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APPENDIX D
RECORD RETENTION

CODE SECTIONS ON RECORDS DISPOSITION

Due to the volume of record retention codes, this appendix is limited to record retention codes impacting
the auditor-controller and treasurer tax collector offices and may not be all inclusive.

D.01 Bonds

1. Destruction of canceled bonds and coupons

] Responsible department Treasurer/Fiscal Agent
Code section Government Code §53921
I Retention period Until paid or canceled
Microfilming required No
| Board resolution required No
Remarks Conditions fixed by treasurer
ijproval of Board required Yes

2. Canceled county, school, special district bonds and coupons

I Responsible department Auditor

Code section Government Code §26907.1
I Retention period 5 years

Microfilming required No
[ Board resolution required No

Remarks No

D.02 Claims (See Also Warrants)

3. Preparation of duplicate lists of claims allowed

j Responsible department Auditor

Code section Government Code §29747
|7Retention period Not stated

Microfilming required Not stated
I Board resolution required Not stated

Remarks Specifies content of list

ACCOUNTING STANDARDS AND PROCEDURES FOR COUNTIES PAGE | 491
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D.03 General Records

4. County records, generally

I Responsible department - All county departments I
Code section Government Code §26205

I Retention period No l
Microfilming required Yes

I Board resolution required Yes I
Remarks A county officer can request destruction of record, paper, or document that is

not expressly requested by law to be filed and preserved if specified
conditions are met.

l 5. County records, generally l

Responsible department All county departments

| Code section Government Code §26202 ]
Retention period 2 years

I Microfilming required No I
Board resolution required Yes
Remarks The Board of Supervisors may authorize the destruction of any record, paper,

or doecument which is more than two years old and which was prepared or
received in any manner other than pursuant to a state statute or county
charter. However, the board, by 4/5ths vote, may authorize the destruction
or disposition of any record, paper or document which is more than two years
old, which was prepared or received pursuant to state statute or county
charter, and which is not expressly required by law to be filed and preserved.

D.04 Permits, Deposit

6. Deposit permits

l Responsible department Treasurer j
Code section Government Code §27001

] Retention period 5 years or 1 year if criteria (b)(1-4) are met, see code section. ]
Microfilming required Yes

l Board resolution required Yes _l
Remarks Destruction subject to conditions to Government Code §26205.5

i 7. Books of account for receipts and warrants ]
Responsible department Treasurer

l Code section Government Code §27002.1 1
Retention period Not stated

I Microfilming required Permitted in lieu of maintaining books of account I
Board resolution required Not stated

ﬁemarks Not stated ]
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D.04 Permits, Deposit (Continued)

D.05

D.06

8. Deposit permits and deposit receipts

| Responsible department Auditor

Code section Government Code §26907.2
I Retention period 5 years

Microfilming required No
| Board resolution required Yes

Remarks No

Receipts (See also Permits, Deposit)

9. Special district records

fResponsible department

Special districts

Code section

Government Code §60201

[ Retention period

2 through 7 years, see code section

Microfilming required

No

| Board resolution required

Yes (legislative body of district)

Remarks
10, Special district records

Responsible department

Records required by statute excepted.

Special districts

l Code section

Government Code §60203 and §26205

Retention period

None

I Microfilming required

Yes

Board resolution required

Yes (legislative body of district)

[ Remarks

Establishes conditions for microfilming.

11. Receipt and disbursement reports

I Responsible department

Treasurer/Auditor

Code section Government Code §27063
[ Retention period No

Microfilming required No
lEard resolution required No

Remarks

Rolis, Tax

12. Tax rolls, generally

Requirements for submission and filing

[ Responsible department

Tax collector

Code section

Government Code sections 26908 and 26205

[ Retention period 2 years
Microfilming required Yes

IrBoard resolution required Yes
Remarks No

ACCOUNTING STANDARDS AND PROCEDURES FOR COUNTIES
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D.06 Rolls, Tax (Continued)

13. Original secured and delinquent tax rolls

I Responsible department

Auditor/tax collector/redemption officer —|

Code section

Revenue and Taxation Code §4377

l Retention period

None [

Microfilming required

Yes, microfilm or alternate media

I Board resolution required

Yes ]

Remarks

Prior to destruction, the abstract list must be certified by the auditor and
kept for 12 years on alternate media

I 14. Unsecured tax rolls

Responsible department

Tax collector

I Code section

Revenue and Taxation Code §2928 I

Retention period None
] Microfilming required No —I
Board resolution required Yes

Remarks

Abstract or delinquent roll must have been certified by auditor and kept for 5
years from the date of the creation of the original document.

Sheets, Layout (See Maps)

D.07 Statements

15. Statements of cash in treasury

I Responsible department

Auditor l

Code section

Government Code sections 26920 and 26922

l Retention period

Original: permanent; duplicate: 1 quarter ’

Microfilming required

No

l Board resolution required

No l

Remarks

Permanent copy filed with clerk.

Statements, of Fees (See Affidavits)

PAGE | 494
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D.08 Warrants (see also Permits, Deposit)

16, County school, special district claims, warrants, warrant vouchers

[ Responsible department Auditor
Code section Government Code §26907
l Retention period 5 years
Microfilming required Optional
{Board resolution required No
Remarks The original document may be destroyed so long as the original document is

photographed or electronically recorded and the copy is held for the length of
the retention period.

r 17. Warrants index or register

Responsible department Auditor
|E)de section Government Code §26907
Retention period 5 years
I Microfilming required Optional
Board resolution required No
Remarks The original document may be destroyed so long as the original document is

photographed or electronically recorded and the copy is held for the length of
the retention period

D.09 Records Retention Schedule

The following Records Retention Schedule is an example only and not intended to be authoritative or all
inclusive. However, the schedule does provide general retention guidelines that may be used by county
auditor-controllers. Included in the schedule are retention periods as required by various code sections of
the law and retention periods as suggested by the County Accounting Standards and Procedures
Committee. Additionally, in the "title” column, the years indicated are an example only and each county
needs to develop years that are appropriate.

Due to an overwhelming number of California statutes with county record retention information, a decision

was made to limit the listings in this section to retention codes impacting the county auditor-controller and
treasurer-tax collector offices.
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: o Retention
Title Description Period Remarks
Accounting - Budget
Items acted upon by the board of
Board of supervisors and accompanying materials, Official records kept by the
Supervisors - Includes: resolutions, agenda item FY + 1Y clerk of the board of
Actions’ transmittal reports, agenda item summary supervisors.
reports, and background materials.
One copy retained permanently
: g 3 for reference purposes. Other
e Informational copies of the final budgets d
Budgets: final - for the county and special districts. Permanent coples:may b? fiestroyed Wwhen
from 1970 Includes: copies of budgets obsolete. Official records kept
- cop ! by the clerk of the board of
supervisors.
| One copy retained permanently
. —-— for reference purposes. If
; Final budgets and statistical reports for
Buagets - fmﬁl " | the county and special districts. Includes: | Permanent depgrtment no longer wants to
through 1969 final budgets and statistical reports retain records, they should be
8 ! sent to county archives for
permanent retention.
: : Official records of
Recommended budget available for public
Budger ” review. Includes: recommended budget FY + 5Y recommended budget kept.by
proposed and back-up the clerk of the board of
’ supervisors.
Accounting - Cost
Handbook of Cost Plan
Procedures for California
Back-up for cost plan and duplicate . Counties §2180. Retention of
Cost Pla1n i waorksheets. Includes: audited cost plan :‘f:ﬁr SUEI;Y documents until resolution of
audited and worksheets. s any litigation, claim,
negotiation or audit issues + 3
years.
Handbook of Cost Plan
Procedures for California
Support services billings for non-general After audit Counties §2180. Retention of
Cost Plan — fund departments. Includes: journal settled + 3Y documents until resolution of
charges’ vouchers and receipts. any litigation, claim,
negotiation or audit issues + 3
years.
Handbook of Cost Plan
Procedures For California
Cost Plan — Cost plan back-up. Includes: special fixed | After audit Counties §2180. Retention of
equipmentand | asset report. settled + 3Y | documents until resolution of

building use!

any litigation, negotiation,
claim, or audit issues + 3 years.

PAGE | 496
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Description

Retention
Period

Remarks

Accounting - Cost (Continued)
Handbook of Cost Plan
Procedures for California
Cost Plan — All information sent to the state. After audit Counties §2180. Retention of
T plani Includes: cost plans, and exhibits. settled + 3Y docu[nlents: untit resollup'on of
any litigation, negotiation,
claim, or audit issues + 3 years.
Back-up for cost plan and duplicate Handbook of Cost Plan
reports. Includes: gquarterly cost Procedures for California
Cost Plan - comparison, insurance losses, property After audit Counties §2180. Retention of

working papers’

insurance breakdown, DP cost, time
sheets, expenditure and revenue ledger,
labor distribution, etc.

settled + 3Y

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

Handbook of Cost Plan
Procedures for California
Counties §2180. Retention of

Cost Plan — documents until resotution of
state approval Sinteapproval and approved any litigation, negotiation,
and apliioved exhibitl,:/)s}ilmmar PP FY +15Y claim, or audit issues + 3 years.
hibit! Y (NOTE: the State Controller's
b Office retains the original state
approval and approved exhibit
permanently.)
Accounting - Financial
Financial statements and auditor's report
for the county. Includes: annual external -
Audit R ts! county audit. Supplemental report to the FY 4 5Y Olff;fgalfrtehcogds kgpgc by the
RERREpOlls annual external audit of the county, as GelR ol hHa0ale 9
required for federal award programs. AHPRIYISOS:
Includes: single audit report.
Workpapers for financial statements and
Audits - auditor's report for the county. Fy
1 v i + bY
workpapers Includes: internal workpapers and
correspondence
Gov. Code §24051 permits the
Inventories of county-owned fixed assets. destruction of annual
Fixed Asset Includes: department inventories, inventories of county property
R1xe o > workpapers and related computer reports. | FY + 5Y after 5 years. At least one
£EQkS Also known as certified property account annual inventory must be
and fixed asset inventories. performed within each 3 year
period.
iéar.'l?j’. and Historical costs for land, buildings and ﬁarﬁqb;rgslgltfl?ﬁdtmn?:dg,-m.al
| . l:i?nents | improvements for use in financial reports. | FY +5Y e o . oo fetai:ed o a;
mpr°1 Includes: lists of costs. : o
values diskettes.

ACCOUNTING STANDARDS AND PROCEDURES FOR COUNTIES
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payment’

warrants, stop payment notice and notice
to rescind.

: SR Retention
Title Description Period Remarks
Accounting - General
To record and report vendor amounts to
1099s! the federal government—also known as FY + 5Y
information returns.
If department no longer wants
: to retain records, they should
1 i
General Ledger’ | Alternate media Permanent bessent, to county archives Tor
permanent retention.
* iati Transfers of unanticipated revenues,
TpprOfPrrlEi ol appropriation contingencies, unassigned FY + 5Y
i fund balances, and other transfers.
Claims and invoices for materials and ;
Clai services. Includes: transfers, other FY + 5Y 30\;‘ Coth 52?907 pc:’rmlftts th;
4 “taims billings, purchase orders, vendor lists, :s Prction g tecetds aIISE
forms and purges. years,
Destroy records 5 years after
expiration or termination of
Contracts) Contracts used as back-up for payment, Expiration of | contract. Official records kept
QN aEks encumbrance. contract + 5Y | by the clerk of the board of
supervisors, purchasing agent,
or the originating department.
J l Documents used to enter postings to the Sy ¢ d sratisl
Vourr;]a i general ledger that are not automatically | FY + 5Y a“ggis tsave dpngma Ll
FHERIRS generated by the accounting system. &Ihate media.
Treasurer's o
g Monthly report used to balance Official records kept by the
g:;’;rr;ement outstanding warrants. { T +aY | treasurer.
Trea He Official records kept by the
1 M 5 tsr‘1ulr eCash Report used to count and balance the FY + 1Y clerk of the board of
Connt‘y treasurer’s cash count. supervisors. For workpapers see
o treasurer's monthly inventory.
o : Gov. Code §26907 permits
:’arir;g:s Il:c:}srticllgir(::‘swarrants ssued by the county FY + 5Y destruction of records after 5
eg : years.
T . Gov. Code §26907 permits
Warrants - Auditor's copy of warrants issued by the :
schools superintendent of schools. FY+ 5¥ destruction of records after 5
years.
W, RS Records used to cancel warrants with Gov. Code §26907 permits the
d atrrgn 2 stale dates for reconciliation with FY + 5Y destruction of records after 5
ate outstanding warrants. years.
Documents needed to stop payment of .
] Gov. Code §26507 permits the
- : : affs .
Warrants - stop | warrants. Includes: affidavits of lost FY + 5y T ———

years.
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: R Retention
Title Description Period Remarks
Accounting - Long-Term Debt
Information on all capital leases needed After final After final payment. Official

Capital Leases'

to keep track of payments on outstanding
leases.

payment + 5Y

records kept by the clerk of the
board of supervisors.

Loans -
long-term’

Records of long-term loans.

After final
payment + 5Y

Destroy records 5 years after
final payment.

Mandated Cost
Claims!

Claims for reimbursement of state
mandated costs. Includes: claim and back-
up information. Filed numerically by

10 years or 3
years after
final payment
unless audit

Requires less retention;
however, a longer period is
recommended due to state

refunds and any reimbursable. costs due
the county through the auditor's office.

exceptions funding practices.
<hapter AUmber. are not yet Gov. Code §17558.5(a).
resolved
Accounting - Revenue
Material used to invoice billings by the
auditor’s office for services to other ; Destroy recards S'years aftt?r
Accounts departments and agencies, state tax After final the close of the fiscal year in
Receivable’ P 2 payment + 5Y | which the final payment is

made.

Annual Reports

Various annual financial reports for county
offices and special districts prepared by

Copy is sent to the State

of Financial the auditor-controller department in FY + 5Y Controll

Transactions' accordance with Gov. Code §26909 and Ll
§51891.

Payroll

Payroll

Records- All records used to support payroll

Auditor- transactions not otherwise listed in this CALZ + BY

Controller’s schedule.

Office Only’
Year-end cumulative employee list.

Employee List - | Includes: department, section, job class CALZ + 40Y

Year-End' and pay rate. Microfiche and alternate
media.

Emplovee's Year-end record of employee’s net pay

E proy P showing gross pay minus deductions. CAL? + 40Y

AFTHIE Retdr Microfiche and alternate media.

: : . Destroy records 5 years after
Garnishments Attachments against wages. Includes: . .
and Wage garnishments from different sources, A;t‘:“::‘"tai a5 ;[vhhe; ‘:|_l|°t5§ Off thle calenda;r'year in
Attachments! attachments and court orders. PRy SHLIE Lna:. Paymernt 15

made.

! Suggested retention period per the County Accounting Standards and Procedures Committee.

2 Retain until end of calendar year (December 31)
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Title Description Rf:rri';?n Remarks
Payroll (Continued)
Payroll Masters Records all yearly payroll activigy for all
- Year-End County departments. Includes sick leave, CALZ+ 40Y
1 vacation and accrued compensation hours.
Report Microfiche or alternate media.

File on perm. and extra help employee’s
personnel activities. Includes: job
applications, loyalty oaths, performance

Termination

Official records kept by
departments for 7 years after
separation of employee. If
employee transfers to another

Personnel Files' | evaluations, disciplinary actions, of employee d h
personnel forms such as Change Of Status | + 7Y epartme[nft.i t qlvfo?plste
(COS) and Notice of Employment (NOE), tprersinne d] < \:‘g Baihe
correspondence, training records. d;[;];rfrrnr:ntto Sl
E;r;?;yn:ésfoggsaf:gg::;ﬁgc;ﬁa':sv;r Official records kept in the
e withholding changes. Includes: Notice of | CALZ g‘?ﬁaftf”'e"ta‘dpe?‘"‘.”;g i
Employment (NOE) and Change of Status ks 1:'; ;?;ZO; fﬁio?—nt to umg
(COS). File by pay date. RE Ry Ihealiditor-controller.
T — Records used to report federal and state
Pax ﬁ? quarterly and annual earnings and taxes CAL? + 15Y
ayro withheld.
Employer's copies of W2 forms used to Regulation No. 4028 of the
W2 Forms - report employee’s income to the state and Internal Revenue Code permits
Employer’s federal governments. Includes: CALZ + 15Y destruction of W2 forms 4 years
Co pies completed W2 forms and balancing after the date the tax is due or
4 worksheets. Filed alphabetically by has been paid, whichever is
individual. Also known as audit of W2s. later.
Warrant Gov. Code §26907 permits
Registers - Listing of payroll warrants issued by the CAL? + 15Y destruction of warrant registers
Payroll county. Microfiche or alternate media. after 5 years. Stored at offsite
Revolving vault. Official record.
Worker's Piles used to maintaii eeorisipf After close Destroy records 15 years after

Compensation’

payments from the payment system for
worker's comp 4850s.

+ 15Y

last transaction.

Taxes

Apportionment

Apportionment of the county share of
state subventions and reimbursements.
Processed by the county from magnetic

Maintain in hard copy or
electronically until audited and

z[lszitt?onﬁ tape or computer printouts received from FY -3¢ cleared without exception by
o the state. Includes: journal vouchers, the State Controller’s Office.
computer printouts.
Apportionment
of State Diskette FY + 5Y

Allocations’

' Suggested retention period per the County Accounting Standards and Procedures Committee.

2 Retain until end of calendar year (December 31)
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Description

Retention
Period

Remarks

Taxes (Continued)

Bond Records’

Informational material on bond elections
and authorizations. Includes: resolutions,
certification from the elections
department, bonding attorney and the
auditor-controller. Filed alphabetically,
then by date.

After final
bond
payment + 5Y

Bond Registers’

Register of bonds sold. Includes:
principal and interest. Filed
alphabetically and by date.

After final
bond
payment + 5Y

Destroy records 5 years after
final payment. Official records
kept by the clerk of the board
of supervisors.

Information needed to update the tax rate

LAFCO area code assignments, property tax Superseded
correspondence | exchange chart and changes to the or obsolete
and TRAs! allocation of annual growth agreements + 5Y

related to property tax apportionments.

Back-up authority for payments to paying SEEEdRd Destroy records 5 years after
Paying Agent - agent for bonds, coupons, and costs. o %bsol gt superseded or obsolete. Official
agreements’ Includes: agreements and board of + 5Y record kept by the clerk of the

supervisors resolutions.

board of supervisors.

Paying Agent -
certificates

Paying agent and coupon destruction
certificates. Includes: certificates.

After final
payment + 5Y

Gov. Code §26907.1 allows
destruction of records 5 years
after bonds or coupons have
been paid or canceled.

Paying Agent -

Statement of accounts for each bond
fund. Back-up for payments received by
paying agent. Includes: payments to

FY +2Y

1
statements bond and coupon holders and balances for
each bank account.
Until audited
and cleared
Property Tax Records and calculations used to without
Administration apportion and charge agencies for annual exception by | Gov. Code§12468 audit schedule
Fees! property tax administration fees. the State
Controller’s
Office
Back-up for tax roll entries and
allocations. Includes: adopted plan, T — ds 5 #
Redevelopment | annual tax increment, agreements, base- pbsolet gy SEORdR dyzars AlksE
Agencies’ year values, maps and resolutions in hard Sr5?{ £ gizgget: SHPSIREREER

copy or electronic format. Filed
chronologically by agency.

ACCOUNTING STANDARDS AND PROCEDURES FOR COUNTIES
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Taxes (Continued)

Description

Retention

Period

Remarks

Until year of

from 1989-90

Includes: tax roll, including changes,
apportionment collections, refunds and
balances.

maturity is
audited and
Documents and electronic files used to clears audit
School - bonds' | calculate annual tax rates and allocations | without
for school bonds. exception by
the State
Controller’s
Office
Tax information reports to state agencies
as required by various state code sections.
Includes: reports to state controller, state : "
;jtate1Reports " | board of education, chancellor of FY + 5Y ;F;etg_m original or on alternate
AXER community colleges, state board of edia.
equalization, and California municipal
statistics.
One copy is kept permanently.
. Duplicate bound copies or a

Tax Rate Information taken from the tax rate . )

Booklet! computer printout. Includes: the booklet. RS MASLEL printolts kept ford
years after the close of the
fiscal year.

FY + 2Y or
Information needed to set the annual tax ::22?:::;‘1

TRAs and Tax rate and to create the tax roll files. TR Inf ti -

Rates - Includes: tax code area and fund masters, eSEEHIER B orlrtna 'Otn dy d'e OrignaL oF

back-up! tax rates, calculations, resolutions to set tha SFt)ate ¥ 1 Priallernate media.

tax rates and workpapers. Cantrollert
Office.
Records used to create annual tax billing

Tax Rolls - roll, print tax bills, process tax roll Rev. and Tax. Code §109.5

secured, changes, apportion collections and FY + 2Y allows machine-prepared rolls

supplemental refunds, and maintain balance of tax rolls. to be displayed on alternate
and delinquent | Includes: reports. File chronologically by media.
activity.

JaxRols- Rev. and Tax. Code 54377

supplerﬁental Tax rolls, hardcopy or alternate media FY + 12Y permits destruction of records

and delinquent after 12 years.
Records used to create annual tax billing
roll, print tax bills, process tax roll I;[elv. and TT_:?‘ C_Dde 510?1’5 I

Tax Rolls - changes, apportion collections and . CE’WS dr_nalc ms prepi?re rto 2

unsecured - refunds, and maintain balance of tax rolls. | FY + 5Y @ B displayed on atternate

media. Rev. and Tax. Code
§2928 permits destruction of the
tax roll after 5 years.

! Suggested retention period per the County Accounting Standards and Procedures Committee.
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