








       
      

 
PART II 

RECORD RETENTION AND DESTRUCTION SCHEDULE 
 

TYPE OF RECORD RETENTION 
CATEGORY 
[e.g., current, 
permanent] 

RETENTION PERIOD 
 
 
Total         Current *            Storage **     

REMARKS/ 
DISPOSITION 

INSTRUCTION OR 
TRIGGER 

GENERAL AND 
ADMINISTRATIVE RECORDS 

        

Administrative records, miscellaneous 2 2 years X   
Advice Letters 2 Later of 2 years 

or until 
superceded 

X   

Annual Reports 1 Permanent 3 years  After 3 
years 

 

Audio/Video recordings not specified 2 2 years X   
Audit Reports 1 Permanent 3 years After 3 

years 
 

Budget Files 2 2 years X   
Calendars [other than department head] 4 None    
Calendar [department head] 4 2 years X   
Chronological files 4 None    
Claims Files 2 Later of 2 years 

or until claim is 
disposed.  

X   

Code Interpretations 2 Later of 2 years 
or until 

superceded 

X   

Correspondence, miscellaneous 2 2 years X   
*  files located in house      
** files located in storage in house or off 
site 
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Correspondence not requiring follow-up 4 None    
Correspondence, draft 4 None    
Emergency Response Plan 2 Later of 2 years 

or until 
superceded 

X   

Employee Handbook 1 Until 
superceded 

X   

Fax Transmittal Sheets 4 None    
Financial Records, miscellaneous  4 None X   
General Manager Reports 2 5 years X   
Incident Reports 4 None    
Journals/Magazines/Catalogs 2 Until 

superceded 
X   

Legal Advice 4 None    
Legislative Drafts 4 None    
Memoranda, miscellaneous 2 5 years or until 

superceded 
X   

Memoranda, policy/decisional 2 Later of 2 years 
after applicable 

fiscal year 

X   

Payables (Invoices) 2 2 years X   
Publications, reports created by 
department 

2 For life of 
permit, 

minimum of 2 
years 

Located at Log 
Cabin – permits 
and reservations 
office 

  

Permit Application and Issuance 
Records 

2 3 years X   

Revolving Funds Records 1 Permanent For 3 years After 3 
years 

 

Settlement Agreements 2 2 years  X   
Telephone Logs 2 Later of 2 years 

after applicable 
fiscal year 

X   

Work Orders and Payments 2 2 years X   
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COMMISSION RECORDS 

     

Agendas, Notices and Minutes of 
Commission Meetings 

1 Permanent X   

Audio/Video recording of meetings of 
policy bodies  

1 Permanent For 2 years After 2 
years 

Required by Admin. 
Code §67.14 

Commission Correspondence 2 2 years X   
Commission  Files 2 10 years X   
Motions and Resolutions 1 Permanent X   
CONTRACT/GRANT  RECORDS      
Bond Documents 2 Duration of 

Bond 
X   

Contracts/Agreements/MOUs 2 2 years after 
life of 

agreement1

X   

Contract correspondence 2 2 years after 
life of the 
agreement 

X   

Construction Plans 2 Later of 2 years 
or until 

superceded 

X  Admin. Code 
§67.24(a) 

Exchanged Drafts of Agreements 2 2 years X   
Lease Files 2 3 years after 

expiration 
X   

Professional Services Contracts 2 2 years after 
life of 

agreement 

X   

Purchase Orders 2 2 years  X   
Regulations 1 Current until 

superceded  
X   

Requests for Proposals (RFPs)and 
Request for Qualifications (RFQs); 

2 2 years X  Admin. Code 
§67.24(e) 

                                                 
1 Unless longer retention period required by state or federal law, in which case the type of agreement and applicable retention period should be listed.  
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Responses to RFPs and RFQs 
RFP Scoring Records 2 2 years X   
PERSONNEL/HR RECORDS      
ADA Request for Reasonable 
Accommodation Report 

2 5 years X   

Affirmative Action Plan 2 5 years X   
Discrimination Complaints 2 5 years X   
Employee Accident/Incident Reports 2 7 years X  Title 8, Cal. Code of 

Regulations,  Section 
10102 

Employment Applications/Resumes 2 2 years X   
Ergonomic Records 2 2 years X  Required by Fair 

Labor Standards Act 
§11(c) 

Family Medical Leave Act Records 2 5 years X   
Payroll Records 2 5 years X   
Personnel Files 2 5 years  after 

date of 
separation  

X   

Sexual Harassment Complaints 2 5 years X   
Time Rosters* 2 5 years  X   
Time Sheets 2 5 years X  29 CFR 1904.6 
Workers’ Compensation Records 2 5 years X   
      

 
 
 
 
*These are no longer generated.  Prior records will be retained for 5 years. 
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