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A legend explaining the information presented in the retention schedule; please read this for an explanation
of every column.

The specified retention period applies regardless of the media of the record: If a record is stored on paper
and electronic format (a computer file on a hard drive), all electronic and paper records should be
destroyed (or deleted / erased) after the specified period of time has elapsed and authorization to
destroy has been obtained.

Copies or duplicates of records should never be retained longer than the prescribed period for the official
(original) record, and drafts and copies should be destroyed as soon as they are no longer required.

The term “records” shall include all records as defined by the California Public Records Act.
STRUCTURE: COUNTY-WIDE, DEPARTMENTS & DIVISIONS

The County-wide retention schedule includes those records all departments have in common (e-mails,
letters, memorandums, purchase orders, etc.). These records are NOT repeated in the Department
retention schedule, unless that department is the Office of Record.

Each department has a separate retention schedule that describes the records that are unique to their
department, or for which they are the Office of Record. The department retention schedules may be
organized by Division within that Department. If a record is not listed in your department retention schedule,
refer to the County-wide retention schedule, or look in the index to the schedules (provided after approval.)

BENEFITS

This retention schedule has been developed by Diane R. Gladwell, MMC, an expert in Municipal
Government records, and will provide the County with the following benefits:

* Reduce administrative expenses, expedite procedures

* Free office space and computer storage space

* Reduce the cost of records storage — paper and electronic
* Eliminate duplication of effort within the County

* Find records faster

» Determine what media should be used to store records

AUTHORIZATION TO DESTROY RECORDS (Paper or Electronic Records):

Destruction or deletion of an official (original) record that has exceeded its retention period must be
authorized prior to destruction or deletion.

o Ifthere is a minimum retention (“Minimum 2 years"), the destruction / deletion must be
authorized before it is destroyed, as it is an official (original) record.

Copies, drafts, notes and non-records do NOT require authorization, and can be destroyed “When No
Longer Required.”

o Ifthere is NOT a minimum retention ("When No Longer Required"), it does NOT need to be
authorized prior to destruction, as it is a preliminary draft, copy, or the Content is NOT
Substantive.

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public
records act requests, audits and/or investigations suspend normal retention periods (retention
resumes after settlement or resolution).”
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OFR (Office of Record): The department that keeps the Official (original or “record copy”) record for its retention period, then authorizes destruction.

Usually, it is the department that originates the record. The official (original) record may be the paper / hard copy version of the record; however the electronic
record may be the official (original) record. See the “Destroy Paper after Imaged & QC’d” below for the Legal Requirements for the electronic record to be the
official (original) record.

Records Description: The record series (a group of like records).
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active (guideline): How long the file remains in the immediate office area
Inactive (guideline): How long the file is in off-site storage, stored electronically in accordance with law (see below)
Total Retention: The total number of years the record is retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent
Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.

Vital? = Those records that are needed for basic operations in the event of a disaster.

Media Options (guideline) terms used in State law: Mag = Electronic Computer Magnetic Media (Hard drives, Networks, USB Drives, Cloud, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk or other Unalterable Media which does not allow changes

Scan / Import (guideline): “S” indicates the record should be scanned into the document imaging system;
“I” indicates the record should be electronically imported into the document imaging system;
“M” indicates the record was microfilmed

Destroy Paper after Imaged & QC’d (quality checked) / Trustworthy Electronic Record: “Yes” means the electronic record may serve as the OFFICIAL
record (and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format) IE (these are the legal
requirements for the electronic record to serve as the official (original) record) the electronic record is also_placed on Unalterable Media, Inmutable
Cloud Media, Optical Disk (OD), DVD-R, CD-R, Blue-ray-R, or WORM, or microfilmed) which is stored in a safe & separate location.

Employees are required to Quality Check (“QC’d") both the images and the indexes, and ensure the electronic record_contains all significant details from
the original and be an adequate substitute for the original document for all purposes; other legal mandates may apply.

Legend for leqal citations (§: Section) B&P: Business & Professions Code (CA) CBC: California Building Code

CC: Civil Code (CA) CCP: Code of Civil Procedure (CA) CCR: California Code of Regulations (CA)

CFC: California Fire Code CFR: Code of Federal Regulations (US) EC: Elections Code (CA)

EVC: Evidence Code (CA) FA: Food & Agriculture Code FC: Family Code (CA)

FTB: Franchise Tax Board (CA) GC: Government Code (CA) H&S: Health & Safety Code (CA)

HUD: Housing & Urban Develop. (US) LC: Labor Code (CA) Ops. Cal. Atty. Gen..: Attorney General Opinions (CA)
PC: Penal Code (CA) PRC Public Resources Code R&T: Revenue & Taxation Code (CA)

UFC: Uniform Fire Code USC: United States Code (US) VC: Vehicle Code (CA)

W&I: Welfare & Institutions Code (CA)



Ver. 18.0

Retention Schedule: COUNTYWIDE / COMMON RECORDS

page CW-1
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(OFR) fiche :
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Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

COUNTYWIDE / COMMON (Used by All Departments)

AGREEMENTS & CONTRACTS: GOODS &
SERVICES (NON-INFRASTRUCTURE)

Agreement or Contract includes all contractual

Covers E&O Statute of Limitations
(insurance certificates are filed with

Lead Dept. obligations (e.g. Specifications and Successful . . agreement); Published Audit Standards=4-7
(Matnhaeglng CW-001 Propqsal / Scope of Work, Insurance Colrgpl(;gcr): * (\;(s:{ Igtri]ct)lll I\/Ioag, I':\)Af: S/l \éec':s.&Agg years; Statute of Limitations: Contracts &
Contract) Certificates, etc.) y P P Spec's=4 years, Wrongful Death=comp. + 5
ears, Developers=comp. + 10 years; CCP

Examples of NON-Infrastructure: Consulting, grants, é337 et seq. gC §§262%2 602)61

disposal, franchises, housing, leases, legal services, ' '

loans, paving, painting, professional services, services,

slurry seals, tree trimming, etc.

AGREEMENTS & CONTRACTS: PUBLIC

PROJECTS / INFRASTRUCTURE / CIP (Capital

Improvement Projects)

Department Preference; Covers E&O

Agreement or Contract includes all contractual Statute of Limitations (|n§urange certificates
Lead Dept. obligations (e.g. Specifications and Successful are filed th agreemfent), Published Audit .
(Managing Proposal / Scope of Work, Insurance Mag, Mr, Yes: After Standards=4-7 yelars, Statute of Limitations:

the CW-002 Certificates, etc.) P Yes oD, Ppr S/ QC & 0D Contracts & Spec's=4 years, Wrongful

Contract) ' ' Death=comp. + 5 years, Developers=comp.

Examples of Infrastructure: Architects, Buildings,
bridges, covenants, development, environmental, Joint
Powers, MOUs, park improvements, property & property
restrictions, redevelopment, reservoirs, sewers,
sidewalks, street & alley improvements, settlement,
subdivisions, utilities, water, etc.

+ 10 years; CCP 8337 et seq., GC
8826202, 60201, Contractor has retention
in 48 CFR 4.703

NEVADA COUNTY ©1995-2024 Gladwell Governmental Services Inc. - all rights reserved
Do not duplicate or distribute without prior permission 909.337.3516

Approved:




Ver. 18.0

Retention Schedule: COUNTYWIDE / COMMON RECORDS
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Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

Staffing

BOARD OF SUPERVISORS AD-HOC

SUBCOMMITTEES composed solely of less than

All recommendations are given to full Board
for action; Brown Act challenges must be

Depart. CW-003 a quorum of the BOS: (All records, including ¢ years Mag, Ppr filed within 30 or 90 days of action; GC
minutes and agendas) 8826202 54960.1(c)(1)
Lead Dept. CASH COLLECTIONS / CASH DETAIL / Fee receints & forms are required for 5
(Collecting CW-004 COUNTS / RECONCILIATIONS / RECEIPTS / £ vears Yes: Until | Mag, Mfr, S/ Yes: After ears: ch§§24356 26907q27001' 2 CER
the ACCOUNTS RECEIVABLE / DEPOSITS: y Paid | OD, Ppr ocgop Y%A ’ ’ '
200.334
Revenue) Revenue collected by Departments
COMMISSIONS, COMMITTEES & BOARDS: Wher No
CW-005 L ' Longer Mag, Ppr Non-records
External Organizations .
Required
Staffing CW-006 COMMISSIONS, COMMITTEES & BOARDS: Minimum 2 Mag, Mfr, S/l Yes: After |Department preference; Audio & Video are
Depart. AGENDAS, AGENDA PACKETS years OD, Ppr QC & OD |required for 30 days; GC §54953.5(b)
Staffing COMMISSIONS, COMMITTEES & BOARDS: Minimum 2 Video is required for 90 days; Audio
Depart CW-007 AUDIO & VIDEO RECORDINGS care Mag Required for 30 days (or adoption of the
part. Y minutes); GC §§54953.5(b);
Staffing CW-008 COMMISSIONS, COMMITTEES & BOARDS: Minimum 2 Mag, Mfr, S/l Yes: After |Department preference; GC 8826202,
Depart. MINUTES years oD, Ppr QC & OD (60201
COMMISSIONS, COMMITTEES: Employees / These are for employee / departmental
Lead Dept. | CW-009 Internal Committees = yeais Mag, Ppr meetings only; GC §§26202, 60201
Copies -
. When No
Lead Dept. | CW-010 |COPIES or duplicates of any record Longer Mag, Ppr GC §26201
Required
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Retention Schedule: COUNTYWIDE / COMMON RECORDS
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Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

Ifieupttl’.]gl:it CORRESPONDENCE - ROUTINE / GENERAL .
Document (IF the Content relates in a SUBSTANTIVE way Retained 2 years ONLY IF the Content
or to the conduct of the public's business) Mag, Mfr, Yes: After relates in a S‘UbSténtIVG way to the CondL{Ct
Receives Cw-011 2 years oD, Ppr S/l QC & OD of the _public s business; City of San José v.
the COUﬂty'S (e .g. Administrative, Chronol(._',gi(;alY e-mail, General Superlor Court (2017) 2 Cal.5th 608; GC
Original Files, Letters, Memoranda, Miscellaneous Reports, 8826202, 60201
Document Press Releases, etc.)
Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency and Electronic and paper records are
Intraagency Memoranda NOT retained in the categorized, filed and retained based upon
ordinary course of business the CONTENT of the record. Records
) where either the Content relates in a
Coritent NOT Substantive, or NO'i' made or substantive way to the conduct of the
Dept. that _retained_for the purpose of preserving the public's business, or ARE made or
Authors informational content for future reference retained for the purpose of preserving the
Document (e.g. calendars, checKiists, e-mail, social media When No informational conte_nt for futu_re reference
Recc;rives CW-012 |posting, employee directories, flyers, invitations, Longer Mag, Ppr ereeciflc;/:ii ?r/ E:‘pcé?%pt:ggltl)nfﬁg folder
the County's instar_it messaging.’ invc_sntories, logs, _mailing lists, Reguired and retained for the applicable retention
Original meeting room registrations, PowerPoint eriod. If not mentioned here, consult the
Document presentations, speaker cards, speech notes, staff p : !

videoconference chats, notes and recordings,
supply inventories, telephone messages, text
messages, transmittal letters, thank yous,
requests from other cities, preliminary notices for
construction projects, undeliverable envelopes /
returned mail, visitors logs, voice mails,
webpages, etc.)

County Counsel to determine if a record is
considered transitory / preliminary draft.

GC 8826202, 7927.500, 7928.705.; 64 Ops.
Cal. Atty. Gen. 317 (1981)); City of San
Jose vs. Superior Court, 5 Cal. 5th 608
(2017).
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Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

As long as the drafts and notes are not

Copies - retained in the "Regular Course of
DRAFTS & NOTES: Drafts that are revised When No . " 9
CW-013 . ) . Mag, Ppr Business." Refer to County Counsel to
(retain the final version), notes, etc. Longer I ; .
Beatired determine if a record is considered a draft.
9 GC §§ 26201
. . - Department preference; If software is
Lead Dept. | CW-014 SfteDQ-srAD;gYLiRSrs Geographic Information ;’nec:i:::nt Mag changed, all data should be converted into
Y Y new system; GC §§26202, 60201
Lead Dept.
(Applying for| CW-015 |GRANTS - UNSUCCESSFUL: All records 2 years Mag, Ppr GC 8826202, 60201
the Grant)
Department Preference; Meets auditing
standards; Uniform Admin. Requirements
Lead Debt GRANTS / ALLOCATIONS & GRANTS - After Funding ;?c:rs reint:rfgitlﬁgileeg,\!tec:p:‘?neaﬂtselsrignetac:?
_p ) SUCCESSFUL: Applications, Reports, and Agency Audit, . P P ) pay
(Managing CW-016 |Financial Information if required - Yes Mag, Mfr, S/l Yes: After |grantee or subgrantee; Grants covered by a
for the it 5 oD, Ppr QC & OD |Consolidated Action Plan are required for 5
Grant) Includes CDBG cars years; 2 CFR 200.334 24 CFR 91.105(h),
y 92.505, 570.490, & 570.502(a&b), 29 CFR
97.42; OMB Circular A-110 & A-133; GC
888546.7, 26202
Brown Act challenges must be filed within
NOTICES & PUBLICATIONS: Affidavits of 30 or 90 days of action; Statute of
Publications / Affidavits of Posting Notices / Legal Mag, Mfr, Yes: After |Limitations for mailings for annexations,
Lead Dept. | CW-020 Advertising / Notices / Proofs of Publications / 2 years oD, Ppr S/ QC & OD |special districts, bonds is 60 days; CCP

Public Hearing Notices

88337 et seq, 349.4; GC §8§26202,
54960.1(c)(1)
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Image:
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Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

PERSONNEL FILES - DEPARTMENT-LEVEL
COPIES / WORKING FILES

Separation or

Ensure records kept in Department files
comply with County policy (all originals are

ReHsuonL]?cnes Cw-021 _ Transfer + 3 Se?)zfroart?on Mag, Ppr _sent tp P_ersorinel, only the Supervisor's file
Includes Contract Employees, excludes Sheriff years is maintained in departments); GC
Employees 8826202, 60201.7
Before Corlifidtlantial. preliminary drafts and notes
Human PERSONNEL FILES - _SUPERVISORS FILE OF Annual i'naintained in a separate folder to be _
CW-022 [NOTES - Incorporated into Annual Performance 1 year Mag, Ppr incorporated into performance evaluation,
Resources . Performance . L
Evaluations Evaluation or to document progressive discipline, if
required; GC 8826202, 60201 et seq.
Preliminary Drafts (retention is placed on
When No the record the photograph is used in -
Lead Dept. | CW-023 | PHOTOGRAPHS Longer Mag, Ppr Brochure, Report, etc.); destroy
Required unnecessary photographs. GC §826202,
60201
REAL PROPERTY OWNED BY THE COUNTY: Mag, Mfr, Yes: After
Lead Dept. | CW-024 Deeds, Easements, Rights of Way, etc. P Yes oD, Ppr S/ QC & 0D GC 8826202, 60201 et. seq.
RECORDS DESTRUCTION AUTHORIZATION Mag, Mfr, Yes: After |Department preference; GC §§26202,
Lead Dept. | CW-025 FORMS 10 years oD, Ppr S/ QC & OD 60201
REGULATIONS / REFERENCE MATERIALS:
Policies, Procedures, Brochures, Flyers, Manuals When .
Lead Dept. | CW-026 / Handbooks, Newsletters, Plans, etc.: Produced | Superseded Mag, Ppr Copies; GC §26201
by OTHER Departments
RECORDS DESTRUCTION AUTHORIZATION Mag, Mfr, Yes: After .
Lead Dept. | CW-027 FORMS 10 years Yes oD, Ppr S/ QC & OD County preference; GC §26201
REGULATIONS / REFERENCE MATERIALS:
g Non-Records
Policies, Procedures, Brochures, Flyers, Manuals when No
CW-028 |/ Handbooks, Newsletters, Plans, etc.: produced Longer Mag, Ppr Non-Records
by OUTSIDE ORGANIZATIONS (Chamber of :
Required

Commerce, etc.)
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Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

REGULATIONS / REFERENCE MATERIALS:

Lead Dept. | CW-029 Policies, Procedures, Brochures, Flyers, Manuals §Minimum of 2] Yes: Until | Mag, Mfr, S/ Yes: After |Department preference; GC §8§26202,
pL / Handbooks, Newsletters, Plans, etc.: produced years Superseded | OD, Ppr QC & OD |60201
by YOUR Department
i . . Mag, Mfr, Yes: After |Department preference; GC §826202,
Lead Dept. | CW-030 |REPORTS & STUDIES (Historical) P oD, Ppr S/l QC & OD |60201
. . Mag, Mfr, Yes: After |Information is outdated after 10 years; GC
Lead Dept. | CW-031 |REPORTS & STUDIES (other than Historical) 10 years oD, Ppr S/l OC & OD |§8§26202, 60201
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
SAFETY DATA SHEET (SDS) / Material Safety chemical / substance / agent, where &
Data Sheet (MSDS) / Chemical Use Report Form Mag, Mfr, Yes: After |when it was used is maintained for 30
Lead Dept. | PW-049 (or records of the chemical / substance / agent, 10 years oD, Ppr S/ QC & OD |years; Applies to qualified employers;
where & when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §826202, 60201
. Mag, Mfr, Yes: After
Lead Dept. | CW-032 |SPECIAL EVENTS (Parade permits, etc.) 2 years oD, Ppr S/ QC & 0D GC 8826202, 60201
SURVEYS / QUESTIONNAIRES: Summaries Source documents are considered
) ) Mag, Mftr, Yes: After | Transitory records and can be destroyed
Lead Dept. | CW-033 |ifa summary of the data is compiled, the survey forms 2 years oD, Ppr S/ QC & 0D | when no longer required; GC §§26202,
are considered a draft or transitory record, and can be 60201
destroyed as drafts (When No Longer Required)
TRAINING RECORDS / Training Database: D:;zrtgggtcrﬁgf/fgéit?: Se-)l—rr?elnlri]ilss?»s
COURSE RECORDS / Vector Solutions years, . 1ge) requ
Datab Attend Rost Sign-in Sheet years for promotion, demotion, transfer,
Lead Dept. | CW-034 Oatla'l ase (d ’\;elnt a_nclze OSIETS OrSIgn-in SNEEIS, 1 Minimum 5 Mag, Mfr, S/ Yes: After |selection, or discharge; State Law requires
Pt utlines and Materials) years oD, Ppr QC & OD |4 years for personnel actions; 8 CCR

Includes Ethics, Harassment, & Safety Meetings /
Training / Tailgates

83203 et seq., 29 CFR 1602.31; LC
86429(c); GC 8812946, 12960, 26202,
53235.2(b); 53237.2(b)
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Retention Schedule: AGRICULTURE COMMISSIONER
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Image: Destroy
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No. Retention Options .
(OFR) fiche Imaged
I=lmport & OcCd

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

AGRICULTURE COMMISSIONER

Aariculture CalCATS DATABASE (California County Activity Indefinite, Ma
9 AG-001 |Tracking System) -Tracks Activities, Time and Minimum 3 9 Department Preference; GC §26202
Comm. : - Ppr
Expenses for Agricultural and Weights & Measures years
CalPEATS DATABASE (California Pesticide .
Agriculture Inspection Activity Tracking System) -Tracks Ingefinite, Ma
9 AG-002 P " . vy 9>y - Minimum 3 9 Department Preference; GC 826202
Comm. Activities, Time and Expenses for Pesticide ears Ppr
Inspections Y
ADMINISTRATION - AGREEMENTS & Mag Yes: Department preference; meets municipal
Lead Dept. AG-003 CONTRACTS: ADMIi\‘IISTRAT.IV.E RI.ECORD.S Completion Mfr, OD,| S/M/I | After QC g_ov_ern_merit auditing standard's;_Statute of
(Correspondence, Project Administration, Project + 5 years Por & OD Limitations: Contracts & Spec's=4 years,
Schedules, Certified Payrolls, Invoices, Logs, etc.) P CCP 8337 et. seq., GC §26202
A%r'ocnl,‘l'rt:re AG-004 |COMPLAINTS - ALL PROGRAMS 5 years '\gap?' Department Preference; GC §26202
Agriculture Mag, ves:
gComm AG-005 |CROP STATISTICS - CROP REPORT P Mfr, OD,| S/M/I |After QC Department Preference; GC §26202
' Ppr & OD
Ag(’:r;cr‘r‘]':]‘re AG-006 |HEARINGS - ALL PROGRAMS 5 years '\g‘i‘)@:' Department Preference; GC §26202
Ag(’:r;cr‘r‘]';‘]‘re AG-007 |INSPECTIONS - ALL PROGRAMS 5 years '\ger‘)?' Department Preference; GC §26202
Agriculture AG-008 INVESTIGATIONS: ALL PROGRAMS (unlicensed 5 years Mag, Department Preference: GC §26202
Comm. applicators, pesticide illnesses, etc.) Ppr
Agriculture ndeiinne - Ma
gComm AG-009 |MOSQUITO ABATEMENT TRAPPING Minimum 2 P ? Department Preference; GC §26202
’ years P
Agriculture i NOPAs (Notice of Proposed Actions) - ALL Mag, .
Comm. AG-010 PROGRAMS 5 years Ppr Department Preference; GC §26202
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Image: Destroy
Office of . . S=Scan Paper
Record Retention Title and Description Totai Vital? Me_dia M=Micro- after Comments / Reference
No. Retention Options .
(OFR) fiche Imaged
I=lmport & OcCd
If the record is not listed here, refer to the Retention for County-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).
Agriculture NURSERY INSPECTIONS - SOD, GWSS (Glassy- Ma
9 AG-011 |winged Sharpshooter), LBAM (Light Brown Apple 5 years 9 Department Preference; GC §26202
Comm. Ppr
Moth), Other Pests
A%rfr‘r‘]';:”e AG-012 |PEST DETECTION / TRAPPING 5 years '\I’l"‘;)?' Department Preference; GC §26202
Agriculture AG-013 |PEST EXCLUSION 5 years Mag, Department Preference; GC §26202

Comm. Ppr
Agriculture PEST EXCLUSION - BRANCHED BROOMRAPE, Mag, .

comm. | A9 coc PHYTOSANITARY CERTIFICATES, SOD Pyeds Ppr Department Preference; GC 526202
Agriculture Close of Ma

9 AG-015 |PESTICIDES - INSPECTIONS Business + g Department Preference; GC §26202

Comm. Ppr

3 years
Agriculture AG-016 PESTICIDES - PERMITS, REGISTRATIONS, BAIT 3 years Mag, 3 CCR 6623, GC §26202

Comm. SALES Ppr
A%r'ocnl,‘l'rt:re AG-017 |SEED INSPECTION - 3RD PARTY SAMPLING 5 years '\gap?' Department Preference; GC §26202
A%r'ocnl,‘l'rt:re AG-018 |SEED INSPECTION - LABELING INSPECTION 5 years '\gap?' Department Preference; GC §26202
Agriculture STANDARDIZATION - FRUIT & VEGETABLE Ma

9 AG-019 |INSPECTION, ORGANIC REGISTRATIONS, CPC,§} 5 years 9 Department Preference; GC §26202

Comm. CEM Ppr
Agriculture STANDARDIZATION - PESTICIDE RECORD Mag, .

Comm. AG-020 SEARCH (For Organic Certifications) 3 years Ppr Department Preference; GC §26202
A%f;';”e AG-021 |WEED MANAGEMENT CONTRACTS 5 years 'Vlfr‘)?' Department Preference; GC §26202
Agriculture WEED MANAGEMENT RECORDS / MAPS Mag, ves:

9 AG-022 . . P Mfr, OD, S/M After QC |Department Preference; GC §26202

Comm. (Invasive Species) Ppr & OD

NEVADA COUNTY ©1995-2024 Gladwell Governmental Services, Inc. all rights reserved
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Ver. 2.0

Retention Schedule: AGRICULTURE COMMISSIONER page AG-3
Image: Destroy
Office of . . S=Scan Paper
Record Retention Title and Description Totai Vital? Me_dia M=Micro- after Comments / Reference
No. Retention Options .
(OFR) fiche Imaged
I=lmport & OcCd
If the record is not listed

here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruc

tion is normal

ly performed by file folder.
HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).
WEIGHTS & MEASURES - STORE SCALES,
Agriculture LIVESTOCK & VEHICLE SCALES, FUEL Mag
Comm. AG-023 |METERS, QC, SCANNERS, WEIGHMASTER, 5 years Ppr, Department Preference; GC §26202
PETROLEUM INSPECTIONS, WATER
DISPENSERS
Agriculture AG-024 WEIGHTS & MEASURES - SUB METERED 10 years Mag, Department Preference (inspected every 10
Comm. DEVICES Ppr years); GC §26202
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Ver. 1.0

RECORDS RETENTION SCHEDULE: AIRPORT

Page AIR-1

Office of
Record
(OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
S=Scan
M=Micro-
fiche
I=Import

Destroy
Paper after
Imaged &
QcCd

Comments / Reference

If the record is not listed here, refer to the Retention for County-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years) \

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

AIRPORT
ABOVE GROUND STORAGE TANK
(Airport-Owned Diesel) Department Preference; applies to both
Tank Monitoring, Inspections and Tier I and Tier Il Tanks; (Tier Il tanks are
. Maintenance, Release Detection Mag, Mfr, Yes: After |required to have an integrity test every 20
Airport AIR-001 Systems, Cathodic Protection 20 years OD, Ppr S/l QC & OD |years), EPA recommends that formal test
Maintenance Records, CUPA records or reports be retained for the life
Inspections, including letters of correction of the container; GC §26202
and citations
AIRCRAFT ACCIDENT / INCIDENT .. 3 years is required for risk analysis and
Airport AIR-002 REPORTS: AIRCRAFT/SAFETY RISK | Minimum 3 Mag, Mfr, S/ Yes: After Safety Risk Management Process: 14
MANAGEMENT ANALYSIS / years OD, Ppr QC & OD CFR 139.402: GC §26202 ’
MITIGATIONS B
AIRPORT SECURITY ACCESS
) APPLICATIONS / BADGING / AOA So ol Yes: While| Mag, Mfr, Yes: After |Required for 180 days; FAA Security
Airport AIR-003  |Access Personnel Records / Gate Card Tenancy + S/ S
User Acknowledgements / Proximity 180 days Current | OD, Ppr QC & OD |Directive SD1542-04-08F
Cards (Employees and Tenants)
Airport AIR-004 'IAr‘]lstF;(C)tiESTATE LICENSE (Safety P '\gag” l!\)/g: S/ \((?ecs.&AgeDr Department preference; GC §26202
CALTRANS AERONAUTICS .
Airport AIR-005  |[INSPECTIONS (Annual - Includes letters 2 years Mag, Mr, S/l Yes: After GC §26202 et seq.
of corrections and citations) OD, Ppr QC&OD
CITATIONS / LEASE ENFORCEMENT
_ ACTIONS / Rules & Regula_ltion_s Resolition + Mag, Mfr, Yes: After Department Preference (consistent vyith
Airport AIR-006 Enforcement / Notices of Violations 3 vears OD. P S/ C & 0D other Code Enforcement and Operational
(includes written noise and safety y » FPr Q Complaints); GC §26202 et seq.
complaints)

NEVADA COUNTY, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 1.0 RECORDS RETENTION SCHEDULE: AIRPORT Page AIR-2

Image: Destro
Office of Total Media S=scan Paper afiler
Record Retention No. Records Description . Vital? : M=Micro- P Comments / Reference
Retention Options . Imaged &
(OFR) fiche ocd
I=Import

If the record is not listed here, refer to the Retention for County-Wide Standards .
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years) \
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

DAILY AND QUARTERLY INSPECTIONS . .

Airport AIR-007 |/ Section 139 Inspections / App 139 Minimim 2 Mag, Mir, S/l Yes: After 14 CFR 139.402; GC 826202 et seq.
Database yedis OD, Ppr QC & 0OD
EMERGENCY OPERATIONS PLAN /
DISASTER RECOVERY PLAN / . .

Airport AIR-008 Earthquake Information, Airport s L(:rnstgded '\gag’ Ig/lfr, S/ YeCs.&Agg Most are non-records; GC §26202
Certification Manual, Airport Emergency B » Fpr Q
Plan
FAA INSPECTIONS / REPORTS / FAA
FORMS: Inspection Logs & Maintenance
Work Orders; Meter Reading & Regulations imply these are kept

Airport AIR-009 Adjustments, Facility Maintenance Logs, p Mag, Mfr, S/ Yes: After |permanently, "...one copy to be kept in
Radio Equipment Operation Records, OD, Ppr QC & OD |the permanent records of the facility..."
NavAid & AWOS Error Data, Certification GC 826202, 14 CFR 171.13 - 171.327
& Inspections; Technical Performance
Records

Final
) Expenditure Mag, Mfr, Yes: After ]
Airport AIR-010 GRANTS - AIRPORT - FAA ONLY Report + 3 oD, Ppr S/l QC & OD 14 CFR 152.213, 152.307; GC §26202
years
. . . Yes: Until | Mag, Mfr, Yes: After
Airport AIR-011 NOTAM (Notice to Airmen) 2 years Disposition| OD, Ppr S/l QC & 0D GC 826202 et seq.
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Retention Schedule: ASSESSOR

AS-1

Image: Destroy
Office of . . S=Scan Paper
Record Retilr;tlon Title and Description R;Z:ﬁlion Vital? OMTidolss M=Micro- after Comments / Reference
(OFR) ' P fiche Imaged &
I=lmport Qcd

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

ASSESSOR
MEGABYTE PROPERTY TAX SYSTEM Department Preference; Property Tax Rule
DATABASE (Includes Applications for . . 135(e)(5) allows for destruction for exemptions
Assessor | ASR-001 |Exemptions (Initials and Renewals), (Fir;cririf;r:;em) Yes Mﬁ?r’ g%r S/ YSé’ &AgeDr 6 years after the lien date for the last year for
Assessment Rolls for Secured and ' which the exemption claim was active; GC
Unsecured Property, etc.) 826202; R&T 8465, 2928, 4377,
Department Preference; Property Tax Rule
APPLICATIONS FOR EXEMPTION CLAIMS - Mag, Ppr Yes: After 135(e)(5) allows for destruction for exemptions
Assessor | ASR-002 |INITIAL APPLICATION: Homeowners, P Yes Mfr‘ OD' S/l QC.& oD 6 years after the lien date for the last year for
Religious, Veterans, Welfare ' which the exemption claim was active; GC
§26202; R&T 8465
Department Preference; Property Tax Rule
APPLICATIONS FOR EXEMPTION CLAIMS - Minimum 7 Mag, Ppr Yes: After 135(e)(5) allows for destruction for exemptions
Assessor | ASR-003 |RENEWAL APPLICATIONS: Homeowners, years Yes Mfr’ OD’ S/lI QC.& oD 6 years after the lien date for the last year for
Religious, Veterans, Welfare ' which the exemption claim was active; GC
§26202; R&T 8465
Department Preference for ease in document
APPRAISAL RECORDS ("live" and "dead" Imaging management; USPAP (Uniform
parcels): Building Dimensions, Calculations, Mag, Ppr, Yes: After Sta_ndards of Professpnal Apprgusal Pract|c_e)
Assessor | ASR-004 S ; P Yes S/l ethical standards require appraisers to retain
Reports of Investigation, Permit Mfr, OD QC & OD : . "
Questionnaires, Possessory Interests, etc. records for_ at Ieas_t 5 y_ear_sz or final dls_posmon
+ 2 years, if used in a judicial proceeding; GC
§26202
. Minimum 12 Mag, Ppr, Yes: After |Department Preference (12 years is required);
Assessor | ASR-005 |[ASSESSMENT ROLLS: SECURED years Yes Mfr, OD S/l QC & OD |GC §§26202, 26908, R&T §4377
. Minimum 5 Yes: After |Department Preference (5 years is required);
Assessor | ASR-006 |ASSESSMENT ROLLS: STATISTICS years Mag, Ppr S/l QC & OD |GC §§26202, 26908, R&T §2928

NEVADA COUNTY ©1995 - 2024 Gladwell Governmental Services, Inc. all rights reserved
Do not duplicate or distribute without prior permission (909) 337-3516

Approved:




Ver. 2.0

Retention Schedule: ASSESSOR

AS-2

Image: Destroy
Office of . . S=Scan Paper
Record Retilr;tlon Title and Description R;Z:ﬁlion Vital? OMTidolss M=Micro- after Comments / Reference
(OFR) ' P fiche Imaged &
I=lmport Qcd

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when
HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations

the act is completed, and imply a full file folder (e.g. last document + 2 yea

rs), since destruction is normally per

formed by file folder.

suspend normal retention periods (retention resumes after final action - settlement).

i} . Minimum 5 Mag, Ppr, Yes: After |Department Preference (5 years is required);
Assessor | ASR-007 |ASSESSMENT ROLLS: UNSECURED years Yes Mfr. OD S/ QC & OD |GC §§26202, 26908, R&T §2928
i . Minimum 5 Mag, Ppr, Yes: After |Department Preference (5 years is required);
Assessor | ASR-008 |ASSESSMENT ROLLS: UTILITIES years Yes Mfr, OD S/l OC & OD |GC §8§26202, 26908, R&T §2928
i Mag, Mfr, Yes: After |Current maps maintained permanently for
Assessor | ASR-009 |ASSESSOR PARCEL MAPS P Yes oD. Ppr S/l QC & OD |administrative purposes; GC §26202
Assessor or Board may destroy any taxpayer's
document lien date + 6 years; Those
documents may be destroyed when three
Minimum 7 Mag, Ppr, Yes: After |years have elapsed since the lien date if the
Assessor | ASR-010 |BUSINESS PROPERTY STATEMENTS years Yes Mfr, OD S/l QC & OD |documents have been microfilmed,
microfiched, imaged, or otherwise preserved
on a medium that provides access to the
documents; GC §26202, R&T 8465
CHANGE OF OWNERSHIP (COR) / Department Preference; Assessor or Board
Assessor | ASR-011 PRELIMINARY CHANGE OF OWNERSHIP Minimum 7 Yes Mag, Ppr, S/l Yes: After |[may destroy any taxpayer's document lien date
(PCOR) - Includes attached deed references years Mfr, OD QC & OD |+ 6 years; statewide guidelines propose 4
and notes years; GC §26202; R&T 8465
. . Assessor or Board may destroy any taxpayer's
Assessor | ASR-012 |MAILING ADDRESS CHANGES Minimtim ¢ ves |Mag.Ppr g, [Yes: After | iment lien date + 6 years; GC §26202,
years Mfr, OD QC & OD
R&T 8465
Yes: After .
Assessor | ASR-013 |MINE PRODUCTION REPORTS P Yes Mag, Ppr QC & OD Department Preference; GC §26202
Yes: After .
Assessor | ASR-014 |PERMIT QUESTIONNAIRES P Yes Mag, Ppr S/l Department Preference; GC §26202

QC & OD

NEVADA COUNTY ©1995 - 2024 Gladwell Governmental Services, Inc. all rights reserved
Do not duplicate or distribute without prior permission (909) 337-3516

Approved:




Ver. 2.0

Retention Schedule: ASSESSOR

AS-3

Image: Destroy
Office of . . S=Scan Paper
Record Retilr;tlon Title and Description R;Z:ﬁlion Vital? OMTidolss M=Micro- after Comments / Reference
(OFR) ' P fiche Imaged &
I=lmport Qcd

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when

the act is completed, and imply a full file folder (e.g. last document + 2 yea

rs), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations

suspend normal retention periods (retention resumes after final action - settlement).

Assessor or Board may destroy any taxpayer's

PERSONAL / BUSINESS PROPERTY Minimum 7 Mag, Ppr, Yes: After . )
Assessor | ASR-015 RECORDS - CANCELED ACCOUNTS years Mfr, OD S/ QC & OD document lien date + 6 years; GC §26202,
R&T §465
i Minimum 7 Mag, Ppr, Yes: After . . . .
Assessor | ASR-016 |POSSESSORY INTERESTS years Yes Mfr, OD S/ QC & OD Consistent with auditing standards; GC §26202
PRELIMINARY CHANGE OF OWNERSHIP | Minimum 7 Mag, Ppr, Yes: After |DePartment Preference; Assessor or Board
Assessor | ASR-017 (PCOR): Notifications from Title Companies i Yes Mt OD S/lI QC & OD may destroy any taxpayer's document lien date
: P y ’ + 6 years; GC §26202, R&T §465
SUBVENTION APPLICATIONS (Agriculture / | Minimum 7 Mag, Ppr, Yes: After |DePartment Preference; Assessor or Board
Assessor | ASR-018 Williamson Act) care Yes Mt OD S/lI QC & OD may destroy any taxpayer's document lien date
y ’ + 6 years; GC §26202, , R&T §465
i . . Mag, Ppr, Yes: After
Assessor | ASR-019 |VALUATIONS: Annexations, etc. P Yes Mfr. OD S/l QC & OD R&T 84377
Mag. Mt Yes: After Assessor or Board may destroy any taxpayer's
Assessor | ASR-020 |VESSEL AND AIRCRAFT RECORDS 7 years Yes Og’ Ppr, S/I QC. & 0D document lien date + 6 years; GC §26202, ,

R&T §465
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ver. 3.0 Retention Schedule: AUDITOR - CONTROLLER page AU-1
Image: | Destroy
Office of . . S=Scan Paper
Record Ret:\elr(i)tion Title and Description Re-[((e)rtifilon Vital? OMfi(:)Ir?s M=Micro-| after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport | OCd

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement]

GENERAL ACCOUNTING

Auditor - Indefinite - Data is interrelated; Meets municipal
Controller/ | ACC-001 Iggt\la'?angL SERVICES Database / ERP Minimum 5 Yes Mag, Ppr government auditing standards; GC §§24350 -
Accounting years 24356; 26907, 26202, 60201

ACFR (ANNUAL COMPREHENSIVE Copies -
Clerk of the FINANCIAL REPORT) / Annual Financial When No .
Board ACC-002 Reports, Comprehensive Annual Financial Longer Mag, Ppr Copies; GC 526201, 60202
Report (CAFR) Required
ANNUAL REPORTS / STATE
CONTROLLER'S REPORT, etc.

Auditor - Local Government Compensation Report, Property Mag, Mfr Yes: After Department preference; meets municipal
Controller / | ACC-003 |mManagement Plan, Obligation Payment Schedules, 5 years oD ' P r’ S/ oc '& oD government auditing standards; GC §§26202,
Accounting Due Diligence Reviews, Gas Tax, MOE P 60201

(Maintenance of Effort) Report, Fixed Charge

Special Assessment Report, Public Self Insurer

Report (SIP Report), etc.
Cﬁ‘::r';‘ﬂ; /| Acc.00s |APPROPRIATION ADJUSTMENTS / e Mag, Mfr,| o | Yes: After|Consistent with other standards; GC §§24356,

; BUDGET TRANSFERS OD, Ppr QC & OD |26907; 2 CFR 200.334
Accounting
. ) . Department preference; meets municipal

Cbé';;:dthe ACC-005 ﬁgggs - County, Single Act or Special 5 years '\gag" g’g: S/l é%s'&Agg gg\z/grznment auditing standards; ; GC §26201,

BANK STATEMENTS, FISCAL AGENT

Auditor - STATEMENTS, TRUSTEE STATEMENTS, Mag, Mir Yes: After Department Preference to meet municipal
Controller/ | ACC-006 |INVESTMENT ACCOUNT STATEMENTS, 5 years oD ' Ppr’ S/ ac '& oD government auditing standards; GC §§26202,
Accounting PARS STATEMENTS, BANK ’ 60201, 26 CFR 31.6001-1

RECONCILIATIONS, etc.
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ver. 3.0 Retention Schedule: AUDITOR - CONTROLLER page AU-2
Image: | Destroy
Office of . . S=Scan Paper
Record Ret:\elr(i)tion Title and Description Re-[((e)rtifilon Vital? OMfi(:)Ir?s M=Micro-| after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport | OCd
If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is

normally performed by file folder.

HOLDS: Litigation, claims

Auditor -

court orders, complaints, audits, records requests and/or investigations suspend normal retenti

BONDS & COUPONS (General Obligation /

Fully

on periods (retention resumes after final action - settlement]

Statute of Limitations for bonds, mortgages,
trust deeds, notes or debentures is 6 years;
Bonds issued by local governments are 10

Controller/ | ACC-007 |Revenue) / CERTIFICATE OF Defeased Yﬁ;&g"' '\gag' g/'f:' S/l No |vears; There are specific requirements for

Accounting PARTICIPATION (COP) + 10 years TP disposal of unused bonds; 26 CFR 1.6001-
1(e); CCP 88336 et seq.; 337.5(a); GC §43900
et seq.

Auditor - . Department Preference; Statute of Limitations
Controller / | ACC-008 (Cn:'aElri;ﬁ e’ d\";ftF;EAB'\;E)CANCELLED 5 years '\gag' g"f:' S/ gf'&Agg is 4 years; GC §§26202, 26907, CCP § 337; 2
Accounting P CFR 200.334

Auditor - COST PLAN - Charges, Equipment and Mag, Mfr, Yes: After Departmen_t P_ref.erence; Required for 3 years
Controller/ | ACC-009 Building use. worksheets and working papers 5 years OD. Por S/ QC & OD after submission; cost plan procedures for
Accounting g use, g pap P Counties, section 2160; GC §§26202, 60201

Auditor - . . . .

Controller/ | ACC-010 |DEPOSIT PERMITS / TRUST ACCOUNTS Close +5 ] Yes: iJntil Mag, Mfr, S/l Yes: After |Department preference; GC §824356, 26907,
. years Paid OD, Ppr QC & OD (27001
Accounting

Auditor - Mag, Mfr Yes: After |Department Preference to accommodate
Controllgr/ ACC-011 |[DEPRECIATION SCHEDULES P oD, Ppr S/ QC & OD |GASB 34: GC §§26202, 60201
Accounting

FINANCIAL REPORTS GENERATED FROM Reports can re-generated accurately from the

Auditor - DATABASE: Check Registers, Journals, When No . database (the database is the original / official

o . Mag, Mfr, Yes: After ) . .
Controller/ | ACC-012 |Ledgers, Reconciliations, Expenditure and Longer OD. Por S/l QC & OD record); Warrant registers & Indices are
Accounting Revenue Reports, Fees Collected - All Year- Needed P required for 5 years; GC 8824356, 26907,
End Reports 26202

Auditor - JOURNAL ENTRIES / JOURNAL Mag, Mfr Yes: After
Controllt_ar/ ACC-013 VOUCHERS 5 years oD, Ppr S/ QC & OD Department Preference; GC §8§26202, 60201
Accounting

Auditor - MANDATED COST REIMBURSEMENT -

. Mag, Mfr, Yes: After |Department preference to meet auditing
Controlle_zr/ ACC-014 CI__AIMS (SB 90): Made to the State to 5 years oD, Ppr S/l QC & OD |standards: GC §§26202, 60201
Accounting reimburse for mandated costs
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ver. 3.0 Retention Schedule: AUDITOR - CONTROLLER page AU-3
Image: | Destroy
Office of . . S=Scan Paper
Record Ret:\elr(i)tion Title and Description Re-[((e)rtifilon Vital? OMfi(:)Ir?s M=Micro-| after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport | OCd
If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is

normally pe

rformed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement]
Auditor - Lialts « Mag, Mfr Yes: After
Controller/ | ACC-015 |POSTING JOURNAL & PROOF LISTS Destroy at 9 ’ S/ ’ Drafts; GC §826202, 60201 et seq.
: i OD, Ppr QC & OD
Accounting any time
ACCOUNTS PAYABLE
Wastewater is a Special District, and law
requires all records that contain independent
contractor's compensation, expense
Auditor - Mag. Mir Yes: After reimbursement, or District credit card records
Controller/ | ACC-016 |1099s (1099-M and 1099-R), 1096s 7 years g ML 5y ) be retained 7 years; IRS: 4 years after tax is
. oD, Ppr QC & OD . 7.
Accounting due or paid (longer for auditing & contractor
delinquency); Ca. FTB: 3 years; IRS Reg
§31.6001-1(e)(2), R&T §19530, GC §26202,
29 USC 436; GC §60201(d)(12)
Wastewater is a Special District, and law
requires all records that contain independent
contractor's compensation, expense
ACCOUNTS PAYABLE CLAIMS FOR reimbursement, or District credit card records
Auditor - PAYMENT / INVOICES / ACCOUNTS ves: Until |Mag. Mir Yes: After be retained 7 years; Warrants are requited for
Controller / | ACC-017 |PAYABLE (includes claims for self-insured 7 years .- 9 ' S/l ) 5 years; Consistent with County Accounting
. ! Paid oD, Ppr QC & OD . L
Accounting health benefits) Committee recommendations; purchase
requisitions are required for 3 years; Calif.
Dept of Fairs requires 2 years GC §826202,
25501.5, 26907; 2 CFR 200.334; GC
§60201(d)(12)
Auditor - Vendor .
Controller/ | ACC-018 |W-9s Inactive + 3 Mag, Mir, S/l Yes: After GC 8826202, 60201 et seq.
. OD, Ppr QC & OD
Accounting years
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ver. 3.0 Retention Schedule: AUDITOR - CONTROLLER page AU-4
Image: | Destroy
Office of . . S=Scan Paper
Record Ret:\elr;tlon Title and Description Re-[((e)rtlfilon Vital? OMfi(:)Ir?s M=Micro-| after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport | OCd

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods

retention resumes after final action - settlement]

PAYROLL
IRS: 4 yrs after tax is due or paid (longer for
Auditor - ) auditing & employee delinquency); Ca. FTB: 3
Controller / | ACC-019 (EF'\I/'g ALOJEdEiC\Qﬁ'eTHeZ'SLD'NG RECORDS 5 years ngag, g"f:' S/l éecs'&AgeDr years;; IRS Reg §31.6001-1(e)(2), R&T
Payroll ' T TP §19530; 29CFR 516.5 - 516.6, 29USC 436,
GC 8826202, 60201
Auditor - When No )
Controller / | ACC-020 |LABOR DISTRIBUTION REPORTS Longer Mag, Ppr Drafts (Can be re-created from Database); GC
§826202, 60201
Payroll Needed
. PAYROLL ADMINISTRATION REPORTS: Reports can re-generated accurately from the
Auditor - . . . When No . L _
Adjustments, Deduction Registers, Year-to- Mag, Mfr, Yes: After |database (the database is the original / official
Controller / | ACC-021 Longer S/lI ] - .
Accountin Date Reports, Master Changes, Status Needed oD, Ppr QC & OD |record); Warrant registers & Indices are
9 Reports required for 5 years; GC §§26202, 60201
Wastewater is a Special District, and law
requires all records that contain independent
- N contractor's compensation, expense
Auditor P.AYROLL F.”‘E (by employee .|ncludes Employge Yes: Until |Mag, Mfr, Yes: After |reimbursement, or District credit card records
Controller/ | ACC-022 |direct deposit, voluntary deductions, deferred | Termination . S/l . ) . )
Payroll compensation, etc.) +7 years Terminated | OD, Ppr QC & OD |be retained 7 years; IRS requires 4 years; Ca.
B requires 2 yr min.; IRS Reg §31.6001-1(e)(2),
R&T §19530; LC § 1174(d); GC §8§26202,
60201(d)(12)
CAO‘:]?r';cl’lre; /| Acc.oza |PAYROLL REGISTER - ANNUAL 5 Mag, Mfr,| | Yes: After Department Preference for PERS Buy-backs;
Payroll CUMULATIVE DETAIL REPORT OD, Ppr QC & OD |GC 8826202, 60201
Auditor - PAYROLL TAX RECORDS: DE-6, DE-9, DE- Department Preference; IRS: 4 yrs after tax is
Controller / | ACC-024 43, W-3, DE-166 & 941 Forms, IRS 5500 E vears Mag, Mfr, S/l Yes: After |due or paid; Ca. FTB: 3 years;; IRS Reg
Pavroll Forms (Employee Benefit Plans) - Quarterly y oD, Ppr QC & OD |831.6001-1(e)(2), R&T 8§19530; 29CFR 516.5 -
Y Payroll Tax Returns 516.6, 29USC 436, GC 8826202, 60201
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Retention Schedule: AUDITOR - CONTROLLER
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Image: | Destroy
Office of . . S=Scan Paper
Record Ret:\elr(i)tion Title and Description Re-[((e)rtifilon Vital? OMfi(:)Ir?s M=Micro-| after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport | OCd
If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is

normally performed by file folder.

HOLDS: Litigation, claims

Lead Dept.

ACC-025

court orders, complaints, audits, records requests and/or investigations suspend normal retenti

TIME SHEETS / TIME CARDS (after they are
scanned and submitted to Auditor)

7 years

on periods (retention resumes after final action - settlement]

Yes: Until
Paid

Mag, Mftr,
oD, Ppr

Yes: After
QC & OD

Health & Human Services and Sheriff retain
the time sheet with the employee signature;
Wastewater is a Special District, and law
requires all records that contain independent
contractor's compensation, expense
reimbursement, or District credit card records
be retained 7 years; Auditor is OFR for all
others (If the signed time sheet is forwarded to
the Auditor, the Auditor is OFR "Lead Dept.");
Meets auditing standards (audit + 4 years);
IRS requires 4 years; other State and Federal
regulations require 2 years; FTB keeps 3
years; 8 CCR §11040.7(c); 29 CFR 516.5; 29
CFR 516.6(a)(1); IRS Reg §31.6001-1(e)(2),
R&T §19530; LC § 1174(d); GC 8826202,
60201(d)(12)

Auditor -
Controller /
Payroll

ACC-026

W-2s

7 years

Mag, Mfr,
oD, Ppr

Yes: After
QC & OD

Wastewater is a Special District, and law
requires all records that contain independent
contractor's compensation, expense
reimbursement, or District credit card records
be retained 7 years; IRS: 4 yrs after tax is due
or paid (longer for auditing & employee
delinquency); Ca. FTB: 3 years; IRS Reg
§31.6001-1(e)(2), R&T §19530; 29CFR 516.5 -
516.6, 29USC 436, GC §826202,60201(d)(12)

Auditor -
Controller /
Payroll

ACC-027

W-4s

No Longer in
Effect + 4
years

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD

IRS Regulation 31-6001-1 four years after the
due date of such tax for the return period to
which the records relate, or the date such tax
is paid, whichever is the later. GC §8§26202,
60201; 26 CFR 31.6001-1
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Ver. 3.0
Image: | Destroy
Office of . . S=Scan Paper
Record Ret:\elr;tlon Title and Description Re-:—((e)rtlfilon Vital? OMfi(:)Ir?s M=Micro-| after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport | OCd

If the record is not listed here, refer to the Retention for County-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement
PROPERTY TAX APPORTIONMENT

Auditor - PROPERTY TAX APPORTIONMENT / AB 8
Controller / Formula Calculations / ERAF (Educational Mag, Mfr Yes: After Department Preference; meets municipal
Tax ACC-028 |Revenue Augmentation Funds / Distribution, 5 years oD ' Ppr’ S/lI ac '& oD government auditing standards; GC §§26202,
Apportion- Adjustments, Reporting of Property Values, ’ 60201
ment What is Due to Jurisdictions, etc.
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Image: Destroy
Office of . . S=Scan Paper
Record Retilr:)tlon Records Description Re-l;((:watuion Vital? OM?idolis M=Micro- after Comments / Reference
(OFR) ' P fiche |Imaged &
I=lmport Qcd

If the record is not listed here, refer to the Retention for County-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years)

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion)

BEHAVIORAL HEALTH

Behavioral BH-001 éng\iIII\/ITIgLSTé'\I\T'lI,_AYGSET\E\QCS:E:GENDA Minimum 2 Mag, Mfr, S/ Yes: After |Department preference; Audio & Video are
Health PACKETS ' ' years oD, Ppr QC & OD |required for 30 days; GC §54953.5(b)
Behavioral ADULT & FAMILY SERVICES Minimum 2 Video is required for 90 days;_Audio Required for
Health BH-002 |COMMISSION: AUDIO & VIDEO years Mag 30 days (or adoption of the minutes); GC
RECORDINGS §854953.5(b; 26202.7
Behavioral ADULT & FAMILY SERVICES Minimum 2 Mag, Mftr, Yes: After .
Health | °H993 | CcOMMISSION: MINUTES years ob.ppr | S!' | oc g op |Pepartment preference; GC §26202
Minimum Yes:
Behavioral BH-004 FISCAL / FUNDING ALLOCATIONS / | Completion of Mag, Mfr, S/M After-1 Department Preference; GC 826202; 42 CFR 88
Health COST REPORTS State Audit + oD, Ppr 438.3(h) and 438.230(c)(3)(i-iii)
10 years year
Behavioral HIPAA POLICIES AND Minimum Mag, Mfr Yes: .
BH-005 |PROCEDURES (Health Insurance Superseded + ' ' SIM After 1 |45 CFR 164.530())
Health o . OD, Ppr
Portability and Accountability Act) 6 years year
Department Preference; Meets auditing standards;
. Uniform Admin. Requirements for Grants to Local
Minimum After . .
Funding (_30vernments is 3 years from expendltu.re report or
Behavioral HOMELESS OUTREACH Agency Audit, Mag, MIr, Yes: After |1n@l payment of grantee or subgrantee; Grants
Health BH-006 PROGRAMS if required - Yes oD, Ppr S/ QC & OD cove_red by a Consolidated Action Plan are
Minitim & ' required for 5 years; 2 CFR 200.334 24 CFR
years 91.105(h), 92.505, 570.490, & 570.502(a&b), 29
CFR 97.42; OMB Circular A-110 & A-133; GC
888546.7, 26202
Indefinite -
Behavioral BH-007 MASTER CLIENT DATABASE Minimum Last Yes Mag Department preference; GC 826202; 42 CFR 88
Health RECORDS Visit + 10 438.3(h) and 438.230(c)(3)(i-iii)
years
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ver. 3.0 Retention Schedule: BEHAVIORAL HEALTH page BH-2
Image: Destroy
Office of . . S=Scan Paper
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(OFR) ' P fiche |Imaged &
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If the record is not listed here, refer to the Retention for County-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years)

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion)
A

Behavioral
Health

BH-008

PATIENT OR CLIENT FILES -
ADULTS AND EMANCIPATED
MINORS - Drug & Alcohol, Health,
Medical, Mental Health programs -
includes discontinued programs (e.g.
AID) - Confidential

Minimum Last
Visit + 10
years

Yes: Until
Last Visit

Mag, Mftr,
OD, Ppr

S/IM

Yes:
After 1
year

Department Preference; Clinical records must be
preserved for a minimum of seven (7) years
following discharge/termination of the client from
services, with the following exceptions: 2.2.1 The
records of un-emancipated minors must be kept
for at least one (1) year after such minor has
reached age 18, and in any case, not less than
seven (7) years. 2.2.2 For psychologists: 2.2.2.1
Clinical records must be kept for seven (7) years
from the client’s discharge/termination date. 2.4
Records shall be retained beyond the seven (7)
year period if an audit involving those records is
pending, until audit findings are resolved. H&S
§123145, 9 CCR 784.28(a), 9 CCR 9444, 22 CCR
70751(c) & 71551(c); CMS Pub. 100-4, Chapter 1,
Section 110.3; 42 CFR 8§ 438.3(h) and
438.230(c)(3)(i-iii)
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Image: Destroy
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If the record is not listed here, refer to the Retention for County-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years)

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion)
A

PATIENT OR CLIENT FILES -
UNEMANCIPATED MINORS - Drug &

Minimum Last
Visit + 10

Department Preference; Clinical records must be
preserved for a minimum of seven (7) years
following discharge/termination of the client from
services, with the following exceptions: 2.2.1 The
records of un-emancipated minors must be kept
for at least one (1) year after such minor has
reached age 18, and in any case, not less than
seven (7) years. 2.2.2 For psychologists: 2.2.2.1

Behavioral BH-009 Alcohol, Health, Medical, Mental years OR 25 jYes: Until | Mag, Mfr, SIM AthZSr-1 Clinical records must be kept for seven (7) years
Health Health programs - includes years old, Last Visit | OD, Ppr from the client’s discharge/termination date.
discontinued programs (e.g. AID) - whichever is year 15222 Inthe case ofa minor, (7) years after the
Confidential longer minor reaches age 18. 2.4 Records shall be
retained beyond the seven (7) year period if an
audit involving those records is pending, until audit
findings are resolved. H&S §123145, 9 CCR
784.28(a), 9 CCR 9444, 22 CCR 70751(c) &
71551(c); CMS Pub. 100-4, Chapter 1, Section
110.3; 42 CFR §§ 438.3(h) and 438.230(c)(3)(i-iii)
. . Yes:
Behavioral STATISTICS - PROGRAM Minimum 10 Mag, Mfr, .
Health BH-010 PARTICIPANTS years oD, Ppr SIM/I A;t:;rl Department Preference; GC §26202
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Image: Destro
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If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

BUILDING
. . Department Preference - Data is interrelated;
Lead Dept.| BLD-001 PERMIT DATABASE (Accela) IIDnedr‘rer::nt:n-t Yes: All I\:I)aDg, g/lf: S/ \gg.&A(f)tgr Permits are Required for the Life of the Structure;
P GC §26202; H&S 819850
- . Mag, Mfr, Yes: After |Law requires for the life of the building; GC
Building BLD-002 |BUILDING PERMITS P Yes: All oD, Ppr S/l OC & OD |§26202, H&S §19850
BUILDING PLANS & CONSTRUCTION
DOCUMENTS - Commercial, Places of
Public Accommodation, Multi-Unit Department Preference; Law requires for the life
- ) Dwellings, Residential with 3 or more . Mag, Mfr, Yes: After |of the building for commercial and common
Building | BLD-003 | - s P vest Al T op ppr | S!! | oc'e oD |interest dwellings: CBC 104.7 & 107.5,
H&S819850; H&S819850, GC §26202
(Includes Energy Calculations, Structural
Calculations, Environmental Health, etc.)
BUILDING PLANS & CONSTRUCTION Department preference; S_tate law requires pla_ns
. . need not be filed for dwellings less than 2 stories,
DOCUMENTS - Residential, Accessory Mag, Mfr Yes: After |garages & appurtenances, farms/ranches, 1-story
Building BLD-004 E;urlldidngsE- Afteré:olvulj E.ZOZO)St tural - ves (all OD, Ppr S/ QC & OD |with bearing walls less than 25'; CBC requires 180
E:nf uI ets neIrEgy_ aicu aloln;, Itrrl:c utra days from completion date; CBC 104.7 & 107.5,
alculations, Environmental Health, etc.) H&S§19850, GC §26202
BUILDING PLANS & CONSTRUCTION Department preference; S_tate law requires pla_ns
) . . need not be filed for dwellings less than 2 stories,
DOCUMENTS - Residential, Accessory remit Mag, Mfr Yes: After |garages & appurtenances, farms/ranches, 1-stor
Building | BLD-005 |Buildings - Prior to Covid (2020) Finalled + | Yes (all) g M, S/ ' garages & app , farm » story
Includes E Calculati Structural 180 days OD, Ppr QC & OD |with bearing walls less than 25'; CBC requires 180
E:nlc ul et_s neIrEgy_ aicu aloln;, Itrnjc utra y days from completion date; CBC 104.7 & 107.5,
alculations, Environmental Health, etc.) H&S§19850, GC §26202
- Mag, Mfr, Yes: After
Building BLD-006 |CALIFORNIA BUILDING CODES P oD, Ppr S/l QC & OD GC 850022.6
Building BLD-007 |CERTIFICATES OF OCCUPANCY P Yes: All I\él)aé;, Ig/g: S/ Yes Department preference; GC §26202
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Image:
Office of Retention Total Media S=Scan PaDeeSrtia(i)‘iler
Record Title and Description . Vital? . M=Micro- P Comments / Reference
No. Retention Options . Imaged &
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If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions

begin when the act is completed, and imply a full file folder (e.g. last document + 2 ye

ars), since destruction is normally performed by file folder.

HOLDS: Lit

igation, claims,

court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

Communit

COPYRIGHT RELEASE FORMS /

y Develop.| BLD-008 |Requests & Permissions to Receive 2 years l\él)ag. PMf; S/l \Z?eé:&A(;tgr GC §26202
/ Building Copies of Plans (to and from Architects) P
SOLID WASTE MANAGEMENT PLANS / Maa. Mir Yes: After
Building BLD-009 |WASTE MANAGEMENT PLANS / Dump 2 years g, i, S/l ' GC §26202
. . OD, Ppr QC & OD
Receipts, Proof of Compliance, etc.
Buildin BLD-010 STOP WORK NOTICES, CORRECTION p Mag, Mfr, S/ Yes: After |Preliminary drafts not retained in the ordinary
9 NOTICES / INSPECTION NOTICES oD, Ppr QC & OD |course of business; GC §26202
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Image:

. Destroy

Office of . . S=Scan

Retention . o Total . Media . Paper after

Record Title and Description a. Vital? . M=Micro- P Comments / Reference
No. Retention Options . Imaged &
(OFR) fiche :
QcCd

I=lmoort

If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

CHILD SUPPORT SERVICES

Department preference; Data is inter-related;

Indefinite - Title IV-D programs are required for 4 years and
Child MASTER CLIENT DATABASE RECORDS || Minimum 4 moritiis from case closure; C;A DCSS Manual
Support CSS-001 Child Support Enforcement (CSE) Database Case Yes Mag of Policies & Procedures requires 3 years from
Services PP Closure + 5 the date CA submits the Federal expenditure
years report, which is fiscal closure; GC §26202, 22
CCR 111450
CHILD SUPPORT ENFORCEMENT 2 months rom case slosure, GA DCSS Manual
Child CASES/TITLE IV-D FILES / FOLDERS/ Case Mag, Mfr Yes: After |of Policies & Procedures re ,uires 3 years from
Support | CSS-002 |RECORDS (Child Support Orders, Closure +5]  Yes ML g : : d years
i . . . OD, Ppr QC & OD |the date CA submits the Federal expenditure
Services Collections, Location of Parents, Paternity, years

etc.)

report, which is fiscal closure; GC §26202, 22
CCR 111450
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Image: Destroy
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If the record is not listed here, refer to the Retention for County-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).

BOARD OF SUPERVISOR SUPPORT

CONSTITUENT SERVICES, POLICY (Also See County-wide Schedule)

PROJECTS AND ISSUES

Board of Minimum 2 Mag, Mfr Yes: After
Supervisor | COB-001 Records of Substantive Content that relate to years OD, Ppr S/ QC & OD Department Preference; GC 526202 et seq.
Support ; . L L
projects and issues within each District
CLERK OF THE BOARD
_AGENDA MANAGEMENT DATABASE / . . .
Clerk of the COB-002 |LEGISLATIVE HISTORY DATABASE Indefinite - Yes Mag, OD .Department' preference; Data is
Board - . Permanent interrelated; GC §26202 et seq.
(Granicus / Legistar)
ﬁggggbﬁgw POLICIES & May relate to employee actions; 29 CFR
Clerk of the COB-003 Superseded | Yes: Until | Mag, Mfr, S/l Yes: After |1602 et seq & 1627.3(a)(5) and (6), 2 CCR
Board Directi Policies. Proced that affect all + 4 years jSuperseded| OD, Ppr QC & OD [11013(c); 8 CCR 8§11040.7( c), GC
Dlrec ives, Policies, Procedures that affect al 8812946, 12960, 26202
epartments
AGENDA PACKETS / AGENDA STAFF
REPORTS - AFTER 2015 (Prior to 2015, the
Lead Department was the Office of Record)
Board of Supervisors, Nevada County
Clerk of the Sanitation District #1 (NCSD1), Assessment Mag, OD, Yes: After .
Board COB-004 Appeals Board (AAB), and Housing Authority - Mfr, Ppr S/ QC & OD Department Preference; GC §26202 et seq.
(HA)
Includes Appeals, Annual Financial Reports
(ACFR), all records that are included in the
Agenda Packet)
APPLICATIONS - SPECIAL DISTRICTS,
Clerk of the BOARDS, COMMISSIONS AND Mag, Mfr, Yes: After
Board | COB 09 | cOMMITTEES (ALL, whether Appointed by the | 2 Y&2'S ob.ppr | S/ | oceop |GC 826202
Board of Supervisors or not)
Clerk of the ASSESSMENT DISTRICT FORMATION Mag, Mfr, Yes: After .
Board COB-006 (County Service Areas, Road Divisions, etc.) i oD, Ppr S/ QC & OD Department preference; GC §26202
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