 34090; GASB 

Standards
May be maintained in original form or on alternate 
media. 

Long-term loans Records of long term loans After final payment + 5 
years GC 34090



Department Name: Auditor-Controller's Office

Type of Record Record Description Retention Period Authority Comments

Mandated Cost Claims
Claims for reimbursement of state mandated costs. Includes 
claim an backup information. Filed numerically by chapter 
number

10 years or 3 years 
after final payment GC 17558.5(a) Unless audit exceptions are not yet resolved.

Paying Agent: agreements
Back-up authority for payments to paying agent for bonds, 
coupons, an costs. Includes agreements and board of 
supervisors resolutions.

Superseded or obsolete 
+ 5 years

GC 34090; bond 
documents

Paying Agent: certificates Paying agent and coupon destruction certificates. Includes 
certificates. 

After final payment + 5 
years GC 26907.1

Paying Agent: statements

Statement of accounts for each bond fund. Backup-up for 
payments received by paying agent. Includes payments to 
bond and coupon holders and balances for each blank 
account.

FY + 2 Years GC 34090

Payroll Masters Yearend 
Report

Records all yearly payroll activity for all County departments. 
Includes sick leave, vacation an accrued compensation hours. CY + 40 years GC 34090; FLSA 

recordkeeping

Payroll Records All records used to support payroll transactions not otherwise 
listed CY + 5 years FLSA 29 CFR 

516.5; GC 34090

Payroll Tax Reports Records used to report federal and state quarterly and 
annual, meetings and taxes withheld CY + 15 years IRC 6001; 26 CFR 

31.6001-1

Personnel Files

File on permanent and extra help employee's personnel 
activities. Includes job application, loyalty oaths, performance 
evaluations, disciplinary actions, personnel forms such as 
Change of Status or Notice of Employment, correspondence, 
training records

Termination year + 7 
years

GC 12946 (FEHA); 
GC 34090

Official records kept by departments according to 
schedule. 

Personnel Forms
Personnel forms used to record new employees, separations 
and salary or withholding changes. Includes Notice of 
Employments and Change of Status. 

CY CG 34090 Official records kept by departments according to 
schedule. 

Property Tax Administration 
Fees

Records and calculations used to apportion and charge 
agencies for annual property tax administration fees. 

Until audited and 
cleared without 
exception by the State 
Controller's Office

GC 12468

Redevelopment Agencies
Back-up for tax, roll entries and allocations. Includes adopted 
plan, annual tax increment, agreements base year values, 
maps, and resolution in hard copy of or electronic format. 

Superseded or obsolete 
+ 5 years

Health & Safety 
Code 34177; GC 
34090



Department Name: Auditor-Controller's Office

Type of Record Record Description Retention Period Authority Comments

School Bonds Documents and electronic files used to calculate annual tax 
rates and allocations for school bonds

Until year of maturity is 
audited and clears audit 
without exception by the 
State Controller's Office

Education Code 
bond provisions; GC 
34090

State Tax Reports

Tax information reports to State agencies as required by 
various State Code sections. Includes reports to State 
Controller, State Board of Education, chancellor of community 
colleges, State Board of Equalization and California municipal 
statistics.

FY + 5 Years
GC 12463; 
applicable reporting 
statues

Tax Rate Booklet Information taken from the tax rate computer printout. Includes 
the booklet. Permanent GC 34090; Revenue 

& Taxation Code
One copy is kept permanently. Duplicates are 
kept for 4 years after the close of the FY.

TRAs an Tax Rates back-
up

Information needed to set the annual tax rate and to create 
the tax roll files> Includes tax doe area and fund masters, tax 
rates, calculations, resolutions to set rates, and workpapers

FY + 2 Years or until 
audited and cleared 
without exception by the 
State Controller's Office

GC 12468; 34090

W2 Forms: Employer's 
Copies

Employer's copies of W2 forms used to report employee's 
income to the state and federal governments. Includes 
completed W2 forms and balancing worksheets> Filled 
alphabetically by individual. Also known as audit of W2s. 

CY + 15 years IRC 6001; 26 CFR 
31.6001-1

Warrant Registers Listing of warrants issued by the county for claim FY + 5 years GC 26907

Warrant Registers: Payroll 
Revolving Listing of payroll warrants issued by the county. CY + 15 years GC 26907

Warrants: Schools Auditor's copy of warrants issued by the superintendent of 
schools FY + 5 years GC 26907

Warrants: Stale-dated Records used to cancel warrants with stale dates for 
reconciliation with outstanding warrants FY + 5 years GC 26907

Warrants: Stop payments
Documents needed to stop payment of warrants. Includes 
affidavits of lost warrants, stop payment notices and notices 
to rescind.

FY + 5 years GC 26907

Worker's Compensation Files used to maintain records of payments from the payment 
system for worker's compensation 4850s After close + 15 years Labor Code 5401 et 

seq.; 8 CCR 10102



Department Name: Clerk of the Board

Type of Record Record Description Retention Period Authority Comments

Abatement Appeals including 
Withdrawals 2 years GC 26202

Advisory 
Boards/Commissions/Committe
es – Appointed by the Board of 
Supervisors (BOS): 

vacancy notices, applications, rosters, and reports 5 years GC 26202, GC 26205.1

Agenda Packets – Advisory 
Boards/Commissions/Committe
es – Appointed by the BOS

2 years Department Policy

Agenda Packets – BOS: agenda packets for meetings of the BOS, Board Standing Committees. Permanent GC 26202, GC 26205.1

Agreements/Contracts/Memoran
da of Understanding Permanent GC 26202

AB 1234 Ethics Training 
Certificates 5 years GC 53235.2

Assessment Appeals Board
applications, agendas, hearing minutes, hearing exhibits, substitution of 
agent authorizations, findings, decisions, and related records, 
withdrawals, and activity reports.

5 years after case is closed GC 25105.5

Assessor Corrections to Rolls 8 years RTC 465

Claims Against the County 5 Years after Final Action GC 25105.5 

Conflict of Interest – Economic 
Interest Statements

Statements of Economic Interest (Form 700), gift reporting (Form 801), 
agency report of new positions (Form 804), and Conflict of Interest 
codes.

7 years GC 81009

Documents / Records – 
Departmental, Accounting

COB and BOS departmental copies of purchase orders, invoices, 
expense claims, AAB claims, and related records (originals are filed with 
the Auditor-Controller's office).

2 years GC 26201, GC 26202

Documents / Records
Miscellaneous event invitations, correspondence, documents not 
directly related to a Board item, and / or not required to be kept 
statutorily.

2 years GC 26202, GC 26205.1

Environmental Document Filing 
Fee Cash Receipts and related 
documents

12 months CCR, tit. 14, 753.5(f)

Grand Jury Report  Permanent PC 933(c)

Maddy Act Annual Posting list of all committee / commission / board vacancies that must be posted 
by December 31st of each year pursuant to GC 54972. 2 years GC 26202, GC 26205.1



Department Name: Clerk of the Board

Type of Record Record Description Retention Period Authority Comments

Minutes / Summaries of 
Proceedings – BOS related to BOS and Board Standing Committee meetings. Permanent GC 25101, GC 25102, GC 26202, 

GC 26205.1

Notices, Legal required to be published and / or posted before the BOS may consider 
them. Permanent GC 26202, GC 26205.1

Ordinances – BOS Permanent GC 25101, GC 25102, GC 
52102.1, and GC 25105

Public Records Requests 2 years GC 26202

Recordings – Audio or Video of 
BOS and Assessment Appeals 
Hearings

Permanent GC26202 GC26205.1

Resolutions – BOS Permanent GC 25101, GC 25102, GC 
25102.1, and GC 25105

Safety Records – includes 
inspections, training records, 
accident investigations, 
complaints

2 years GC 26202



Department Name: County Administration

Type of Record Record Description Retention Period Authority Comments

Accounts Payable 
Records/Vendor Invoices

Accounts payable documentation including vendor 
invoices, payment requests, purchase orders, receiving 
documentation, payment approvals, supporting 
documentation, and related correspondence for goods 

5 years after payment or copmletion of 
audit, whichever is later

GC 26907, 26202 or other 
applicable audit/grant requirements

Administrative 
Correspondence Routine departmental correspondence and memoranda Retain for 2 years, then destroy Administrative decision Non-policy records only

Administrative Policies & 
Procedures

Official departmental policies, procedures, manuals, 
directives

Retain until superseded plus 5 years, then 
archive or destroy GC 26202; Administrative decision Retain permanently if historically 

significant

Agendas & Meeting Packets Department-created agendas, staff reports, supporting 
documentation Retain for 2 years after meeting date GC 25124; GC 54957.5 Official Board records maintained 

by Clerk of the Board

Annual Reports Official department annual reports and performance 
summaries Permanent GC 26202.6 Historical and administrative value

Audit Reports Internal and external audit reports, management letters, 
responses Permanent GC 26909; GC 26202.6 Includes state and federal audits

Budget Development Files Draft budgets, departmental requests, working papers Retain for 3 years after adoption of final 
budget, then destroy GC 29000 et seq.; GC 26202 Final adopted budget retained 

permanently by Auditor/Board

Budget Records – Final Final adopted budgets, budget resolutions, amendments Permanent GC 29000 et seq.; GC 26202.6 Official record

Calendars & Appointment 
Books Executive calendars and appointment records Retain for 2 years, then destroy Administrative decision Review for PRA requests or 

litigation holds

Contracts & Agreements Executed contracts, MOUs, leases, amendments Retain for 5 years after expiration or 
termination, then destroy CCP 337; GC 26202 Longer retention may apply for 

grants or capital projects

County Administrative Orders Official administrative orders issued by CAO Permanent GC 26202.6 Historical/operational value

Disaster & Emergency 
Planning Records

Emergency operations plans, continuity plans, disaster 
response documentation

Retain superseded versions for 5 years; 
final plans permanent GC 8630 et seq.; GC 26202.6 Coordinate with Emergency 

Management

Electronic Records & 
Metadata

Email, digital documents, metadata maintained as official 
records Retain according to related record series GC 26202.6; CCR Title 2 §22620 

et seq. Applies regardless of format

Employee Attendance 
Records Attendance sheets, leave records, overtime requests Retain for 4 years after fiscal year end, 

then destroy
Labor Code 1174; IWC Wage 
Orders; GC 26202

Employee Training Records Training attendance, certifications, compliance 
acknowledgements

Retain for duration of employment plus 5 
years OSHA; GC 26202 Certain safety records may require 

longer retention



Department Name: County Administration

Type of Record Record Description Retention Period Authority Comments

Executive Correspondence Significant correspondence of County Executive Office 
leadership Permanent review prior to destruction GC 26202.6 May possess historical value

Facility Use Agreements Building use permits and facility agreements Retain for 5 years after expiration, then 
destroy CCP 337

Fixed Asset Records Capital asset inventories, depreciation schedules, 
acquisition records

Retain for life of asset plus 4 years, then 
destroy GC 25250; GC 26202

Grant Administration Files Grant applications, award documents, reimbursement 
requests, reports

Retain for minimum 5 years after grant 
closeout unless grant requires longer 2 CFR 200.334; GC 26202 Federal grants may require 

extended retention

Internal Investigations Administrative investigations not related to personnel 
discipline

Retain for 5 years after closure, then 
destroy Administrative decision; GC 26202 Subject to litigation hold

Legal Opinions Department copies of legal opinions from County Counsel Retain for 5 years after superseded, then 
destroy GC 7927.705 Official copies retained by County 

Counsel

Litigation Files Litigation pleadings, discovery, exhibits, settlement 
records

Retain until final resolution plus 5 years, 
then transfer or destroy as directed by 
County Counsel

CCP; Administrative decision Significant cases may warrant 
permanent retention

Lobbying & Legislative Files Legislative analyses, advocacy positions, bill tracking Retain for 5 years, then destroy GC 26202

Minutes – Internal 
Committees Department committee minutes and supporting materials Retain for 5 years, then destroy Administrative decision Historical review recommended

Personnel Files – Department 
Copies

Reference copies of HR records maintained by 
department

Retain for duration of employment plus 3 
years, then shred GC 26202; Labor Code 1198.5 Official file maintained by Human 

Resources

Personnel Recruitment Files Applications, resumes, interview notes, eligibility lists Retain for 2 years after recruitment 
closes, then destroy 29 CFR 1602; GC 12946 Originals retained by Human 

Resources

Public Records Act Requests PRA requests, responses, related correspondence Retain for 2 years after closure, then 
destroy unless litigation pending

GC 7920 et seq.; Administrative 
decision

Coordinate with County Counsel if 
disputed

Records Retention Schedules Approved retention schedules and amendments Permanent GC 26202.6 Official records management 
documents

Social Media Records Official county social media posts and communications Retain according to content category GC 26202.6; PRA requirements Public records laws apply

Strategic Plans Strategic plans, goals, performance frameworks Permanent GC 26202.6 Historical and operational value



Department Name: County Administration

Type of Record Record Description Retention Period Authority Comments

Travel & Expense Claims Mileage reimbursements, travel claims, receipts Retain for 4 years after fiscal year end, 
then destroy IRS regulations; GC 26202

Vendor Files Vendor applications, W-9 forms, correspondence Retain for 4 years after inactive, then 
destroy IRS regulations; GC 26202



Department Name: County Clerk

Type of Record Record Description Retention Period Authority Comments

Admitted Surety Insurer Power 
of Attorney 2 years GC 26202

Affidavit of Fictitious Business 
Name Publication 4 years after statement expires BPC 17927

Applications with Court Orders 
Minor Marriage 2 years FC 302 GC 26202 

Applications with Credible 
Witness Forms 2 years GC 26202 

Confidential Marriage 
Certificates (original licenses) Permanent FC 511

Originals may be destroyed after one year if they 
have already been imaged in a trusted format per 
GC 26205. Records must be maintained at 
county level vs. State level due to confidential 
nature.  

Documents / Records – 
Departmental, Accounting

Departmental copies of purchase orders, 
invoices, expense claims, AAB claims, 
and related records (originals are filed 
with the Auditor-Controller's office).

2 years GC 26201, GC 26202

Fictitious Business Name 
Statements 4 years after statement expires BPC 17927

Statement of Abandonment 4 years after statement expires BPC 17927 

Inventories of County Property 5 years with BOS approval GC 24051 Or destroy anytime if reproduced according to GC 
26205.1

Legal Document Assistant (LDA) 
Application

3 years following expiration 
date if scanned BPC 6403E Retain scanned image for 10 years

Marriage License Application 2 years from date of issuance GC 26202

Notary Journal
Destroy 10 years from date 
records delivered to County 
Clerk and with court order

GC 8209(c)

Notary Oath (including 
revocation if applicable) 1 year after expiration of term GC 8213(a)

Oath of Office—All County 
Employees

Destroy without duplication, 5 
years after termination of 
employee

GC 3105(f)



Department Name: County Clerk

Type of Record Record Description Retention Period Authority Comments

Oaths of Office and 
Revocations of Deputies County Officials 5 years after revocation GC 24102(d)

Passport Application 
Transmittals 24 months US Passport Guidelines, 

GC 26202

Process Server Certificate of 
Registration including revocation 3 years following expiration 

date if scanned BPC 22351(c) Retain scanned image for 10 years

Professional Photocopier 
Application

3 years following expiration 
date if scanned BPC 22452(c) Retain scanned image for 10 years

Regular Public Marriage 
Certificates (originals) Permanent HSC 102355 Original certificate forwarded to the State 

Registrar on a quarterly basis

Roster of Public Agencies (when 
Superseded) 2 years GC 26202

Sealing Notice Immediately after record is 
sealed

Public Health transmittal 
form; HSC 102685, 
102795,103260, 103375, 
103440, and 103449

Unlawful Detainer Assistant 
(UDA) Application

3 years following expiration 
date if scanned BPC 6403(e) Retain scanned image for 10 years

Vital Record Copy Applications Birth 2 years GC 26202

Vital Record Copy Applications Death 2 years GC 26202

Vital Record Copy Applications Marriage (Public and Confidential) 2 years GC 26202



Department Name: County Recorder
Type of Record Record Description Retention Period Authority Comments

Building Contracts, 
Agreements, Specifications, 
Bonds

2 years after date of filing, 
may be returned by recorder 
to person filing.

GC 27205
Destroy 5 years from date of filing; unless 
a written request of interest is received 
prior to date of scheduled destruction.

Document Rejection Letters 2 years GC 26202

Final Maps or Parcel Maps Permanent GC 66466(e) 

Grantor/Grantee Index Permanent Department Policy

Index for Vital Record Permanent Department Policy

Indices Permanent GC 27328

Inventories of County 
Property 5 years with BOS approval GC 24051 destroy anytime if reproduced according 

to GC 26205.1 

Involuntary Lien Notices 
Returned as Undeliverable None GC 27297.5(g)

Official Records Permanent GC 27300

Preliminary 20 Day Notice 
Filing 2 years after date of filing CIV 8214(d)

Public Official Bonds for 
Elected Officials

Record bond; destroy 1 year 
after expiration of term GC 1460.1

Published Tax Collectors 
Delinquent List of Tax 
Defaulted Properties 

Destroy after 7 years from 
date of filing. RTC 3374

Recorded 
Documents—Undeliverable 
and Uncalled for 

Destroy 10 years after date of 
recording GC 26205.6 Destroy after 2 years if recorded by 

permanent photographic means

UCC Financing Statement 1 year after effectiveness has 
lapsed COM 9522

Vital Record Certificates Birth Permanent HSC 102235 State Registrar may cause to be 
destroyed

Vital Record Certificates Death Permanent HSC 102235 State Registrar may cause to be 
destroyed



Department Name: County Recorder
Type of Record Record Description Retention Period Authority Comments

Vital Record Certificates Marriage Certificate Permanent HSC 102235 State Registrar may cause to be 
destroyed



Development Services

Branch Type of Record Record Description Retention Period Authority Comments

Engineering/Water 
Resources

Duplicate Documents – 
Any Public Works 
document

Duplicates of any record, paper or document whose 
primary copy is in the files in another department or office 
of the County

None GC § 26201
Audio tapes used to record meetings shall be 
considered duplicates once written minutes are 
prepared

Engineering/Water 
Resources

Paper Originals – 
Specified Public Works 
documents

Paper and hard copy documents that are scanned and 
filed None after scanning GC § 26205.1 Scan and then destroy paper documents

Engineering/Water 
Resources Administrative - General Correspondence, records not otherwise subject to longer 

retention periods: internal documents Current year + 2 years GC § 26202GC § 26202
GC § 26205.1

Not otherwise in a special category requiring a 
greater retention period

Engineering/Water 
Resources

Administrative -  Governing 
Board Actions

Special District or committee resolutions, agendas, staff 
reports, ordinances, minutes for which Public Works acts 
as secretary/clerk.

Permanent GC § 25100 et. al.
GC § 26205.1

Gilsizer Drainage District; Airport Advisory 
Committee; Public Works Support Services 
Committee; Fish & Game Commission

Engineering/Water 
Resources

Environmental – 
Hazardous Material/ 
Waste

Documents, concerning testing, exposure, mitigation, 
storage, disposal Permanent CCP § 340.8

40 CFR 122.21
Commencement of civil action timeframe 
uncertain

Engineering/Water 
Resources

Financial – Auditable 
Financial Records Financial records that are required to be audited Audit completion + 2 years

GC § 26202
GASB

May be subject to longer retention periods in 
accordance with state or federal funding/grant 
agreements audit requirements

Engineering/Water 
Resources

Financial – Financial 
Records

Routine administrative and financial records, including 
claims, office forms, payroll, policies, records of deposits, 
bank statements, etc.

Current year + 3 years
GC § 26202
CCP § 338
GC § 26205.1

Engineering/Water 
Resources Financial – Assessments Assessment calculations, engineer reports, levy request Assessment levy + 3 years CCP § 338

Engineering/Water 
Resources

Incident Reports Reports and supporting documents concerning damage or 
injury caused by the County or damage to County property Incident + 4 years GC § 945.6

CCP § 343

Engineering/Water 
Resources

Services – Contracts Contract and contract administration documents, for 
professional consultants, contracts for services Close of contract + 4 years

GC § 26202
CCP § 337
GC § 26205.1

Engineering/Water 
Resources

Projects – Encroachments
Improvement plans approvals/permits, inspections; for 
private improvements including private improvements on 
the public right-of-way

Permit closeout + 4 years
GC § 26202
CCP § 337.1
GC § 26205.1

Engineering/Water 
Resources

Projects – New 
Development [Capital 
Improvement Projects]

Public improvement plans approvals, subdivision and other 
agreements; inspection, acceptance and other project 
documents for construction of roads, bridges, other 
infrastructures

Project closeout + 10 
years

GC § 26202
CCP § 337.15
GC § 26205.1

Engineering/Water 
Resources

Projects – Public Works

Contract, contract administration documents, and project 
documents for design services, construction, and/or 
repairs of roads, bridges, and buildings, other 
infrastructure

Project closeout + 10 
years

GC § 26202
CCP § 337.15
GC § 26205.1

Engineering/Water 
Resources

Projects – Unsuccessful 
Bids

Unsuccessful bids on construction/repair of roads, bridges, 
and buildings Current year + 2 years GC § 26202.1

GC § 26205.1

Engineering/Water 
Resources

Plans – Public 
Improvements

Record drawings/as-built plans of County-owned 
structures such as roads, bridges, buildings, & other 
infrastructure

Life of the structure

GC § 26202
CCP § 337.1
HS § 19850
GC § 26205.1

Engineering/Water 
Resources

Real Property – Leases
Lease agreements and administration documents for 
County-leased privately-owned premises or lease of 
County premises

Termination + 4 years CCP § 337.2
GC § 26205.1

Engineering/Water 
Resources

Real Property – Right-of-
Way

Right-of-Way acquisition or abandonment supporting 
documents Current year + 4 years

CCP § 337
GC § 26201
GC § 26205.1

Agreements will be on file with the Board Clerk

Department Name:



Development Services

Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Engineering/Water 
Resources

Real Property – 
Easements or Fees

Acquisition/sale supporting documents for 
easements/grants Current year + 4 years

CCP § 337
GC § 26201
GC § 26205.1

Agreements will be on file with the Board Clerk

Engineering/Water 
Resources Real Property – Asbestos Documents concerning testing, removal, exposure, 

dismissal Permanent CCP § 340.2
GC § 26205.1

Commencement of civil action timeframe 
uncertain

Engineering/Water 
Resources Utilities – Billing Account records, applications, fees Current year + 3 years CCP § 338

GC § 26205.1

Engineering/Water 
Resources

Utilities, Stormwater 
Quality Stormwater discharge testing, permit compliance actions Current year + 5 years CCP § 338

40 CFR 122.21(p)

Add 2 years for discovery by State Water 
Resources Control Board (Port-Cologne Water 
Quality Board)

Engineering/Water 
Resources

Utilities, Water – Violations 
of MCL Notices, reports Last action + 3 years 40 CFR 141.33(b)

Engineering/Water 
Resources Utilities, Water – Variance Records concerning variance/exemption Expiration + 5 years 40 CFR 141.33(d)

Engineering/Water 
Resources

Utilities, Water – 
Microbiological Biological and turbidity testing, reports Current year + 5 years 40 CFR 141.33(a)

Engineering/Water 
Resources Utilities, Water – Chemical Chemical constituent testing, reports; sanitary surveys Current year + 10 years 40 CFR 141.33(a)

Engineering/Water 
Resources

Utilities, Water – Lead & 
Copper

Lead and copper constituent testing, reports; corrosion 
control chemical testing, reports Current year + 12 years 40 CFR 141.91

Engineering/Water 
Resources

Utilities, Wastewater 
Discharge

Wastewater discharge testing, treatment, permit 
compliance actions Current year + 5 years

CCP § 338
40 CFR 503.17
40 CFR 122.21(p)

Add 2 years for discovery by State Water 
Resources Control Board (Port-Cologne Water 
Quality Board)

Planning & Building

Duplicate Documents – 
Any Planning and Building 
document 

Duplicates of any record, paper, or document whose 
primary copy is in the files in another department or office 
of the County None

GC § 26201

Planning & Building

Paper Originals – 
Specified Planning and 
Building document

Paper and hard copy documents that are scanned and 
filed None after scanning

GC § 26205.1 Scan and then destroy paper documents

Planning & Building

Building Permit and 
Building Permit 
Applications Issued and final permits and associated documents Permanent

GC § 26202
HS § 19850
GC § 26205.1 Statewide guidelines propose permanent

Planning & Building

Building Plans – 
Residential

Permanent

GC § 26202
HS § 19850
GC § 26205.1

Department preference; law requires for the life 
of the building for commercial only; statewide 
guidelines propose 2 years from the 
closed/completion date for blueprints and 
specifications

Planning & Building

Building Plans – Non 
Residential

Commercial, multifamily dwellings, places of public 
accommodation Permanent GC § 26202 HS § 19850

GC § 26205.1

Department preference; law requires for the life 
of the building for commercial only; statewide 
guidelines propose 2 years from the 
closed/completion date for blueprints and 
specifications

Planning & Building

Case Files – Planning and 
Zoning

Pertains to real property.  May include blueprints, 
drawings, maps, plans, reports, evaluations, 
correspondence, uses, permits, variances, studies, 
appeals, compliance certificates, lot line adjustments, or 
other planning-related matters brought before legislative 
body.  Includes rezoning of properties, historic 
preservation address files, surface mining permits, gas/oil 
well drilling permits, agricultural preserve 
establishment/disestablishment files.

Permanent 

GC § 26202 
GC § 4003 
GC § 4004 
HS § 19850
GC § 26205.1

Statewide guidelines propose permanent 



Development Services

Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Planning & Building
Certificates of Occupancy Permanent GC § 26202

GC § 26205.1

Statewide guidelines propose life of the building; 
since there is no procedure in place for verifying 
existence of buildings, records shall be retained 
permanently

Planning & Building

Code Compliance 
Complaints – Notices of 
Violation

Closed/completion + 2 
years

GC § 26202
GC § 26205.1 Department preference 

Planning & Building
Correction Notices, 
Inspection Reports, Etc. Correspondence, fees, appeal, requests, reports Closed/completion + 2 

years
GC § 26202
GC § 26205.1 Department preference

Planning & Building
General Plan and Land 
Use Map 

Zoning, tentative subdivision, parcel, land use map, aerial 
photos, specific plans

Permanent
GC § 26202
HS § 19850
GC § 26205.1

Statewide guidelines propose permanent

Planning & Building

General Plan – 
Environmental Impact 
Report

Permanent GC § 26202
GC § 26205.1 CEQA guidelines propose permanent

Planning & Building

General Plan – 
Resolutions Amending the 
General Plan

Approvals and denials Closed/completion + 3 
years

GC § 26202
GC § 65106
GC § 50110
GC § 26205.1

Statewide guidelines propose 2 years from the 
closed/completion date for approvals and 3 years 
from the current year for denials

Planning & Building
Statement of Fees 
Collected Current year + 5 years

GC § 24356
GC § 26907
GC § 26205.1

Planning & Building Soil Reports Permanent GC § 26202
GC § 26205.1 Statewide guidelines propose permanent

Environmental Health

Duplicate Documents – 
Any Environmental Health 
document

Duplicates of any record, paper or document whose 
primary copy is in the files in another department or office 
of the County

None GC § 26201
Audio tapes used to record meetings shall be 
considered duplicates once written minutes are 
prepared

Environmental Health

Paper Originals – 
Specified Environmental 
Health document

Paper and hard copy documents that are scanned and 
filed None after scanning GC § 26205.1 Scan and then destroy paper documents

Environmental Health
Bacteriological Water 
Quality Analysis

Current year + 5 years 22 CCR 64259(b)(5)
40 CFR 141.33

Actual laboratory reports may be kept, or data 
may be transferred to tabular summaries

Environmental Health
Disposal Site/Facility Files

All applications, permits, notices, orders, reports, 
correspondence, and other documents pertaining to the 
facility or site, which have been initiated or received by the 
enforcement agency.

Life of site/facility 14 CCR 18020
Law requires that files and their contents shall be 
retained by the enforcement agency for as long 
as a facility or disposal site physical exists

Environmental Health

Environmental – 
Hazardous 
Materials/Waste 

Documentation regarding handling and disposal of 
hazardous waste Permanent CAL OSHA

40 CFR 122.21
Department preference; statewide guidelines 
propose current year plus 10 years

Environmental Health
Hazardous Waste 
Reports, Analyses Current year + 3 years 22 CCR 66262.40© Law requires records of any test results and 

water analyses be kept for at least 3 years 

Environmental Health
Food Facility Inspections, 
Permits Current year + 5 years GC § 26202

GC § 26205.1 Department preference

Environmental Health
On-Site Sewage Disposal 
Records Permanent SWRCB/RWQCB

Environmental Health
Small Water Systems – 
Apps, Permits Current year + 10 years 22 CCR 64259(b)(1) & (2)

Environmental Health
Small Water Systems – 
Correspondence Files Current year + 3 years 22 CCR 64259(b)(6)

Environmental Health
Small Water Systems – 
Inspections/Surveys Current year + 10 years 22 CCR 64259(b)(4)



Development Services

Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Environmental Health
Statement of Fees 
Collected

Current year + 5 years
GC § 24356
GC § 26907
GC § 26205.1

Environmental Health
Water Quality Analysis 
(Not Bacterial) Current year + 10 years 40 CFR 141.33

Environmental Health Well Logs Permanent GC § 26202
GC § 26205.1

Administration & 
Finance

Duplicate Documents – 
Any Administration and 
Finance document

Duplicates of any record, paper or document whose 
primary copy is in the files in another department or office 
of the County

None GC § 26201
Audio tapes used to record meetings shall be 
considered duplicates once written minutes are 
prepared

Administration & 
Finance

Paper Originals – Any 
Administration and Finance 
document

Paper and hard copy documents that are scanned and 
filed None after scanning GC § 26201 Scan and then destroy paper documents

Administration & 
Finance Administrative - General Correspondence, records not otherwise subject to longer 

retention periods: internal documents 2 years GC § 26202 Not otherwise in a special category requiring a 
greater retention period

Administration & 
Finance

Administrative -  Governing 
Board Actions

Special District or committee resolutions, agendas, staff 
reports, ordinances, minutes for which Development 
Services acts as secretary/clerk. Permanent 

GC § 25100 et. al. Gilsizer Drainage District; Public Works Support 
Services Committee

Administration & 
Finance Annual Financial Report Independent Auditor analysis Closed + 2 years GC26202

Administration & 
Finance

Budget Adjustments
Account transfers, appropriation and transfer of funds, and 
creation, modification, accounting funds, Midyear review 
reports

Audit + 5 years GC26202

Administration & 
Finance Budget Operating (copies) Departmental Reference Superseded GC26202

Administration & 
Finance

Employment – Supervisory 
Files

Correspondences, counseling records, other local records 
concerning specific employees; not on file in Human 
Resources Department

End of employment + 4 
years

GC § 26202
CCP § 343

Administration & 
Finance

Employment – Time 
Sheets & Labor 
Distribution

Time cards/time sheets recording the time worked and 
signed by the employee. Costs by employee & program Audit + 2 years

GC26202
GC § 26202
CCP § 343 
LC § 1174
20 CFR 516.6

Administration & 
Finance

Financial – Auditable 
Financial Records Financial records that are required to be audited Audit completion + 2 years GC § 26202

GASB

Administration & 
Finance

Financial – Financial 
Records

Routine administrative and financial records, including 
claims, office forms, payroll, policies, records of deposits, 
bank statements, etc.

3 years GC § 26202
CCP § 338

May be subject to longer retention periods in 
accordance with state or federal funding/grant 
agreements audit requirements

Administration & 
Finance Financial – Assessments Assessment calculations, engineer reports, levy request Assessment levy + 3 years CCP § 338

Administration & 
Finance Grants – CDBG Applications, reports, contracts, supporting documents Termination + 4 years

Administration & 
Finance

Grants – Federal and 
State Close + 5 years Refer to grant application close-out procedure

Administration & 
Finance

Grants – Financial 
Records Close + 5 years Refer to grant application close-out procedure

Administration & 
Finance Grants – Unsuccessful Applications not entitled Close + 2 years

Administration & 
Finance Hearing or Review Documentation created and or received in connection with 

an audit hearing or review Audit + 2 years GC26202
OMB A-128



Development Services

Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Administration & 
Finance

Incident Reports Reports and supporting documents concerning damage or 
injury caused by the County or damage to County property Incident + 4 years GC § 945.6

CCP § 343
Administration & 
Finance

Personnel Records 
(copies) Attendance; evaluations; drafts; worksheets; postings Current + 2 years GC26202; GC6250

Administration & 
Finance Reports Internal and/or external Audit + 4 years GC26202

OMB A-128

Administration & 
Finance

Reviews Internal/External 
Periodic

Daily, weekly, monthly, quarterly or other summary review, 
evaluation, log, list, statistics, except a report Current year GC26202

GC6250
Administration & 
Finance Services – Contracts Contract and contract administration documents, for 

professional consultants, contracts for services Close of contract + 4 years GC § 26202
CCP § 337



Department Name: Elections

Type of Record Record Description Type of Election Retention Period Authority

1% Tally Sheets Two tally sheets, the challenge lists, the assisted voters' list Federal Destroy After 22 Months EC 17303*

1% Tally Sheets Two tally sheets, the challenge lists, the assisted voters' list State/Local Destroy after 6 months EC 17304*

Absentee Voter 
Applications Federal Destroy After 22 Months USC 52, Sec 20701

Absentee Voter 
Applications State/Local Destroy after 6 months USC 52, Sec 20701

Affidavits of Registration Cancelled All Elections Retain for 5 Years, NVRA 1993, USC 52, 
Sec 20701, EC 17000

Affidavits of Registration Inactive All Elections Two Federal General Elections 
Unless reinstated

NVRA 1993, USC 52, 
Sec 20701, EC 17000

Affidavits of Registration Microfilmed Originals All Elections Retain permanently - paper 5 years NVRA 1993, USC 52, 
Sec 20701, EC 17000

Affidavits of Registration Unresolved All Elections Destroy after 22 months NVRA 1993, USC 52, 
Sec 20701, EC 17000

Applications for Voter Data N/A Destroy after 22 months USC 52, Sec 20701

Ballots and Paper Cast 
Vote Records

Voted, spoiled, cancelled, surrendered, provisional, and 
conditional voter registration Federal Destroy after 22 months USC 52, Sec 20701

Ballots and Paper Cast 
Vote Records

Voted, spoiled, cancelled, surrendered, provisional, and 
conditional voter registration State/Local/Other Destroy after 6 months EC 17301*, EC 17305, 

EC 17302*

Campaign Statements: 
Original Forms

Statements of Organizations, Registration Statements, 
persons holding elective state office, candidates for any 
such offices, committees supporting any such officeholder or 
candidate and any committees supporting or opposing 
statewide measures

All Elections Permanent Retention GC 81009(a)

Campaign Statements: 
Original Forms

Original Campaign Statements of ELECTED County 
Supervisors All Elections Permanent Retention GC 81009(a)

Campaign Statements: 
Original Forms NONELECTED County Supervisors All Elections 5 Years GC 81009(b)

Campaign Statements: 
Original Forms

Original Campaign Statements of all other persons not 
mentioned in GC 81009(a) All Elections Destroy after 7 years GC 81009(c)

Correspondence: Voter 
Registration

Request to cancel registration or change of address, name, 
part, etc. N/A Destroy after 22 months USC 52, Sec 20701, 

NVRA 1993



Department Name: Elections

Type of Record Record Description Type of Election Retention Period Authority

Documents / Records – 
Departmental, Accounting

Departmental copies of purchase orders, invoices, expense 
claims, AAB claims, and related records (originals are filed 
with the Auditor-Controller's office)

N/A 2 years GC 26201, GC 26202

Electronic Data

All voting system, ballot on demand, adjudication, remote 
accessible vote by mail system, and electronic poll book 
electronic data; and all ballot images and HASH values 
taken from the voting technology devices.

Federal Destroy after 22 months EC 17601

Electronic Data

All voting system, ballot on demand, adjudication, remote 
accessible vote by mail system, and electronic poll book 
electronic data; and all ballot images and HASH values 
taken from the voting technology devices.

State/Local Destroy after 6 months EC 17602

Envelopes Vote by mail identification, provisional, and conditional voter 
registration Federal Destroy after 22 months USC 52, Sec 20701

Envelopes Vote by mail identification, provisional, and conditional voter 
registration State/Local Destroy after 6 months EC 17301*, EC 17305, 

EC 17302*

Indexes at Precinct Street Indexes Federal Destroy after 22 months EC 17303*

Indexes at Precinct Street Indexes State/Local Destroy after 6 months EC 17304*

Indexes Pursuant to EC 2183 N/A Recycle after 5 years EC 17001

Initiative Referendum 
Petition N/A

Destroy after 8 months after 
certification of the results of the 
elections for which the elections 
qualified for or if the measure is not 
submitted to the voters eight months 
after the final examination of the 
petition by the election official.

EC 17200*

Inventories of County 
Property N/A

5 years with BOS approval or destroy 
anytime reproduced according to  
GC 26205.1

GC 24051

Nomination 
Papers/Signature In-Lieu 
of

Nomination papers for all candidates, not just those elected N/A Destroy 4 years after term expires EC 17100*

Official Notices Death, Mental Incompetence, Felony Listings N/A Destroy after 22 months USC 52, Sec 20707, 
NVRA 1993



Department Name: Elections

Type of Record Record Description Type of Election Retention Period Authority

Physical Inventory: 
Unused Ballots Declares stock of each type of ballot paper on hand N/A

Unused ballot paper or cards not 
authorized by SOS for retention shall 
be destroyed. A certificate of 
destruction shall be sent to SOS.

EC 13006

Recall Petition N/A

The election official or in the case of 
recall of a state officer, the Secretary 
of State officer, destroy 8 months 
after the results of the election for 
which the petition qualified or if no 
election is held, 8 months after the 
election official’s final examination of 
the petition.

EC 17400*

Reports and Statements: 
Copies

Copies of reports and statements which do not need 
retention of more than one copy All Elections Destroy after 4 years GC 81009(f)

Reports and Statements: 
Originals

Original reports and statements not specific by GC 81009 
(a)(b)(c) or (d) All Elections Destroy after 7 years GC 81009(e)

Roster of Voters that Voted All Elections
Destroy original after 5 years or if 
electronic copy, shred original 
following the next general election. 

EC 17300

Statements of Economic 
Interest

Original Statements of Economic Interest of persons holding 
statewide elective office All Elections Permanent Retention GC 81009(d)

Unused Ballots and 
Receipts Federal Destroy after 22 Months USC 52, Sec 20701

Unused Ballots and 
Receipts State/Local Destroy after 6 Months EC 17301*, EC 17305, 

EC 17302*

VNC, ARC 8D(2) Cards 
(undeliverable) NCOA and All Reports N/A Destroy after 22 Months USC 52, Sec 20701, 

NVRA 1993

VNC, ARC and 8D(2) 
Cards

Returned to Election Offices by registrants responding to 
verification or confirmation mailings N/A Destroy after 2 years USC 52, Sec 20701, 

NVRA 1993



Department Name: Emergency Management
Type of Record Record Description Retention Period Authority Comments

Investigatory and Disciplinary 
Files

Complaint, employee discipline & performance history, 
correspondence, interviews, appeals & final result of 
investigation.

Retain for 4 years after termination, 
then destroy. (Original retained by 
Human Resources) 

GC 12946; GC 26202; 29 USC 
Sections 211(c), 203(m), 207(g)

Interpretive Memos & 
Directives Retain for 5 years, then destroy. Administrative decision

Legal Opinions Department copy. Original retained by County Counsel
Retain for 5 years, then destroy.
(Original retained by County 
Counsel.)

GC 7927.705

Litigation Files

Retain originals while in progress 
then transmit to County Counsel at 
the end of litigation, for permanent 
retention.

Administrative decision

Department Personnel Files Reference copies of documents contained in official 
personnel file.

Retain for 3 years after termination, 
then destroy by shredding. (Original 
Personnel files retained by Human 
Resources)

GC 26201

Department Personnel Files - 
Supervisor's Notes

Any documentation the Supervisor has taken between 
annual performance evaluations.

Shred after incorporation into 
Performance Evaluation or 
Documented Discipline

Administrative decision

Notes maintained in a separate 
folder to be incorporated into 
performance evaluation, or to 
document progressive discipline

Department Recruitment Files
Employment Applications, 
Resumes, & Interviews 

Perm & Temporary (EH) applications, resumes, 
examination materials & answer sheets, job bulletins, 
eligible list, certification lists, correspondence to 
candidates, advertising, mailing lists, notice of interview 
(denial or acceptance), interview rating materials etc.

Department use during the 
recruitment process, then destroy by 
shredding. (Originals retained by 
Human Resources)

GC12946; EEOC 29 CFR 1602 et 
seq; 29 CFR 1607 et seq; 29 CFR 
1627.3 et seq; CRA Title VII; ADA; 
FEHA; GINA; EPA; ADEA; VEVRA

Public Records Act Request 
and Subpoena for Records Request for records referred to County Counsel Retain in office for 2 years, then 

destroy unless need to retain exists. Administrative decision Original submitted into Public 
Request Act portal

Reference Materials
Policies, Procedures, Brochures, Flyers, Manuals, 
Newsletters, Administrative Policies, etc.: Produced by 
our Department.

CL + 2 years, then destroy. GC 26202.

 If a Policy or Procedure 
changes mid-year, an auditor 
would need both the current and 
the superseded versions to 
ensure financial transactions or 
other procedures are in 
accordance with the Department 
Policy and Procedure.

Training & Development 
Records

Schedules, consultants, handouts, coordinator, course, 
evaluations, new program information, employee 
applications, volunteer program training, class training 
materials, internships, paperwork documenting officers 
internal & external training.

Retain for 7 years, then destroy by 
shredding. GC 12946



Department Name: Emergency Management
Type of Record Record Description Retention Period Authority Comments

Reports and Studies Annual Reports 10 years, then destroy. Administrative decision

Information is outdated after 10 
years; statewide guidelines 
propose 2 years; If historically 
significant, retain permanently

Budget Records

Final annual county financial plan for all expenditures of the 
county, approved by the BOS.1) Final budget maintained 
& filed by County Clerk; 2) Department work papers & 
files. Records used to prepare & support budget; 3) 
Duplicate copy of final budget.

Retain departmental copies as long 
as there is an administrative need 
and then destroy.  Can scan and then 
destroy paper documents.

GC 26205.1; GC 26201

Checks and Cash (Payments, 
Receipts, Statements) 
Departmental Copies

Receipt books & deposit permits for monies collected.

Retain receipt book until filled, then 
submit to Auditor-Controllers Office. 
Retain department copies 
electronically, for CU + 3 years, then 
destroy.  

GC 24356; GC 26907

Claims for Payment - 
Accounts Payable 
(Departmental Copy)

Records related to the procurement of and payment for 
goods and services.

Original retained by Auditor. 
Retain departmental copies CU + 3 
years, then destroy.

GC 26201

Budget Amendments and 
Journal Entries

Any paperwork related to the preparation of budget 
amendments and journal entries

Original retained by Auditor. 
Retain departmental copies CU + 3 
years, then destroy.

GC 26201

Purchase Orders 
(Departmental Copy)

Purchase orders issued by the department per Purchasing 
Policy or per delated authority. CU + 5 years, then destroy GC 25501.5 

All requisitions and related 
procurement documents shall be 
retained for a period of not less 
than three (3) years. Also 
reference "County Purchasing 
Manual/Policy"

General Correspondence 
(Operational)

Files used to maintain and administer the office. May 
include workload reports, correspondence, memos, forms 
& office procedures

CU + 2 years, then destroy by 
shredding. GC 26202

Grants - Unsuccessful Applications, correspondence, backup documentation CU + 2 years, then destroy by 
shredding. GC 26202

Grant - Successful

Applications (successful), grant agreement, procurement 
records, copies of invoices, program rules, regulations & 
procedures, reports to grant funding agencies, canceled 
checks, correspondence, audit records, completion 
records

Follows retnetion requirements as 
specified in each grant document. GC 26202, 2 CFR 200.334-200.337

 If retention is depicted in Grant 
documents, follow as required in 
Grant documents unless County 
Retention Schedule exceeds.



Department Name: Emergency Management
Type of Record Record Description Retention Period Authority Comments

FEMA Reimbursement / OES 
Reimbursements / Strike 
Team Reimbursements

Reimbursement requests, correspondence, deposit 
information, all backup documentation

10 years after final reimbursement, 
then destroy by shredding.

Department Preference; Meets 
auditing standards; Uniform Admin. 
Requirements for Grants to Local 
Governments is 3 years from 
expenditure report or final payment of 
grantee or subgrantee; 2 CFR 
200.334; 24 CFR 91.105(h), 92.505, 
570.490, & 70.502(a),29 CFR 97.42; 
OMB Circular A-110 & A-133

Emergency Plans / Disaster 
Preparedness Manuals, etc. Superseded Minimum 2 years Department Preference

Fireworks Citations
Administrative Citation; Officer's Report; Payment 
Arrangement forms; Hearing Requests; Payments; 
Deposit Permits

CL + 5 years, then destroy by 
shredding. GC 26202

Fire Incident Reports Incident reports that reside in the Fire's electronic 
database

CU + 3 years, then destroy by 
shredding. UFC 103.34

Fire Inspection Reports Reports provided by Fire Marshal or in the Fire's 
electronic database

CU + 3 years, then destroy by 
shredding. UFC 103.34

ISO Insurance Ratings Preparation documentation 15 years Department Preference (rated every 
10 years)

Respiratory Fit Tests for 
Breathing Apparatus Results from testing 30 years after termination date, then 

destroy by shredding.

Department Preference; Claims can 
be made for 30 years for toxic 
substance exposure; Claims are 
required for five years after the end 
of compensation, or injury, whichever 
is longer; 8 CCR §3204(d)(1) et seq., 
8 CCR 10102, 15400.2; GC 
§§12946, 12960

Annual Inspections Annual Fire Inspections, Business Inspections, Citations, 
Notice of Violations and Approvals Life of Building, minimum 5 years

Department preference for Citations / 
Notice of Violations; other records 
are required for the Life of the 
Structure or Activity, or Minimum 5 
years for Approvals, Inspections, 
Fires, Modification / Alternative 
Methods or Materials; CFC §§ 104.6 
– 104.6.4



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Adult Protective 
Services/IHSS Discrimination Claims Client Complaints

2 years beyond final disposition, unless funding source 
states otherwise.  Actual retention periods may vary 
due to current federal/state/local law/rules/regulations 
and/or court findings.

Agency/Funding Source 
Retention Schedule GC 26202

Adult Protective 
Services/IHSS IHSS Time Sheets IHSS Time Sheets

5.5 years.  Retain longer if legal or audit action is 
pending.  Actual retention periods may vary due to 
current federal/state/local law/rules/regulations and/or 
court findings.

Calif. Welfare & Institutions Code 
Section 10851; CDSS Manual 
Policy-Procedures/Agency 
Retention Schedule

Adult Protective 
Services/IHSS

IHSS/Adult Services Client 
Files IHSS/Adult Services Client Files

5.5 years.  Retain longer if legal or audit action is 
pending.  Actual retention periods may vary due to 
current federal/state/local law/rules/regulations and/or 
court findings.

Calif. Welfare & Institutions Code 
Section 10851; Calif. Dept. of 
Social Services (CDSS) Manual 
Policy-Procedures/Agency 
Retention Schedule

Adult Protective 
Services/IHSS

Public Assistance & 
Program Services Adult Services/IHSS

3 years after last date of service unless involved in 
litigation or audit.  Actual retention periods may vary 
due to current federal/state/local law/rules/regulations 
and/or court findings.

CDSS Manual of Policies and 
Procedures

Behavioral Health Administrative Board Resolutions, Staff Reports, 
Ordinances

Scan and then destroy paper document if original or 
duplicate original on file with Board Clerk

Behavioral Health Administrative

Routine Administrative and Financial 
Records, including Claims, Journal 
Entries, Office Forms, Payroll, 
Policies, etc.

After completion of Short-Doyle Medi-Cal Cost Report 
Audit for the fiscal year, including any appeal, or when 
no longer subject to audit per W&I Code 14170, 
Whicher is later

Behavioral Health Budget Preparation Work 
Papers Budget Preparation Work Papers Scan and then destroy paper documents

Behavioral Health Contracts Managed care providers, treatment, 
facilities

After completion of Short-Doyle Medi-Cal Cost Report 
Audit for the fiscal year, including any appeal, or when 
no longer subject to audit per W&I Code 14170, 
Whicher is sooner

Behavioral Health Correspondence All incoming and outgoing 
correspondence Scan and then destroy paper documents

Behavioral Health Employment Files
Copies of performance reports, 
formal correspondence, discipline, 
records and all other records

Scan and then destroy paper document if original or 
duplicate original on file with Human Resources

Behavioral Health Internal Department 
Documents

Memos, schedules, notes, lists, 
journal ledgers, etc. 7 years

Behavioral Health Medical Adult and Emancipated Minor 
Records

Each provider, as defined in WIC 14043.1, who 
renders health care services under a Medi-Cal 
program, County and Contractor, shall keep and 
maintain adult and emancipated minor records for 
each service rendered under the Medi-Cal program for 
a period of 10 years from the final date of the contract 
period between the plan and the provider, from the 
date of completion of an audit, or from the date the 
service was rendered, whichever is later, in 
accordance with Section 438.3(h) or Title 42 of the 
Code of Federal Regulations, section 70751

California Welfare and Institutions 
Code § 14124.1 

Department Name:



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Behavioral Health Medical Adult and Emancipated Minor 
Records

MHPs must retain, and require subcontractors to 
retain records, as applicable, for a period of no less 
than 10 years.

42 CFR §438.3(u)

Behavioral Health Medical Adult and Emancipated Minor 
Records

Records of unemancipated minors are additionally 
required to be kept a minimum of 7 years after the 
minor has reached age 18 (25 years of age, if later 
than 10 years beyond final date of the contract period 
between the plan and the provider, date of completion 
of an audit, or date the last service was rendered). 

California Welfare and Institutions 
Code § 14124.1 

Behavioral Health Mental Health Services Act 
Plans

Three-year MHSA plans and plan 
updates

Retain paper originals until term of plan is completed 
then, if scanned, paper document may be destroyed

Behavioral Health Personal Service 
Contracts Personal Service Contracts Scan and then destroy paper document if original on 

file with Board Clerk

Behavioral Health Real Property Leases Real Property Leases
Retain paper originals until lease terminates then scan 
and destroy paper document if original or duplicate 
original on file with Board Clerk

Behavioral Health Safey Records Employee Accident Reports Scan and then destroy paper documents if original on 
file with the Personnel department

Children & Families 
Commission Accounting Accounts payable: invoices from 

vendors/contractors FY + 3 years

Children & Families 
Commission Accounting Audited Financial 

Statements/Reports Permanent

Children & Families 
Commission Accounting Budgets FY + 3 years

Children & Families 
Commission Accounting Claims/Invoices/Expenditure Reports 

to Contractors FY + 3 years

Children & Families 
Commission Accounting

Grant Applications, Scoring 
Materials, Copies of Intent to
Award Letters

FY + 3 years

Children & Families 
Commission Commission Authorizations and appropriations for 

expenditures FY + 3 years

Children & Families 
Commission Commission Bylaws Permanent

Children & Families 
Commission Commission Commission agenda, minutes and 

associated attachments FY + 3 years

Children & Families 
Commission Commission Ordinances Permanent

Children & Families 
Commission Commission Policies, general FY + 3 years

Children & Families 
Commission Commission Strategic Plans Permanent

Children & Families 
Commission

Contracts/Agreements/Lea
ses Leases Termination + 3 years

Children & Families 
Commission

Contracts/Agreements/Lea
ses Original Signed Contracts Termination + 3 years

Children & Families 
Commission General Marketing and promotional materials FY + 3 years

Children & Families 
Commission Insurance Insurance Polices Closed + 3 years

Children & Families 
Commission Procurement Formal Bids (RFA, RFQ, etc.) FY + 3 years



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Children & Families 
Commission Reports/Compliance

Annual Certification of Compliance 
with Statute to First 5
California

FY + 3 years

Children & Families 
Commission Reports/Compliance Annual Evaluation Report FY + 3 years

Children & Families 
Commission Reports/Compliance Annual Report to First 5 California FY + 3 years

Employment & 
Eligibility Accounting Fiscal 

Claim Reports All records from July 1, 2012 until present day.
SDSS- Manual –Fiscal (retention 
schedule 25-602) MPP-23-353, 
Government Code § 26907

Employment & 
Eligibility Accounting Fiscal OP/OI Records    Open Overpayment/Over issuance Records 

This section pertains to the OP/OI list 
maintained by the fiscal department.  
Cases with OP/OIs that have been 
paid in full (no outstanding balance) 
may be purged as long as all other 
case retention criteria are followed, 
and there are no other outstanding 
OP/OIs for the case.    

Employment & 
Eligibility Administrative CMSP 3 years from  the date public social services were last 

provided.

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851  & MPP-OPS 
23-350

Employment & 
Eligibility Administrative Employment Services (WTW) 3 years after the last state expenditure report for that 

period.

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Employment & 
Eligibility Administrative General Assistance/ General Relief/ 

Indigent Burial Cases
3 years from the date of fiscal closure. Destroy all 
cases closed prior to 12/31/2020

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP 23-350

Employment & 
Eligibility Administrative

Personnel-Departmental Employee 
Files 
Payroll Records 
Time Cards  

7 years after termination

Adult Protective 
Services/IHSS Administrative Public Authority 

IHSS Time Sheet Records SOC 361
All SOC 361 records  from January 1, 2014 until 
present day.  

ACL 03-39, 02-12  MPP-OPS 23-
353  
PCSP (SOC 361) time sheets 
minimum of 5 1/2 years

Welfare & Public 
Guardian Administrative Public Guardian Administration / 

Fiscal All records from January 1, 2013 and ongoing. Government Code § 26907

Employment & 
Eligibility Cases Adoptions Assistance 

(Eligibility Files not CPS files)
Paper files retained until imaged in Cal SAWS system.  
Destroy all cases closed prior to 12/31/2020

ACL 15-26 & 11-08 ; 11-23; 
ACIN I-29-03; WIC § 10851 & 
MPP-OPS 23-350

Adult Protective 
Services/IHSS Cases APS (Medical related cases only) All closed cases from January 1, 2014 until present 

day.
MPP APS 30-805 ; MPP CDSS 
10-119.2 ; WIC § 10851



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Childrens Services Cases CPS ALL CASES

Substantiated- indefinite - Penal 
Code 1170(a)(3) .  
Inconclusive/unsubstantiated-10 
yrs- Penal Code 1170(a)(3).  
Unsubstantiated/substantiated 
general neglect- 3years- Penal 
Code 1170(a)(3). All Adoption, 
licensing and relative approval 
cases – indefinitely- Penal Code 
1170(a)(3

Employment & 
Eligibility Cases Foster Care Paper files retained until imaged in Cal SAWS system

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Employment & 
Eligibility Cases IHSS/Adult Services Cases (Medical 

Related Cases Only)
All closed cases from January 1, 2014 until present 
day. Miller v Woods cases to be retained. 

MPP APS 30-805 ; MPP CDSS 
10-119.2 ; WIC § 10851

Employment & 
Eligibility Cases Kin-GAP

3 years from the date public social services were last 
provided.  Destroy all cases closed prior to 
12/31/2020

ACL 11-15; MPP 31-075

Adult Protective 
Services/IHSS Cases Public Authority 

IHSS - Consumer Cases  
All closed cases from January 1, 2014 until present 
day.

MPP APS 30-805 ; MPP CDSS 
10-119.2 ; WIC § 10851

Adult Protective 
Services/IHSS Cases Public Authority 

IHSS- Provider Cases 7 years after termination Aligned with Personnel 

Behavioral Health Cases Public Guardian Case All open cases as of January 1, 2013 Government Code § 26202 & 
26205

Employment & 
Eligibility Public Programs Cal Fresh

3 years from the date public social services were last 
provided.  Destroy all cases closed prior to 
12/31/2022

ACL 15-26 & 11-08 ; WIC § 
10851 & MPP-OPS 23-350

Employment & 
Eligibility Public Programs Cash Aid (AFDC/CalWORKs) 3 years form the date public social services were last 

provided. 

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Employment & 
Eligibility Public Programs Fair Hearings 5 years period - Destroy all closed prior to 12/31/2020

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Employment & 
Eligibility Public Programs Fraud - SIU Records Follow retention policy of program involved.  Destroy 

all cases closed prior to 12/31/2020

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Employment & 
Eligibility Public Programs Medi-Cal 3 years form the date public social services were last 

provided. 

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851  & MPP-OPS 
23-350

Employment & 
Eligibility Public Programs Medi-Cal and CMSP Cases Destroy all cases closed prior to 12/31/2022

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Employment & 
Eligibility Public Programs AFDC, CalWORKs, Employment 

services( WTW) Destroy all cases closed prior to 12/31/2020
ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Public Health Administrative

Agreements and Contracts: 
Agreements with state or federal 
agencies, cities, other counties; 
Contract and contract administration 
documents, for professional 
consultants, contracts for services.

Current + 4 years
Current year + 4 years or Per Grant 
Guidelines, or in event of audit, on 
release by audit

Public Health Administrative Audit Reports Audit Year + 4 years

Public Health Administrative Birth & Death Certificates - Copies 
& Permits for Disposition Keep the current year and prior year. HSC §102365, §102370

Original or duplicate original should be 
on file with the County Clerk-
Recorder.  Notwithstanding any other 
law, a local registrar of births and 
deaths, after two years from the date 
of registration and with the approval 
of, and under the
supervision of, the State Registrar

Public Health Administrative
Budget Background (funds requests, 
including supporting docs and 
working papers)

5 Years 5 years or Per Grant Guidelines, or in 
event of audit, on release by audit

Public Health Administrative Client medical records; Appointment 
logs/sign in sheets

CHILDREN: Must reach age of 19 plus 7 years from 
date of last service.                                                        
ADULTS: 7 years from date of last service. 

 PLUS any related grant requirements 

Public Health Administrative

Copies of employee performance 
reports, formal correspondence, 
discipline records, other records 
concerning specific employees.

End of employment + 4 years Original or duplicate should be on file 
at Human Resources Department

Public Health Administrative
Correspondence (general), incoming 
and outgoing: internal documents not 
retained in other County office

Current year + 2 years Not otherwise in a special category 
requiring a greater retention period

Public Health Administrative Equipment Inventories Ongoing
 County Auditor retains master for 
Fixed Assets;  All other equipment 
per Grant guidelines

Public Health Administrative Financial records that are required 
to be audited Audit completion + 2 years

May be subject to longer retention 
periods in accordance with state or 
federal funding/grant agreements 

Public Health Administrative Grant Program Records-Financial & 
Program Related

Completion of grant + 3 years unless longer retention 
period indicated in grant agreement 

 GC § 26202; CFR PART 200, 
Records retention § 200.334

Refer to individual grant application 
close-out procedure (documents 
include grant applications, reports, 
contracts, supporting documents).

Public Health Administrative Medi-Cal remittance advices 6 years Per U.S. Centers for Medicare & 
Medicaid Services guidelines

Public Health Administrative Medicare 2nd payer 10 years from date of service Per U.S. Centers for Medicare & 
Medicaid Services guidelines

Public Health Administrative Policies and Procedures CY + 5 years Retain while current

Public Health Administrative

Routine administrative and financial 
records, including claims/invoices, 
purchase orders/expense 
reimbursement claims/records of 
deposits/payroll/billing ledger/ fees 
& receipts for fiscal year

Current year + 3 years

After completion of program/fiscal 
audit reports for the fiscal year,  
including appeal or when no longer 
subject to audit, whichever is later.



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Public Health Administrative

Time Cards/time sheets/daily activity 
reports/time studies recording the 
time worked and signed by the 
employee/records of trainings 
attended by employees

Current + 4 years

May be subject to longer retention 
periods in accordance with state or 
federal funding/grant agreements 
audit requirements/or in event of 
audit, on release by audit

Public Health Administrative Unsuccessful Grants Current year + 2 years Applications not entitled

Public Health Administrative Vehicle Mileage Reports Current year + 3 years Also Per Grant Guidelines, or in event 
of audit, on release by audit

Public Health California Children's 
Services (CCS)

CA Children's Services Medical 
Records 

Until the 21st birthday + 1 year and 7 years from the 
last date of service.

CCR, Title 22, Chapter 7, Article 
6, Section 75054 & retained per 
Section 75055

Must meet all requirements outlined 
under retention period

Public Health CD Control Animal Bite reports, State Rabies 
Control Reports 3 years  CCR, Title 17, Section 2606 and 

Section 2032.3

No requirement specified for records 
to be retained by Health Department 
per Cal. Code Regs. tit. 17 § 2606.  
California Code of Regulations 
section 2032.3 requires Veterinarian 
retain records for 3 years.

Public Health CD Control

Citations, Criminal Complaints, 
Notices of Violations, Pre & Post 
Seizure proceedings for rabies 
control

5 Years 5 years and check with County 
Counsel

Public Health CD Control HIV/AIDS patient test results
CHILDREN: Must reach age of 19 plus 7 years from 
date of last service.                                                        
ADULTS: 7 years from date of last service. 

 PLUS any related grant requirements 

Public Health CHDP CHDP - PM160, PM357, 5 Years GC § 34090

Includes hospital rounds collected 
data by CHDP staff;5 years or Per 
Grant Guidelines, or in event of audit, 
on release by audit

Public Health CD Control/Tuberculosis 
(TB) Tuberculosis (TB)

For active TB & Typhoid or those suspected of active 
TB: Patient's Lifetime. Records must be kept for at 
least 7 years following patient discharge. For minors, 
records must be kept for at least one year after minor 
has reached 18 (seven year minimum still applies). X-
Rays more than five years old can be destroyed if X-
Rays and case records do not indicate infectious TB, 
or patient has been deceased at least two years, or 
the 102nd anniversary of the individual's birthdate has 
occurred and the county health officer cannot 
reasonably ascertain whether the individual is still 
living, or place of residence of patient has been 
unknown for at least ten years

Public Health CPS-Child Abuse 
Reports/Referral Records

CPS-Child Abuse Reports/Referral 
Records

Earliest Destruction: 3 years after child is evaluated 
out, or after  allegations are not substantiated, 
inconclusive, or unfounded

The Department requires case 
records to be retained more than 
three years in certain circumstances 
such as, court orders, audits and/or 
federal mandates. 

Public Health Duplicate Documents – 
Any Public Health

Duplicates of any record, paper or 
document whose primary copy is in 
the files in another department or 
office of the County

None; unless otherwise noted in retention schedule 
Audio tapes used to record meetings 
shall be considered duplicates once 
written minutes are prepared



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Public Health First 5 First 5 4 years after payment of final invoice

Public Health General Financial 

Local, State and Federal, P-card 
Packets, Provider's Financial 
Statements and all other Related 
Documents

3 years from the date of submission of the final 
expenditure report or, for Federal awards that are 
renewed quarterly or annually, from the date of 
submission of the quarterly or annual financial report, 
respectively, as reported to the Federal awarding 
agency or pass-through entity in the case of a sub-
recipient.

Public Health HIV/STD Prevention and 
Surveillance Programs Includes Patient Test Results Must Reach age of 19 plus 7 years from date of last 

service

CCR, Title 22, Chapter 7, Article 
6, Section 75054 & retained per 
Section 75055

 PLUS any related grant requirements 

Public Health Immunization IMMUNIZATION RECORD 
DATABASE PERMANENT

Public Health Immunization Assistance 
Program (IAP)

Immunization Assistance Program 
(IAP) Minimum of 3 years

Public Health Lead LEAD Case Reports 10 Y from last date of service and reached 22 years 
California Lead Poisoning 
Prevention Branch Program 
Letter #2011-01;

PLUS you must get consent from the 
state.

Public Health MAA/TCM
Medi-Cal Administrative Activities 
(MAA) and Targeted Case 
Management (TCM)

3 years after closure

All records in support of allowable 
MAA activities and/or TCM services 
must be maintained for a minimum of 
three fiscal years, after the end of the 
quarter which the LGA or LEC 
incurred the expenditures.  If an audit 
is in progress, or forthcoming, all 
records relevant to the audit shall be 
retained until the audits' duration or 
the final resolution of all audit 
exceptions, deferral and/or 
disallowance. 

Public Health
Paper Originals – 
Specified Public Health 
Documents

Paper and hard copy documents 
that are scanned and filed None after scanning Scan and then destroy paper 

documents

Public Health Safety Employee Accident Reports Scan and then destroy paper documents if original on 
file with the HR department

Original or duplicate original should be 
on file with the County HR 
Department 

Public Health Safety

Reports and supporting documents 
concerning damage or injury caused 
by the County or damage to County 
property

Incident + 4 years

Public Health Vital Records
Birth & Death Certificates, Copies, 
Permits for Disposition and 
Amendments

Notwithstanding any other law, a local registrar of 
births and deaths, after two years from the date of 
registration and with the approval of, and under the 
supervision of, the State Registrar

Public Health WIC

WIC-associated health records; 
applies only to WIC health records 
kept separately from Public Health 
client medical records

Retain for 3 years past the end of calendar year in 
which date of last service occurred WPPM #110-20

WIC Program records must be 
retained in accordance with records 
retention requirements of the 
California Department of Public Health 
WIC Policy and Procedures Manual, 
Administrative Policies and Practices.



Health & Human Services
Branch Type of Record Record Description Retention Period Authority Comments

Department Name:

Welfare & Public 
Guardian Accounting All Fiscal Records, County Welfare 

Warrant Registers Destroy up to and including 6/30/2011 Government Code § 26907; MPP 
23-353

Welfare & Public 
Guardian Administrative Employment Services Destroy all prior to 12/31/2013

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Welfare & Public 
Guardian Administrative IHSS Time Sheet Records SOC 361 Closed SOC 361 prior to 12/31/2013 ACL 03-39 & 02-12;  MPP-OPS 

23-353

Welfare & Public 
Guardian Administrative Payroll Records Destroy up to and including 6/30/2013

FLSA Cal Unemployment 
Insurance Code Sec  § 1085 ; 22 
CCR Sec §1085-2

Welfare & Public 
Guardian Administrative Public Guardian Administration / 

Fiscal Destroy up to and Including 12/31/12 Government Code § 26907

Welfare & Public 
Guardian Cases Adult Protective Service and IHSS 

Cases Destroy all prior to 12/31/2013 MPP APS 30-805 ; MPP CDSS 
10-119.2 ; WIC § 10851

Welfare & Public 
Guardian Cases Foster Care Payment Cases Paper files retained until imaged in Cal SAWS system.  

Destroy all cases closed prior to 12/31/2020

ACL 15-26 & 11-08 ; ACIN I-29-
03; WIC § 10851 & MPP-OPS 
23-350

Welfare & Public 
Guardian Cases Public Guardian Case 

Destroy cases closed prior to 12/31/2012 after the 
death of the conservatee or discharge of  the Public 
Guardian as conservator

Government Code § 26202 & 
26205



Department Name: Human Resources

Type of Record Record Description Retention Period Authority Comments

Arbitration & Grievances

Includes grievance forms, correspondence, supporting 
statements, and documentation, hearing transcripts, witness 
statements, grievance and arbitration decisions for 
represented and unrepresented employees. 

retain indefinitely 29 USC 211(c); 29 CF 516.5; 
29 CFR 1602.14; GC 12946

Classification 
Specifications Jog descriptions Retain until superseded +5 

years, then destroy. 

GC 12946; Gc26202; 
GC34090; 29 CFR 516.6(2); 29 
CFR 1602.14

Classification Study Files 
(Statistical Reports, 
Surveys, and Studies) 

Employee statistics, recruitment statistics, salary studies, 
classification studies, departmental reorganizations, etc. 

Retain for 5 years, then 
destroy

GC 12946; GC 26202; 
GC034090; 29 CFR 516.6(2); 
39 CFR 1602.14, Administrative 
Decision

Collective 
Bargaining/Negotiations

Notes, notebooks, correspondence, contracts, and 
Memorandums of Agreements Retain indefinitely

GC 12946; 29 USC Sections 
211(c), 203(m), 207(g), 29 CFR 
516.5

Criminal Offender Records State & Federal Summary Criminal History Information for 
applications (CA DOG & FBI "rap sheets")

Date State & Federal results 
receives + 10 days after hiring 
decision made, then destroy. 

PC1105

DOJ suggests the SSCHI be 
destroyed to the extent that the 
ID of the person can no longer 
be ascertained once the hiring 
decision is made. 

Criminal Offender Records - 
Individuals not hired

State & Federal Summary Criminal History Information (CA 
DOJ & FBI "rap sheets") and correspondence for those not 
hired due to live scan results.

Retain for 3 years, then 
destroy. PC1105

DOJ suggests the SSCHI be 
destroyed to the extent that the 
ID of the person can no longer 
be ascertained once the hiring 
decision is made. 

Investigatory and 
Disciplinary Files

Complaint, employee discipline & performance history, 
correspondence, interviews, appeals & final result of 
investigation

Retain for 8 years after 
terminations, then destroy

GC 12946; GC 26202; 29 USC 
Sections 211(c), 203(m), 
207(g)

EEO Annual Reports Affirmative action records, EEOC data/annual reports Retain for 3 years, then 
destroy.

GC 12946; 42 USC 200E; 
42USC 12117; 29 CFR 
1602.30; 29 CFR 1602.32

Employee Benefits 
Administration

Enrollment forms, open enrollment, billings, correspondence 
with plan providers, correspondence regarding 
eligibility/resolution of employee issues; CalPERS disability 
retirement paperwork

Retain for 6 years after 
termination, then destroy. ERISA, IRS

Employee Handbooks

Handbook welcoming new employees and detailing all pertinent 
county personnel policies & procedures regarding working 
conditions, employee benefits, general a safe work practices, 
and Sutter County history.

Retain until supersede + 5 
years, then destroy.

GC 34090; GC 26202; GC 
12946

Employee Recognition 
Awards

Service awards, ceremonies, selection process, programs, 
events, awards

Retain for 10 years, then 
destroy GC 26202



Department Name: Human Resources

Type of Record Record Description Retention Period Authority Comments

Harassment, 
Discrimination, Unfair 
Practices, Workplace 
Behavior, Claims 
Completions & 
investigations

Discrimination, sexual harassment & complain files. 
Correspondence, interviews, appeal & final result of 
investigation.

CLAIMS: Retain until final 
disposition + 3 years in office, 
then sector. All State & 
Federal laws require retention 
until final disposition of formal 
complain; State requires 2 
years acter action is taken. 
COMPLAIN: Retain until final 
disposition _ 3 years in office. 
Adjust for non employe - 5 
years after final dispositions. 

GC 12946; GC 26202; 29 US 
Sections 211©, 203(m), 207(g), 
42 USC 12117; 29 CFR 
1602.14

Medical Records and 
Family & Medical Leave 
Act Records

Medical health records & reports. Basic payroll and identifying 
employee data; dates FMLA leave is taken, including 
increments of less than one day; copies of employee notices 
of leave; any documents describing employee benefits or 
employers policies and practices; premium payments of 
covered employee; records of dispute and 
disposition/remedies.

FMLA Records must be kept 
for a minimum of 3 years (if 
kept separate from Medial 
Records) and be available for 
inspection, copying and 
transcription by 
representatives of the DOL. 
HR Does file FMLA docs with 
medical files.      Medical 
Records must be kept for the 
duration of employment, plus a 
minimum 30 years, as defined 
by OSHA. Any reproductions 
of records must be clear and 
identifiable by date or pay 
period. 

259 CFR 1602.30.32; 49 CFR 
193.9; FMLA 1996 US OSHA; 
29 CFR 1910.20

Immigration Report and 
Control Act Form I-9 Authorizations to work in U.S. Immigration Forms

Retain for 3 years or 1 year 
after termination of 
employment, whichever is 
longer, then destroy. 

8 USC 1324a (b) (3); 
Immigration Reform & Control 
Act of 1986

Interpretive Memos & 
Directives

Retain for 5 years, then 
destroy. Administrative decision

Layoff Files May include but not limited to; background information, 
seniority lists, correspondence, re-employment list, etc. 

Retain for 10 years, then 
destroy. 

CLC 1198.5; GC 12946; 29 
CFR 1602.14; 29 CFR 1627.3; 
8 SC 1324a(b)(3); 29 CFR 
516.5; 29 CFR 1620.32; 29 
CFR 516.6; 41 CFR 60-741.80; 
29 CFR 1602.14

Legal Opinions HR copy. Original retained by County Counsel Retain for 5 years, then 
destroy. GC 34090; GC 6254 Original retained by County 

Counsel. 



Department Name: Human Resources

Type of Record Record Description Retention Period Authority Comments

Litigation Files

Retain originals while in 
progress then transmit to 
County Counsel at the end of 
litigation, for permanent 
retention

MOU Memoranda of Understanding

One copy for every contact to 
be retained for reference. 
Original maintained by Clerk 
of the Board

GC26201

Personnel Files, 
Confidential (official) - 
Retained by H.R.

Records pertaining to individual full-time, part-time, temporary 
(EH), at will , contracted, and elected. Includes: application for 
employment; offer letters; records of all changes ins alary & 
position since date of hire; performance evaluations; forms 
signed by employees expressing their adherence to employer's 
policies; awards to employees; disciplinary action information, 
sealed ethnic ID, record of termination & reasons therefore.

Retain for 3 years after 
termination, then destroy by 
shredding. (or until final 
disposition of charge or 
action)

CLC 1198.5; GC 12946; 29 
CFR 1602.14; 29 CFR 1627.3; 
8 SC 1324a(b)(3); 29 CFR 
516.5; 29 CFR 1620.32; 29 
CFR 516.6; 41 CFR 60-741.80; 
29 CFR 1602.14; S.B. 513 
Chapter 654

Department Personnel 
Files

Reference copies of documents contained in official personnel 
file.

Retain for 3 years after 
termination, then destroy by 
shredding

Recruitment Files: 
Employment Applications, 
Resumes & Interviews

Perm & Temporary (EH) applications, resumes, examination 
materials & answer sheets, job bulletins, eligible list, 
certification lists, correspondence to candidates, advertising, 
mailing lists, notice of interview (denial or acceptance), 
interview rating materials etc. 

Retain for 3 years after 
closed, then destroy or the 
duration of any claim or 
litigation involving hiring 
practices

GC 12946; GC6250 et seq; 
Eeco 29 CFR 1602 eq seq; 29 
CFR 1607 et seq; 29 CFR 
1627.3 et seq; CRA Title VII; 
ADA; FEHA; GINA; EPA; 
ADEA; VEVRA

Requests to Fill RTF Forms, also electronically maintained on appreciate 
tracking system.

Retain for 5 years after 
closed, then destroy (or the 
duration of any claim or 
litigation involving hiring 
practices)

GC 12946; GC6250 et seq; 
Eeco 29 CFR 1602 eq seq; 29 
CFR 1607 et seq; 29 CFR 
1627.3 et seq; CRA Title VII; 
ADA; FEHA; GINA; EPA; 
ADEA; VEVRA

Salary Tables (Alpha 
Class) HR copy, Original retained by BOS

Retain for 2 years after 
superseded, then destroy. 
Original retained by BOS

GC 12946; GC 26202: GC 
34090; 29 CFR 516.6(2); 29 
CFR 1602.14

Public Records Act 
Request and Subpoena for 
Records

Request for records referred to County Counsel
Retain in office for 2 years, 
then destroy unless need to 
retain exists.

Original submitted to County 
Counsel 

Training & Development 
Records

Schedules, consultants, handouts, coordinator, course, 
evaluations, new program information, employee applications, 
volunteer program training, class training materials, 
internships, pipework documenting officers internal & external 
training.

Retain for 7 years, then 
destroy

GC 6250 et seq; GC 12946; 
GC 34090

Unemployment Claims Correspondence from third party administrator regarding 
unemployment benefits

Retain for 10 years after 
termination, then destroy.

UIC 1085; 22 CCR 1085-2; 29 
CFR 516.6

Claims are kept with employee 
personnel records



Department Name: Human Resources

Type of Record Record Description Retention Period Authority Comments

CAL-OSHA Records

Injury and Illness Prevention Plan (IIPP), employee safety 
training & industrial training records (records, handouts & 
attendance), OSHA Logs CU+5, employee safety training 
records, workplace safety inspection records (internal 
inspection), etc.

Retain for 5 years, then 
destroy

Cal-OSHA; 8 CCR 343; 8 CCR 
14300.7; 8 CCR 14300.33; 8 
CCR 2302 (b)(1); GC 26202; 
CP 340.5; 29 CFR 1627.3 
(b)(ii); 8 CCR 3203; GC 12946; 
GC 26202

Workers Compensation Employee claims, Reports, Accident Incident Reports; Claims, 
Toxic Substance Exposure Claims & Annual & Monthly reports Retain indefinitely. 

29 CFR 1627.3 (b)(ii); 8 CCR 
1012; 8 CCR 3204 (d)(1) et 
seq; 8 CCR 15400.2 CCR 
14311; 15400.2; CA Labor 
Code 110-139.6

Drug Testing DOT/Non 
DOT

Randoms, Reasonable Suspicion, & DOT Negative/Positive 
results. Records documenting collection process 2 years

Retain negative results for 3 
years in office, then destroy. 
DOT requires 1 year for 
negative tests. Retain positive 
results for 5 years in office, 
then destroy. 

49 CFR Part 40 and other 
industry specific regulations; 
GC 12946; GC 26202

Non-DOT follows DOT practice.

Drug Testing, Pre-
Employment (Negative 
Results)

Pre-employment, Negative Results Retain for 30 years after 
termination, then destroy. 

29 CFR 1627.3 (b)(v); GC 
12946; GC 26202; 49 CFR 
653.71 eq seq. (29 CFR 
1602.30.32; 49 CFR 193.9; 
FMLA 1993 US OSHA; 29 CFR 
1920.20)

Retained in medical files.

Drug Testing, Pre-
Employment (Positive 
Results)

Pre-employment Positive Results (not hired), correspondence

Retain negative results for 5 
years in office, then destroy. 
DOT requires 1 year for 
negative tests. 
EEOC/FLSA/ADEA requires 3 
years physical exams. State 
law reburies 2 years. Retain 
positive results for 3 years in 
office plus 2 years in intermit 
storage, then destroy.

29 CFR 1627.3 (b)(v); GC 
12946; GC 26202; 49 CFR 
653.71 et seq.

Budget Records

Final annual county financial plan for all expenditures of the 
county, approved by the Bos. Final budget minted & filed by 
County Clerk. Department work papers & files. Records used 
top repaper & support budget. Duplicate copy of final budget

Retain departmental copies 
as long as there is an 
administrative need and then 
destroy.

GC 26205.1; GC 26201

Background & Reference 
Checks (Not hired)

Includes credit reports, verification of education, newspaper 
search, court historize tic. For key county positions

Retain for 3years, then 
destroy. GC 26202



Department Name: Human Resources

Type of Record Record Description Retention Period Authority Comments

Checks and Cash 
(Payments, Receipts, 
Statements) Departmental 
Copies

Receipt books & deposit permits for monies collected for 
insurance and other employee & HR Related items. 

Retain receipt book until filled, 
then submit to Auditor-
Controllers Office. Retain 
department copies 
electronically.

GC 24356; GC 26907

Claims for Payment - 
Accounts Payable 
(Department Copy)

Records related to the procurement of Nd payment for goods 
and services. Originals forwarded to Auditor-Controller

Original Retained By Auditor. 
Retain departmental copies 
as long as there is an 
administrative need, then 
destroy

GC 26201

Misc. Office Files 
(Operational) 

Files used to maintain and administer the office. May include 
workload reports, correspondence, memos, forms & office 
procedures

Retain until obsolete + 3 
years, then destroy. GC 26202

Timesheets (payroll)
Copies of employees' attendance records, signed time sheets, 
vacation and sick leave documents, etc. Reports forwarded to 
Auditor/Payroll.

Retain for 7 years, then 
destroy

GC 34090; 29 CFR Part 516.2 
(2 years); IRS Reg. 31.6001-
1(z) (4 years); R&T 19530 (3 
years); 29 CFR 1602.31



General Services

Division Type of Record Record Description Retention Period Authority

Administration Parks & Recreation
Park Management files.  Records and information 
documenting the County's parks and their use and 
management

AC + 4 yrs
AC while park is alive and 
active.  CA-CCP 337, 343 and  
CA-GC 26202, 26205

Facilities Facilities
Maintenance, Repairs.  Records and information regarding 
the ongoing maintenance and upkeep of County buildings 
and equipment 

LI Life of Building

Facilities Facilities
Building, Safety, Health & Environment Inspections.  
Documents pertaining to protection of employee health and 
safety

AC + 10 yrs Administrative Decision

Facilities Facilities Building, Property Management, includes facilities projects, 
floor plans, property inventory LI + 10 yrs Life of Building; CA CCH&S 

19850; CA CCP 337.2; 337.15

Financial Records Leases-Capital Information on all Capital Leases needed to keep track of 
payment on outstanding Leases After Final Payment + 5 yrs After Final Payment

Fleet Fleet Management, Fleet Management, Maintenance.  Records related to the 
purchase, management and maintenance of County vehicles CU + 3 yrs Life of Vehicle.  US - 26 CFR 

31.6501; CFR 301.6501

Fleet Fleet Management,
Fuel Management.  Records related to the purchase, 
tracking and management of fuel for County vehicles and 
travel by County employees

CU + 4 yrs CA - 18 CC$4901 (4ur); CA -18- 
CCR 1177 - (Manit)

Fleet Fleet Management, Vehicle Accident/Incident Reporting AC + 10 yrs

Purchasing

Bid and Proposal files - 
Non Infrastructure/Public 
Projects (successful bids 
and proposals only)

May include request for bids and proposals to provide the 
agency with goods or services.  Documentation that includes 
the terms and conditions under which vendors will provide 
goods or services including vendor files

CL + 6 yrs GC 26201.2

Purchasing Unaccepted Bids or 
Proposals CU + 2 yrs

Department retains the original 
AUD Contracts.  For any 
contracts where grants 
involving federal or state funds 
reference the retention 
schedule under that category

Purchasing Contracts and Service 
agreements (AUD) Professional services agreement (AUD Contracts) CU + 10 yrs

GC 25501.5 All requisitions 
and related procurement 
documents shall be retained 
for a period of not less than 
three (3) years.  Also reference 
'Purchasing Manual" Section 5-
2.1

Department Name:



General Services

Division Type of Record Record Description Retention Period Authority

Department Name:

Purchasing Contract and Service 
Agreements (Non AUD)

Purchase orders issued by the Department per Purchasing 
policy or per delegated authority CU + 5 yrs

GC 25501.5 All requisitions 
and related procurement 
documents shall be retained 
for a period of not less than 
three (3) years.  Also reference 
'Purchasing Manual' section 5-
2.1

Purchasing Purchase Order Purchase orders issued by the Department per Purchasing 
policy or per delegated authority CU + 5 yrs Administrative Decision

Purchasing Shipping and  Receiving Records relating tp the shipping and receiving of products CU + 2 yrs Administrative Decision

Purchasing Surplus/Auction Records CU + 4 yrs Administrative Decision



Department Name: Library

Type of Record Record Description Retention Period Authority Comments

Board Records Minutes, board packets, and annual budgets Permanently California Secretary of State's 
Records Retention Schedule

Patron Personal 
Information

Account records in the Library's Integrated Library System 
(ILLS)

Deleted after 2 years of 
inactivity Administrative Decision

Annual Reports and 
Strategic Planning Permanently Administrative Decision

Newsletters and 
Community 
Communications

2 years Administrative Decision

Financial & Grant Records Audit reports, grant applications and reports, fiscal statements, 
and capital expenditure documentation 6 years Administrative Decision

Consulting reports, studies, 
or surveys Permanently Administrative Decision If they document a change in 

policy, service or program
Director's files and working 
papers Permanently Administrative Decision If they record operational or 

policy decisions.

Volunteer Group Records e.g., Friends of the Library minutes, agendas, annual reports, 
and event documentation Permanently Administrative Decision



Probation
Branch Type of Record Record Description Retention Period Authority Comments/Location

Adult Unit Adult Client Files – Active 
Supervision and Investigation

Includes Intake, Deferred Entry of 
Judgment (DEJ), Pretrial Services, 
Probation, Post Release Community 
Supervision (PRCS), Mandatory 
Supervision, Batterer’s Treatment 
Program (BTP)

Retain during active intake or supervision and then 
transfer to File Room

Probation Policy and 
Procedure

Assigned Intake or 
Supervision Unit/ Office

Adult Unit Adult Client Files – 
Inactive/Terminated/Closed *

Retain for seven (7) years* after termination of 
probation jurisdiction, and then review for destruction.  
Exception:  Records relating to a person convicted of 
an offense for which registration is required pursuant 
to Section 290 of the CA Penal Code will be retained 
for a period of 75 years after disposition of the case.

PC 1203.10; PC 290.08 File Room

Adult Unit Adult Client Files – Inactive 
Warrant *

Retain until reinstated or warrant is no longer active so 
long as at least 5 years have passed.  Then 
disposition per item #2, above.

PC 1203.10, Probation 
Policy and Procedure Bench Warrant File Drawer

Adult Unit Adult Reception Visitor Logs Retain for six (6)** years GC 26202 Secure Area in Reception 
Office

Adult Unit Adult Investigation Assignment 
Log

Retain for two (2) years, then archive electronically for 
reference. GC 26202 Probation Server 

(electronic document)

Juvenile Unit Juvenile Client Files – Informal 
*

Retain during active intake and/or supervision, then 
transfer to File Room.  Retain/Destroy according to 
Juvenile Record Sealing and Destruction Schedule.

GC 26202 & 26205, PC 
1203.10 & 1203.45, WIC 
781 & 781.5 & 786.5 & 
826, H&S 11361.5

Assigned Intake or 
Supervision Unit Office

Juvenile Unit Juvenile Client Files – Active 
Supervision

Retain during active supervision then transfer to File 
Room.

Probation Policy and 
Procedure

Assigned Supervision Unit 
Office

Juvenile Unit Juvenile Client Files – 
Inactive/Terminated/Closed *

Retain/Destroy according to Juvenile Record Sealing 
and Destruction Schedule.

WIC 781 & 781.5 & 
786.5 & 826, Probation 
Policy an Procedure

File Room

Juvenile Unit Juvenile Client Files – Inactive 
Warrant *

Retain until reinstated, warrant is no longer active, or 
the Court no longer has jurisdiction, then disposition 
per Item #8 above.

WIC 826, Probation 
Policy and Procedure Supervisor’s Office

Juvenile Unit Juvenile Client Files – Sealed * Retain/Destroy according to Juvenile Record Sealing 
and Destruction Schedule.

WIC 781 & 781.5 & 
786.5 & 826, Probation 
Policy an Procedure

Secure File Room/Storage 
Facility

Juvenile Unit Juvenile Placement Unit Clients 
–Placement Files *

Retain/Destroy according to Juvenile Record Sealing 
and Destruction Schedule. WIC 781 & 826 Assigned Supervision Unit 

Office

Juvenile Unit Juvenile Reception Visitor Logs Retain for six (6)** years GC 26202 Secure Area in Reception 
Office

Juvenile Unit Juvenile Investigation 
Assignment Log

Retain for two (2) years, then archive electronically for 
reference. GC 26202 Probation Server 

(electronic document)

Department Name:



Probation
Branch Type of Record Record Description Retention Period Authority Comments/Location

Department Name:

Juvenile Unit

Division of Juvenile Justice 
(DJJ) Returnees Pursuant to 
Assembly Bill 1628 707(b) 
Realignment – Files *

Retain/Destroy according to Juvenile Record Sealing 
and Destruction Schedule.

WIC 389©, WIC 781(d), 
WIC 826 Juvenile Unit

Juvenile Unit Petitions for Disclosure of 
Juvenile 827 WIC Petition *

When approved by the Court Order and responsive, 
retain materials for two (2) years or until administrative 
value ends.  Copy of the Court Order and responsive 
materials retained in juvenile file and disposed of when 
subject reaches age 25 and Court’s jurisdiction has 
been terminated for five (5) years, then destroy.

WIC 827, GC 26202
Juvenile Deputy Chief 
Probation Officer’s 
(DCPO) Office

Juvenile Unit 828 WIC Juvenile Petitions * Retain paper copy for two (2) years, then destroy. GC 26202 Juvenile DCPO’s Office

Administration Logs of State Prison Cases Retain for two (2) years, then archive for reference. GC 26202 Probation Server 
(electronic document)

Administration Performance Metrics and 
Reports

Retain for at least two (2) years, and until 
administrative value ends, then destroy. GC 26202 Probation Server 

(electronic document)

Administration Adult and Juvenile Units - 
Monthly Statistics

Retain electronically for five (5) years, then archive for 
reference GC 26202 Probation Server 

(electronic document)

Administration Individual Employee Equipment 
Sign-Out Logs

Retain for all current staff, and for (5) years after 
employment separation. GC 26202 Supervising Probation 

Officer’s (SPO) Office
Administration Vehicle Sign-Out Logs Retain for two (2) years, then destroy. GC 26202 Common Area

Administration Departmental Employee File * Retain for seven (7) years after employment 
terminates, then destroy GC 26202; CGC 12946 Secured locked file cabinet

Administration
Complaints Against Personnel 
(CAP) Investigative Documents 
and Response Letters *

Retain for five (5) years after matter is closed, and 
then destroy, unless the CAP plays a significant role in 
a particular case or has exculpatory value.

PC 832.5 Secured locked file 
cabinet.

Administration

Counseling Memos associated 
with a Complaint Against 
Personnel, a violation of policy 
and/or an Internal Affairs 
Investigation *

Retain for at least five (5) years from date of issuance 
or until administrative value ends. PC 832.5, GC 26202

copy maintained in file and 
secured in locked file 
cabinet.

Administration
Formal Discipline – Non PREA 
(Prison Rape Elimination Act) 
matters *

Letter of reprimand, supsnesion, 
demotion, and discharge

Retained in Employee File until separation from 
employment plus seven (7) years, then destroy GC 26202

copy maintained in file and 
secured in locked file 
cabinet.

Administration
PREA-Related Internal Affairs 
Documents, including 
Disciplinary Documents

Written reports for sexual abuse/harassment shall be 
retained as long as the alleged abuser is incarcerated 
or employed by the Department, plus five (5) years

28 CFR § 115.371 Secured in locked file 
cabinet

Administration
California Law Enforcement 
Telecommunications System 
(CLETS) Inquiry Tracking Log

Retain & available for inspection for at least three (3) 
years from the date of release

11 CCR 707©, CLETS 
Policies, Practices, and 
Procedures

Executive Secretary’s 
Office

Administration Audits – DOJ and FBI Destroy after three (3) years. GC 26202 Executive Secretary’s 
Office



Probation
Branch Type of Record Record Description Retention Period Authority Comments/Location

Department Name:

Administration
California Public Records Act 
(CPRA) Requests and 
Compliance Materials

Paper copy retained for two (2) years then archive 
electronically for reference.  Paper copy destroyed if 
administrative value has ended.  Electronic copy 
retained permanently.

GC 6250-6270, GC 
26202, GC26205 Chief’s Office

Administration
Motions for Inspection of 
Peace Officer Personnel Files 
– Pitchess Motion

Retain paper copy for two (2) years or until 
administrative value ends, then destroy.

Evidence Code 1045, 
GC 26202, PC 832.7 
and 832.8

Chief’s Office

Administration
County Probation 
Volunteer/Intern (including 
Background Investigation File) *

If accepted as volunteer then retain the duration the 
individual volunteers with the Department, plus seven 
(7) years after separation.  If disqualified, maintain 
record for five (5) years, then destroy.

County Volunteer Policy Probation Office -Secured 
locked file cabinet

Administration
Employee Background 
Investigation Files – Sworn and 
Non-Sworn *

Retain for as long as the individual remains in the 
department’s employ for sworn and non-sworn 
officers, and for seven (7) years after employee 
separates from employment, then destroy

POST Commision 
Regulation 1953(g)(2), 
1959(g)(2), 29 CFR 
516.2, GC 26202

Probation Office –Secured 
locked file cabinet

Administration

Employee candidate (non-
selected) Background 
Investigation Files – Sworn and 
Non-Sworn *

Retain for five (5) years from the date of the 
Background Investigation, then destroy. GC 26202, GC 12946 Probation Office – 

Secured locked file cabinet

Administration Background Inquiries for 
current and prior employees Retain for two (2) years, then destroy. GC 26202 Probation Office – 

Secured locked file cabinet

Administration Employee Safety Training 
Records

Retain for three (3) years after the employee’s date of 
separation, then destroy. GC 26202 Executive Secretary’s 

Office

Administration Accident/Incident Reports Retain for three (3) years after the employee’s date of 
separation, then destroy.

Cal OSHA and County 
Requirement

Executive Secretary’s 
Office

Administration Safety Data Sheets (SDS) Retain for 30 years or until obsolete/material no 
longer in use, then destroy.

Cal OSHA and County 
Requirement

Executive Secretary’s 
Office

Administration Injury and Illness Prevention 
Program Records Retain current FY + five (5) years, then destroy Cal OSHA and County 

Requirement
Executive Secretary’s 
Office

Administration Armed Staff Files
Destroy five (5) years after employee discontinues 
being an armed officer or separates from 
employment.

GC 26202 Chief’s Office

Administration Use of Force Documents Retain indefinitely. PC 832.7 Chief’s Office

Fiscal Contracts and Agreements, 
excluding capital improvement

Retain until end of FY + final action or expiration of 
contract + five (5) years.  Any contract or agreement 
which includes capital improvement (construction) 
should be retained permanently.

Accounting Standards 
and Procedures for 
Counties pg. 510

Fiscal Manager’s Office

Fiscal Fixed Asset Inventory Records i.e. computers Retain until updated list is received – two (2) years 
minimum.

Accounting Standards 
and Procedures for 
Counties, GC 24051

Fiscal Manager’s Office



Probation
Branch Type of Record Record Description Retention Period Authority Comments/Location

Department Name:

Fiscal Capital Asset Records i.e. cars Retain until final disposition of capital asset + five (5) 
years

Accounting Standards 
and Procedures for 
Counties, GC 24051

Fiscal Manager’s Office

Fiscal 
Request for 
Qualifications/Request for 
Proposals

Destroy after audit plus five (5) years.  Unsuccessful 
bids, RFQ’s and RFP’s may be destroyed after audit 
plus two (2) years

GC 25105, GC 26202, 
CCP 337 Fiscal Manager’s Office

Fiscal 

Requests for Warrants, 
Expense Claims, Travel 
Reimbursement Requests, 
Invoices Paid, Training 
Invoices, Mileage Claims, 
Deposit Receipts, Cash 
Receipts, Receipt Books, and 
Deposit Reconciliation

Retain Current FY + five (5) years, and until after all 
scheduled audits.

Accounting Standards 
and Procedures for 
Counties, GC 26907, 
GC 26907.2

Fiscal Manager’s Office

Fiscal Budget Records Retain current FY + five (5) years, then destroy. County Records Control 
Schedule Fiscal Manager’s Office

Fiscal Audit Reports Issued by 
County Internal Auditor Retain current FY + five (5) years, then destroy. GC 26202, GC 26907 Fiscal Manager’s Office

Fiscal 
Payroll (Bi-Weekly Time 
Sheets; payroll adjustments and 
supporting documents)

Retain current FY + five (5) years.
Accounting Standards 
and Procedures for 
Counties pg. 512

Probation Office- Secure 
locked file cabinet

Fiscal Special Revenue Funds and 
Accounts Receivable Retain current FY + five (5) years. GC 26907 Fiscal Manager’s Office

Fiscal Juvenile Hall Fee Waivers Retain current FY + five (5) years and until after all 
scheduled audits.

GC 26202 & 26205, PC 
1203.1 and 1203.45

Executive Secretary’s 
Office

Fiscal Copies of Title IV-E Time 
Studies Retain for two (2) years, then destroy. GC 26202 Fiscal Manager’s 

Office/JBI

Training STC Documents Class Summary, Training Class Cost Retain for (five) 5 years after separation of staff from 
agency.

Corrections and 
Standards Authority 
(STC), GC 26202, PC 
6035 & 6036

Training Manager’s Office

Training STC Individual Peace Officer 
Training Records

Retain for duration of employment, plus an additional 
seven (7) years after separation.

Corrections and 
Standards Authority 
(STC), GC 26202, PC 
6035 & 6036

Training Manager’s Office

Training

STC Compliance 
Documentation (Annual 
Training Plan, Annual Training 
Budget, End of Year 
Compliance Reports)

Originals may be copied to electronic/optical media 
and the original paper documents destroyed after two 
(2) years or when administrative value ends.

GC 26202 Training Manager’s Office



Probation
Branch Type of Record Record Description Retention Period Authority Comments/Location

Department Name:

Training

Batterer’s Intervention Program 
(BTP) providers and monitoring 
documents.  (Licensing, 
insurance, names of staff, 
compliance with zoning 
requirements, list of locations 
of services, etc.)

Retain indefinitely. Best Practice Programs SPO

Training BTP Investigation Files Serious incident investigations files retained for three 
(3) years to seven (7) years. GC 26202 Programs SPO



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Abandoned Vehicles 2 years 2 years GC 26205.1

Administrative Files 2 years 2 years GC 26205.1
internal documents, memoranda, 
correspondence, meeting minutes, 
daily watch reports

Administrative Reviews- 
pursuits/crashes

Active until 
disposition 2 years Disposition + 2 years GC 26205.1 Permanent if fatality is involved

ALPR/AVL Data 60 days 60 days CIV 1798.90.51
Appropriation Ledger 5 years GC 26205.1

Arrest Files- Jail records Active until 
disposition

Based on type of crime. 
Refer to case record series PC 799, PC 804

Arrest Warrants Active until 
disposition

Based on type of crime. 
Refer to case record series 
(minimum 2 years)

GC 26205.1

Purge according to a recall 
schedule established by the 
Courts for the timely return of 
warrants, provided they are at 
least 2 years old. Other agency 
warrants are 2 years

Asset Seizure-financial records Active until 
disposition 2 years Disposition + 2 years GC 26205.1

Auction Receipts and Records 2 years GC 26205.1

Audits-CJIS 3 years 3 years CJIS/DOJ Manual
Background Checks 2 years GC 26205.1

Background Files-hired Active during 
employment 5 years Termination/Separation + 5 

years GC 26205.1 Includes livescan

Background Files-non-hired 5 years 5 years GC 12946 Includes livescan
Bail Receipt Books 5 years GC 26205.1

Bank Statements-Reconciliation 10 years GC 26205.1

Bicycle Registrations 2 years GC 26205.1

Body Worn Camera-access logs Permanent Permanent
PC 148.6, PC 832.18, 
PC 13010.5, PC 13012, 
& PC 13012.5

Body Worn Camera Video-
evidentiary

Active until 
Disposition Refer to case record series

PC 148.6, PC 832.18, 
PC 13010.5, PC 13012, 
& PC 13012.5

Body Worn Camera Video-non-
evidentiary 60 days 60 days PC 832.18



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Body Worn Camera Video-
officer involved shooting, non-
fatal

Active until 
disposition 10 years Disposition + 10 years PC 801 & PC 803(c)

Body Worn Camera Video-
officer involved shooting, fatal Permanent Permanent PC 801 & PC 803(c)

Booking Folder with No Activity 10 years GC 26205.1 Provided they do not fall under PC 
799 & PC 800

Booking Logs 2 years GC 26205.1
Budget Information 2 years 2 years GC 26205.1

Business License Exemptions 2 years 2 years GC 26205.1

CAD Incident/Call for Service 2 years 2 years GC 26205.1

Case Files-felony permanent Permanent Permanent PC 799, & PC 11169

arson, murder, embezzlement of 
public monies, kidnap, treason, 
kidnap for ransom, falsification of 
public records, child abuse 
sustained, latent prints

Case Files-felony violent Active until 
disposition 25 years Disposition + 25 years PC 804, PC 803.7(a), 

Not capital crimes or crimes 
punishable by death/life 
imprisonment, latent prints

PC 368(b)(1),(2),(3), WI 
15630, & PC 
288(a),(b)(2),(c)(2) 

Case Files-felony non-violent Active until 
disposition 10 years Disposition + 10 years PC 804, PC 803.7(a), 

PC 368(b)(1),(2),(3), WI 
15630, & PC 
288(a),(b)(2),(c)(2)

Case Files-misdemeanor Active until 
disposition 5 years Disposition + 5 years

PC 804, PC 803.7(a), PC 
368(b)(1),(2),(3), WI 
15630, & PC 
288(a),(b)(2),(c)(2)

Cash Receipts 2 years GC 26205.1
Cell Counts 2 years GC 26205.1
Checkbook Ledger 5 years GC 26205.1
Check Stubs 5 years GC 26205.1

Child Abuse Permanent Permanent PC 11169(c) & PC 
11170(a)(3) Allegations were proven

Child Abuse-unfounded 2 years 2 years GC 26205.1 Allegations were false



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

CII Cards with No Activity 10 years GC 26205.1

CHP Pursuit Forms Refer to case record series GC 26205.1

Court Records Refer to case record 
series Refer to case record series GC 26205.1 DA rejection slips, docket lists, & 

affidavits

Citations-criminal Active until 
disposition Refer to case record series GC 26205.1

Citations-non-criminal Active until 
disposition 2 years Disposition + 2 years GC 26205.1

Civil Banks Statements 10 years GC 26205.1

Civil Division Canceled Checks 2 years GC 26205.1

Civil Process Worksheets 5 years GC 26205.1 Excluding records involving sales 
of real estate or personal property

Civil Register Receipts 2 years GC 26205.1
Claims for Payment 2 years GC 26205.1
Claims/Log Forms 5 years GC 26205.1
Classification Records 5 years GC 26205.1

Clearance Letters 2 years 2 years GC 26205.1 & PC 
11105.3

Cleared Checks 5 years GC 26205.1
Commissary Cash Envelopes 2 years GC 26205.1
Commissary Count Sheet 5 years GC 26205.1
Commissary Orders 5 years GC 26205.1
Commissary Order Forms 2 years GC 26205.1
Commissary Payables 5 years GC 26205.1

Complaints Against Employees, Active until 
disposition 5 years Disposition + 5 years PC 832.5(b) & GC 34090 internal and external complaints

non-sustained
Complaints Against Employees- 
sustained

Active until 
disposition 15 years Disposition + 15 years PC 832.5(b) & GC 34090 internal and external complaints

Confidential Reports 5 years GC 26205.1 When no pending litigation exists

Coroner Case Log 2 years GC 26205.1

Coroner Reports Permanent Administrative Decision

County Code Violations Active until 
disposition 5 years Disposition + 5 years GC 26205.1



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Crime Analysis Reports 2 years 2 years GC 26205.1
Daily Activity Log-Jail 2 years GC 26205.1
Daily Cash Transactions 2 years GC 26205.1

Daily Cash Transactions Report 5 years GC 26205.1

Departmental Manuals Until Superseded 2 years Superseded + 2 years GC 26205.1
Deposit Permits 5 years GC 26205.1
Deposit Slips 5 years GC 26205.1

Detention Certificates Refer to case record 
series Refer to case record series GC 26205.1

Division Commander’s Master 
Timesheets 2 years GC 26205.1

DOJ Billing 5 years GC 26205.1
Dorm Counts 2 years GC 26205.1

Emails 2 years

Based on content. 
Refer to 
applicable record 
series

2 years GC 26205.1

Employee CLETS Training 
Records

Active during 
employment 2 years Separation + 2 years CLETS/ DOJ Manual

Employee Disciplinary Action Active during 
employment 5 years Termination/separation + 5 

years

GC 26205.1, GC 12946, 
29 CFR 1602.31, 29 
CFR 1627.3(b)(1) & 
CCR 3204(d)(I)

Employee Inventory/Equipment 
Lists

Active during 
employment 5 years Termination/separation + 5 

years

GC 26205.1, GC 12946, 
29 CFR 1602.31, 29 
CFR 1627.3(b)(1) & 
CCR 3204(d)(I)

Employee Payroll Reports Until audited 5 years Audit + 5 years

Employee Personnel Files Active during 
employment 5 years Termination/separation + 5 

years

GC 26205.1, GC 12946, 
29 CFR 1602.31, 29 
CFR 1627.3(b)(1) & 
CCR 3204(d)(1)

Employee Training Records Active during 
employment 5 years Termination/separation + 5 

years

GC 26205.1, GC 12946, 
29 CFR 1627.3(b)(1) & 8 
CCR 3204(d)(1)

including electronic platforms



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Encampment Debris Cleanup 2 years 2 years GC 26205.1

Equipment Calibration Records Life of equipment 2 years Life of equipment + 2 years GC 26205.1

Evidence/Property Destruction 
Logs Permanent Permanent GC 26205.1

Failed Backgrounds 2 years GC 26205.1
Firearms-lost/stolen Until located Permanent unless located CLETS/DOJ Manual
Firearm Sales 2 years 2 years GC 26205.1
Index Cards Related to Case 
Documents 2 years GC 26205.1

Informant Files While an informant is 
utilized 2 years Current + 2 years GC 26205.1

Inmate Banking Reports 2 years GC 26205.1
Inmate Month-End Counts 2 years GC 26205.1
Inmate Welfare Fund Claims 2 years GC 26205.1
Intelligence Files 5 years 5 years 28 CFR 23.20(h)

Interdepartmental Memos 2 years GC 26205.1 Excludes significant executive 
administrative orders 

Interior Video Surveillance 120 days GC 26205.1
Archived after 120 days and then 
oldest is deleted as the disk fills 
up

Jail Property Logs 2 years GC 26205.1
Leave Balance Registers 2 years GC 26205.1
Leave/Overtime Requests 2 years 2 years GC 26205.1

License and Permits Until expiration 2 years Expiration + 2 years GC 26205.1
ABC, CCW, Massage, Special 
Event/Parade, Soliciting, Bingo, 
Junk Permits

LIDAR Enforcement Logs 2 years 2 years GC 26205.1
Livescan Billing 5 years GC 26205.1
Livescan Requests 2 years GC 26205.1

Marijuana Cases 2 years 2 years

GC 26205.1, HS 
11361.5(a), HS 
11357(b),(c),(d), or (e), & 
HS 11360(b)

Marijuana Cases-Juvenile Keep up to age 18 GC 26205.1, HS 
11357(c)

Mental Health Commitment-
5150

Active until 
disposition 2 years Disposition + 2 years WI 5152.2

Minimum Security Counts 2 years GC 26205.1



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Missing Person-not located Permanent Permanent GC 26205.1

Missing Person-located/returned Active until 
disposition 2 years Disposition + 2 years GC 26205.1

Mobile Instant Messages 90 days 90 days GC 26205.1
Monthly Statistical Logs 2 years GC 26205.1
NAWAS Telephone Log 2 years GC 26205.1
Non-criminal Reports 2 years GC 26205.1 Includes unfounded crimes
Notary Log Permanent GC 26205.1
Notice of Sale-unclaimed 
property 2 years 2 years GC 26205.1

OC Spray Audit Forms 5 years GC 26205.1
Officer Involved Shooting Permanent PC 801.5 & PC 803(c)

Original Employee Timesheets 5 years GC 26205.1

Parking Citations 2 years 2 years GC 26205.1
Parole Holds 2 years GC 26205.1
Patrol Briefing Logs 2 years GC 26205.1
Pawnbroker’s Receipts Until expiration 2 years Expiration + 2 years GC 26205.1 Dealer or second-hand broker
Payment Claim Log 5 years GC 26205.1
Payroll Register Printouts 2 years GC 26205.1
Press Releases/Community 
Relations

Active until 
disposition 2 years Current + 2 years GC 26205.1

Property/Evidence Audits Permanent GC 26205.1
Public Records Requests 2 years GC 26205.1 With no responsive records

Public Records Requests Logs Current year Current year + 2 years GC 26205.1

Quarterly Warrant Purging 2 years GC 26205.1
Receipt Books (OWR, Bail) 2 years GC 26205.1
Recordings-telephone and radio 
communications 180 days GC 26205.1 No potential claim, claim filed 

and/or litigation

Recordings-telephone and radio 
communications Active 180 days

180 days after conclusion of 
claim and/or litigation, and 
with prior written approval of 
County Council

GC 26205.1 Potential claim, claim filed and/or 
litigation

Records of Lost and Found 
Items 2 years GC 26205.1 Items which have been lawfully 

disposed of
Registration- Arson Adult Permanent Permanent PC 457.1
Registration- Arson-Juvenile Permanent Permanent WI 781



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Registration- Gang Active until conviction 5 years Conviction + 5 years GC 26205.1, HS 11590, 
& 
HS 11594

Registration- Sexual-Adult Permanent Permanent PC 290
Registration- Sexual–Juvenile Permanent Permanent WI 781
Reportable Deaths 2 years GC 26205.1 Hospice or care home
Repossession Notifications 2 years GC 26205.1

Restraining Orders Refer to case record 
series Refer to case record series PC 646.9, PC 273.6, & 

PC 273.5
Ride-along/Sit-along Waiver 
Forms 3 years 3 years GC 26205.1 CLETS requirement

Sealed Cases-Adult Until the sealing date 3 years 3 years from the seal date
CP 340.1, GC 26205.1, 
WI 781(d), WI 
826(a)&(b), & WI 781(a)

Unless ordered otherwise by the 
judge

Sealed Cases-Juvenile Until the sealing date 5 years 5 years from the seal date
CP 340.1, GC 26205.1, 
WI 781(d), WI 
826(a)&(b), & WI 781(a)

Unless ordered otherwise by the 
judge

Subpoenas 2 years 2 years GC 26205.1 Includes duces tecum & deputy 
appearance

Teletype Logs 3 years GC 26205.1

Text Messages
2 years minimum. Refer to 
applicable case record 
series

GC 26205.1

Tow Logs 2 years GC 26205.1
Traffic Accident Report Permanent Permanent PC 799, & GC 34090 Involving felony arrest or fatality 

Traffic Accident Report Active until 
disposition 3 years Disposition + 3 years GC 34090, & VC 2547

Non-fatal and actions against the 
driver must be brought within 3 
years

Traffic Accident Review Board Active 2 years Active + 2 years GC 26205.1

Traffic Accident Review Board Active  5 years Active + 5 years GC 26205.1 Preventable with discipline

Training Center Logs 5 years GC 26205.1 Rental agreement, calendars, & 
rental files

Training Lesson Plans 30 years 30 years 29 CFR 1627.3(b)(1), CA 
OSHA

Transportation Logs 2 years GC 26205.1
Trustee Count 2 years GC 26205.1



Department Name: Sheriff's Office
Type of Record Active Inactive Retention Period Authority Comments

Uniform Crime Reports/NIBRS 10 years GC 26205.1 Monthly statistics, worksheets, & 
submissions

Use of Force Audit Forms 5 years GC 26205.1
Vacation Check Forms 2 years 2 years GC 26205.1
Vacation Logs 2 years GC 26205.1
Validation List, DOJ, 
NCIC/CLETS Validations 3 years 3 years GC 26205.1

Warrant Receipt Logs 2 years GC 26205.1
Weekender Logs 2 years GC 26205.1
Work Release Records 5 years GC 26205.1
Work Schedules/Calendars 2 years 2 years GC 26205.1
Visa Deposits 2 years GC 26205.1



Department Name:

Type of Record Record Description Retention Period 
Paper

Retention Period 
Alternate Medium Authority

Proposition 13 Tax Change Records 15 years 12 years GC 26205.1
Liens and Lien Records 12 years 12 years GC 26205
Tax Collection Trust Records 12 years 12 years GC 26205
Tax Defaulted Subject to Power to Sale 
Records 12 years 12 years GC 26205

Property Sold and Deeded Reports 12 years 12 years GC 26205.1
Supplemental Tax Transfers to Unsecured 
Roll 12 years 12 years GC 26205.1

Tax Collection Reports 12 years 12 years GC 26205.1
Public Sales/Auction Records 12 years 12 years GC 26205, GC 26205.1
Certificate of Redemption 12 years 12 years RT 4107
Abstract Secured 12 years 12 years RT 4377
Abstract Unsecured 5 years 5 years RT 2928
Delinquent Rolls 12 years 12 years RT 4377
Tax Rolls Delinquent 12 years 12 years RT 4377
Tax Rolls Secured 12 years 12 years RT 4377
Tax Rolls Supplemental 12 years 12 years RT 2928
Tax Rolls Unsecured 5 years 5 years RT 3105
Summary Judgment Unsecured Taxes 10 years 10 years GC 26202
Bankruptcy Records 2 years 2 years GC 26202
Bulk Transfer Records 2 years 2 years GC 26202
Correspondence 2 years 2 years GC 26202
CORTAC number Records 2 years 2 years GC 26202

Mobile Home Tax Clearance Certificates 2 years 2 years GC 26202

Published Legal Notices 2 years 2 years GC 26202

Post Office Returns and Address Changes 2 years 2 years GC 26202

Tax payment Records and Receipts 2 years 2 years GC 26202
Tax Service Payment Records 2 years 2 years GC 26202

Treasurer/Tax Collector



 

APPENDIX B: 
 
Acronym Definitions: 
 

California Codes & State Statutory Authorities 
 
AC Administrative Code 
BPC Business and Professions Code 
CCP Code of Civil Procedure 
COM Commercial Code 
EC Elections Code 
FAC Food and Agricultural Code 
GC Government Code 
HSC Health and Safety Code 
LC Labor Code 
PC Penal Code 
R&T Revenue and Taxation Code 
WIC Welfare and Institutions Code 
*            Special Retention Conditions Apply 
  
Federal Authorities & Regulations 
 
CFR Code of Federal Regulations 
ERISA Employee Retirement Income Security Act 
IRS Internal Revenue Service 
NVRA National Voter Registration Act 
OMB Office of Management and Budget 
 
State Guidance / Human Services Directives 
 
ACL All County Letter 
ACIN All County Information Notice 
MPP-OPS Manual of Policies and Procedures – Operations Section 
 
Calendar, Retention, & Schedule Terms 
 
CFY Current Fiscal Year 
CL Current plus Later / Closed + Current Year Later (varies by agency) 
CU Current Use 
CY Calendar Year 
FY Fiscal Year 
LI Life of Instrument 
RT Retention Term 
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