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Note:

Destruction of duplicate copies is authorized pursuant to Govermnment Code
Section 26201,

Pursuant to Government Code Seetion 26202, some records more than two
vears old may be destroyed.

Retention periods shall be extended when necessary to comply with audits,
lcivil and criminal action, and any other matter requiring the continued
fretention of the records.

(County Archives shall provide access o archived County records in
accordance with applicable Federal and State statutes and regulations and
“ounty ordinances and policies.

County records, both originals and copies, are COUNTY PROPERTY and are
required to be kept in the appropriate offices and files. They may not be
removed therefrom exeept for inter-office work or otherwise as necessary in

the ordinary course of conducting County business. Employees may not take
(County records home or to some location other than their offices except as
required in the ordinary course of conducting County business,

Based on current recyeling policics, records not deemed confidential by the
Agency possessing the records will be reeyeled unless otherwise noted.

This retention schedule supersedes all previously approved retention

schedules.

All County departments/divisions shall comply with the current Countywide
Administrative Records Retention Schedule (CARRS) as well as their

lepartment/division specific retention schedule. In the case of a conilict, the
longer retention shall be adhered to.

Schedule

CCP - Code of Civil Pro

CY = Current Year

GC = Government Code
PC = Penal Code

W&l = Welfare and Inst

CARRS = Countywide Administrative Records Retention

cedure

CFY = Current Fiscal Year

itutions Code
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CLAIMS AGAINST THE COUNTY (CLOSED)*##*&#%%% | p | ¥ 2 years Closure + 4 |Claim must be filed within 2 years; complaints against peace
01  |May include: Claims, correspondence, reports, board minutes following | 2 years years officers within 5 years; statute of limitations for contracts is 4
closure vears; wrongful death for construction is completion +5 years;
CCP § 337 et seq.; GC §945.4, 25105.5;, PC § 832.5
Confidential records. Destroy by shredding.
P 2 years | 8 years 10 years
02 [CLAIM REGISTER AND SUMMARY *####sseesssssrars Reference: GC 26202. Department preference.
Documents relative to liability claims. Confidential records. Destroy by shredding.
COUNTY ACCIDENTS (NO CLAIM FILED)**##*ssssuse [ A Zyears | 2 years dyears  peference: GC 26202. Department preference.
03 Mav i : T R PaAn y
ay include: investigations, reports, photographs, May contain investigation files. Destroy by shredding.
correspondence
DEPARTMENT/SUBJECT FILES*#####stksssssdsxisss| P 3 years | 3 years 6years  |Reference: GC 26202. Department preference.
04 [May include: correspondence, memoranda, research (cases, Confidential records. Destroy by shredding.
statutes)
LITIGATION (CLOSED) g vk g PlX 3 years 5 years 8 years Reference: GC 26202, Department preference.
05 [May include: All cases (except personnel & juvenile), following following  |Confidential records. Destroy by shredding.
investigation, correspondence, internal paperwork (notes, closure closure

drafts), court documents, research (cases, statutes)
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LITIGATION (ONGOING) RERERLS PlX See See See Remarks |Due to space constraints, records may be forwarded to the
06 [May include: investigation, correspondence, internal Remarks | Remarks (an Records Center as needed. Upon settlement, records shall be
paperwork (notes, drafts), court documents, research (cases, an (11) reclassified as Item Number (3) 05-LITIGATION (CLOSED)
statutes)
P :;:(h;l«:&: 9 )"E{I s 10 yrs following L'|uu||llc
07 |PERSONNEL CASES (CLOSED)*##k ikt sk aployclerres e e Reference: GC 26202, Department preference.
May include: investigation, correspondence, internal whichoee s lstr whicheveris et |Confidential records. Destroy by shredding.
paperwork (notes, drafts), court documents, research (cases,
statutes)
UV ENILE/DEPENDENCY + sanurias| P " :IY“‘_‘ 27 years ffl Years  IReference: W&I 826(a). Department preference.
08 IMay include: investigation, correspondence, internal M yrr OIOWINE - eonfidential records. Destroy by shredding.
closure closure
paperwork (notes, drafts), court orders and other court
documents, evidence, reports
P 1 !ﬁf f“;"' § years | 6 years following |Reference: GC 26202, Department preference.
09 CONSERVATORM  ### #4452 00 # ka2 dd kX R R RS ELR RS r!:s::t‘v’- closure/discharge Confidential records. Destmy b‘_r’ sh rcdding,
May include: court orders and other court documents, reports discharge
WATER RIGHTS***** FEREEEERERER T D Iyears |Permanent| Permanent |1© Substantiate future allocations
10 May include: correspondence, memoranda, research (cases, following
statutes), opinions lust action
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