
RESOLUTION NO. _____________ 
 

BOARD OF SUPERVISORS, COUNTY OF SAN MATEO, STATE OF CALIFORNIA 
 

*   *   *   *   *   * 
RESOLUTION: A) APPROVING THE COUNTYWIDE RECORDS RETENTION 
SCHEDULE; AND B) DIRECTING THE COUNTY MANAGER TO WORK WITH 

COUNTY DEPARTMENTS TO DEVELOP AND UPDATE DEPARTMENT-SPECIFIC 
RECORDS RETENTION SCHEDULES AND PROCEDURES FOR THE 

IMPLEMENTATION OF DEPARTMENT-SPECIFIC RECORDS RETENTION 
SCHEDULES 

______________________________________________________________ 
RESOLVED, by the Board of Supervisors of the County of San Mateo, State of 

California, that 

 
WHEREAS, it is essential for the administration of county government to create, 

receive, maintain and make available accurate and reliable county records; and  

WHEREAS, applying consistent standards of recordkeeping across 

departments through a uniform records retention and destruction process would 

improve efficiency, accuracy, reliability, and transparency; and  

WHEREAS, enacting a consistent program of records management would 

serve County interests by ensuring that staff can locate records when needed, keep 

records useable for their required lifespan, and control costs to store and retrieve 

records; 

NOW THEREFORE, IT IS HEREBY DETERMINED AND ORDERED that:  

1. The attached Countywide Records Retention Schedule is approved; and 

2. The County Manager is hereby directed to work with County departments 

to develop and/or review department-specific records retention 



schedules which will be reviewed and approved by this Board; and  

3. The County Manager is directed to develop procedures for the 

implementation of the department-specific records retention schedules. 

*   *   *   *   *   * 
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ec
or
ds
 re

la
te
d 
to
 th
e 
ap
pl
ic
at
io
n,
 a
w
ar
d,
 

im
pl
em

en
ta
tio
n 
an
d 
co
nc
lu
si
on

 o
f a
 g
ra
nt
. 
A
ll 
re
co
rd
s 

in
cl
ud
in
g 
th
os
e 
re
la
te
d 
to
 th
e 
re
ce
ip
t a
nd
 d
is
pe
rs
al
 o
f 

gr
an
ts
 fu
nd
s,
 c
on
tr
ac
t a
nd
 re

po
rt
s.
 G

ra
nt
 re

co
rd
s 

sh
ou
ld
 b
e 
m
ai
nt
ai
ne
d 
to
ge
th
er
. 
R
ec
or
ds
 m
ay
 in
cl
ud
e 

th
e 
pr
op
os
al
 d
oc
um

en
t, 
co
rr
es
po
nd
en
ce
, a
ct
iv
ity
 

su
m
m
ar
y 
re
po
rt
s,
 fi
na
nc
ia
l a
nd

 p
er
fo
rm

an
ce
 re

po
rt
s,
 

m
em

os
, n
ot
es
, i
nv
oi
ce
s,
 b
ill
in
gs
, e
xp
en
se
 r
ep
or
ts
, 

co
m
pl
et
io
n 
ch
ec
k-
of
f f
or
m
, a
ud
it 
re
su
lts
, e
tc
. 

U
nt
il 
da

te
 o
f 

co
m
pl
et
io
n 
+ 
5 
ye
ar
s 

or
 a
fte

r 
F
un
di
ng
 

A
ge

nc
y 
A
ud

it,
 

w
hi
ch
ev
er
 is
 lo
ng

er
 

S
ta
te
w
id
e 
gu

id
el
in
es
 

pr
op
os
e 
te
rm

in
at
io
n 

+ 
5 
ye
ar
s;
 C
C
P
 §
§3

36
(a
),
 

33
7 
et
. s
eq

., 
21

 C
F
R
 

14
03

.3
6 
&
 1
40

3.
42
(b
);
 2
4 

C
F
R
 8
5.
42
(b
),
 

91
.1
05
(h
),
 9
2.
50

5,
 &
 

57
0.
50
2(
b)
, 2

8 
C
F
R
 6
6.
42
; 

29
 C
F
R
 9
7.
42

(b
);
 4
0 
C
F
R
 

31
.4
2;
 4
4 
C
F
R
 1
3.
42

; 4
5 

C
F
R
 9
2.
42
; O

M
B
 C
irc
ul
ar
 A
-

13
3G

C
 §
26

20
2 

L
eg

al
 R
ec

o
rd
s 
M
ai
n
ta
in
ed

 b
y 
D
ep

ar
tm

en
ts
 

40
0 

P
ub
lic
 R
ec
or
ds
 A
ct
 

R
eq
ue
st
s 

R
ec
or
ds
 d
is
tr
ib
ut
ed
 to
 th
e 
pu

bl
ic
 in
 re

sp
on
se
 to
 a
 p
ub
lic
 

re
co
rd
s 
ac
t r
eq
ue
st
. 
In
cl
ud
es
 th
e 
or
ig
in
al
 re

qu
es
t, 
th
e 

de
pa
rt
m
en
t r
es
po
ns
e 
an
d 
a 
co
py
 o
f t
he
 re

co
rd
s 

pr
ov
id
ed
 if
 a
pp
lic
ab
le
. 

U
nt
il 
fin
al
 r
es
ol
ut
io
n 
+ 

2 
ye
ar
s 

G
C
 2
62

02
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40
1 

Li
tig
at
io
n 
R
ec
or
ds
 

T
he
 C
ou
nt
y 
C
ou
ns
el
’s
 O
ffi
ce
 m

ai
nt
ai
ns
 li
tig
at
io
n 

re
co
rd
s,
 in
cl
ud
in
g 
le
ga
l c
or
re
sp
on
de
nc
e,
 p
le
ad
in
gs
 a
nd
 

co
pi
es
 o
f c
ou
rt
 re

co
rd
s.
  T

o 
th
e 
ex
te
nt
 th
at
 d
ep
ar
tm
en
ts
 

ha
ve
 d
up
lic
at
es
 o
f r
ec
or
ds
 a
lre
ad
y 
po
ss
es
se
d 
by
 C
C
O
, 

th
ey
 m

ay
 b
e 
tr
ea
te
d 
lik
e 
an
y 
ot
he
r 
du
pl
ic
at
e 
re
co
rd
. 

C
C
O
 -
 U
nt
il 
fin
al
 

re
so
lu
tio
n 
+ 
10
 y
ea

rs
; 

du
pl
ic
at
es
 h
el
d 
by
 

de
pa
rt
m
en
ts
 –
 2
 

ye
ar
s 

C
C
P
 1
95

2.
3;
 G
C
 2
62

01
 

40
2 

S
ub
po
en
as
 

R
ec
or
ds
 re

la
te
d 
to
 s
ub
po
en
as
 o
r s
ub
po
en
as
 d
uc
es
 

te
cu
m
 r
ec
ei
ve
d 
by
 a
 C
ou
nt
y 
de
pa
rt
m
en
t. 
T
hi
s 
ca
te
go
ry
 

on
ly
 to
 th
os
e 
su
bp
oe
na
s 
w
he
re
 th
e 
C
ou
nt
y 
is
 n
ot
 a
 

pa
rt
y 
to
 th
e 
lit
ig
at
io
n.
 

U
nt
il 
fin
al
 r
es
ol
ut
io
n 
+ 

2 
ye
ar
s 

B
es
t P

ra
ct
ic
e;
 G
C
 2
62

02
 

P
er
so

n
n
el
 

50
0 

A
pp

lic
at
io
n 
an

d 
S
el
ec
tio
n 
R
ec
or
ds
  

In
cl
ud

es
 n
ot
es
 o
f i
nt
er
vi
ew

s 
w
ith
 c
an

di
da
te
s,
 q
ue

st
io
ns
 

as
ke
d 
of
 a
pp
lic
an

ts
, a
nd

 a
ud

io
 a
nd

 v
id
eo

ta
pe
s 
of
 jo
b 

in
te
rv
ie
w
s.
  M

ay
 a
ls
o 
in
cl
ud

e 
an

y 
fo
rm

 o
f e
m
pl
oy
m
en
t 

in
qu

iry
 s
ub
m
itt
ed
 in
 r
es
po

ns
e 
to
 a
n 
ad

ve
rt
is
em

en
t o
r 

ot
he
r 
no

tic
e 
of
 e
xi
st
in
g 
or
 a
nt
ic
ip
at
ed

 jo
b 
op
en

in
gs
, 

ba
ck
gr
ou
nd
 c
he
ck
s 
an
d 
di
sc
lo
su
re
, r
ec
or
ds
 p
er
ta
in
in
g 

to
 th

e 
fa
ilu
re
 to
 h
ire

 a
ny
 in
di
vi
du

al
, m

ed
ic
al
 a
nd
 

ps
yc
ho

lo
gi
ca
l d
is
qu

al
ifi
ca
tio
ns
, p
ol
yg
ra
ph

 r
es
ul
ts
, 

re
su
m
es
, t
es
t p
ap
er
s 
an
d 
te
st
 r
es
ul
ts
. 

S
uc
ce
ss
fu
l a
pp

lic
an

t: 
se
nd
 to

 H
R
 fo

r 
pl
ac
em

en
t i
n 

P
er
so
nn

el
 F
ile
; 

un
su
cc
es
sf
ul
 

ap
pl
ic
an

t: 
3 
ye
ar
s 

fr
om

 th
e 
da
te
 o
f t
he
 

m
ak
in
g 
of
 th
e 
re
co
rd
 

or
 th
e 
pe
rs
on
ne

l 
ac
tio
n,
 w
hi
ch
ev
er
 

oc
cu
rs
 la
te
r 

 

29
 C
F
R
 1
62

7.
3;
 2
9 
C
F
R
 

80
1.
30
; s
ee

 a
ls
o 
29

 C
F
R
 

16
02

.3
1;
 2
9 
C
F
R
 1
60
2.
14
; 

G
C
 1
29

46
 

50
1 

C
om

pl
ai
nt
s 
/ 

G
rie
va
nc
es
 

R
ec
or
ds
 d
oc
um

en
tin
g 
th
e 
pr
ev
en
tio
n 
an
d/
or
 re

so
lu
tio
n 

of
 p
ro
bl
em

s 
re
la
te
d 
to
 w
or
k 
si
tu
at
io
ns
. 
In
cl
ud
es
 

do
cu
m
en
ta
tio
n 
of
 e
m
pl
oy
ee

 g
rie
va
nc
es
, c
ha
rg
es
 

re
la
te
d 
to
 d
is
cr
im
in
at
io
n 
or
 h
ar
as
sm

en
t i
nc
lu
di
ng
 th
os
e 

fil
ed
 u
nd
er
 o
r b

y 
E
E
O
C
/D
F
E
H
, P

ub
lic
 E
m
pl
oy
m
en
t  

R
el
at
io
ns
 B
oa
rd
 (P

E
R
B
),
 o
r a

 v
io
la
tio
n 
of
 M
ey
er
s-

M
ill
as
-B
ro
w
n 
A
ct
. 

U
nt
il 
fin
al
 d
is
po
si
tio
n 

+ 
2 
ye
ar
s 

29
 C
F
R
 1
60
2.
31
; 2
9 
C
F
R
 

16
02
.1
4;
 G
C
 1
29
46
 

50
2 

Le
av
e 
of
 A
bs
en
ce
 

R
eq
ue
st
s 
– 

de
pa
rt
m
en
t c
op
y 

(o
rig
in
al
s 
ar
e 

m
ai
nt
ai
ne
d 
by
 H
R
 in
 

th
e 
pe
rs
on
ne
l f
ile
) 

R
ec
or
ds
 re

la
te
d 
to
 a
ny
 e
m
pl
oy
ee

 re
qu
es
t f
or
 le
av
e 
of
 

ab
se
nc
e.
 M

ay
 in
cl
ud

e 
a 
le
av
e 
of
 a
bs
en
ce
 (m

ed
ic
al
 o
r 

no
n-
m
ed
ic
al
) u

nd
er
 th
e 
F
am

ily
 M
ed
ic
al
 L
ea
ve
 A
ct
 

(F
M
LA

),
 C
al
ifo
rn
ia
 F
am

ily
 R
ig
ht
s 
A
ct
 (C

F
R
A
) o

r  
P
re
gn
an
cy
 D
is
ab
ili
ty
 L
ea
ve
 A
ct
 (P

D
L)
. 
M
ay
 a
ls
o 

in
cl
ud
e 
re
qu
es
ts
 fo
r  
ed
uc
at
io
na
l l
ea
ve
, m

ili
ta
ry
 le
av
e 
- 

T
he
 U
ni
fo
rm

ed
 S
er
vi
ce
s 
E
m
pl
oy
m
en
t a
nd
 

R
ee
m
pl
oy
m
en
t R

ig
ht
s 
A
ct
 (U

S
E
R
R
A
),
 C
al
ifo
rn
ia
 

M
ili
ta
ry
 S
po
us
e 
Le
av
e 
La

w
 (A

B
39
2)
. 
M
ay
 in
cl
ud
e 

m
ed
ic
al
 c
er
tif
ic
at
es
 a
nd
 w
or
ki
ng
 d
oc
um

en
ts
. 

2 
ye
ar
s 
fr
om

 th
e 
da
te
 

of
 th
e 
m
ak
in
g 
of
 th
e 

re
co
rd
 o
r 
th
e 

pe
rs
on
ne

l a
ct
io
n,
 

w
hi
ch
ev
er
 o
cc
ur
s 

la
te
r 

 

G
C
 2
62

01
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3 

P
er
so
nn
el
 F
ile
s 

R
ec
or
ds
 d
oc
um

en
tin
g 
an
 e
m
pl
oy
ee
's
 e
m
pl
oy
m
en
t 

hi
st
or
y.
 R

ec
or
ds
 m

ay
 in
cl
ud

e 
ap
po
in
tm

en
t l
et
te
rs
, 

co
lle
ge
 tr
an
sc
rip
ts
, d
em

ot
io
n,
 d
is
ci
pl
in
ar
y 
no
tic
es
 o
r 

do
cu
m
en
ts
, e
m
pl
oy
m
en
t a
pp
lic
at
io
ns
 &
 v
er
ifi
ca
tio
ns
, 

ex
it 
in
te
rv
ie
w
s,
 la
yo
ff
, l
et
te
rs
 o
f r
ec
og
ni
tio
n,
 n
ew

 h
ire

 
pa
pe
rw
or
k,
 p
er
fo
rm

an
ce
 e
va
lu
at
io
ns
, p
er
m
an
en
t 

st
at
us
 le
tte
r,
 p
er
so
na
l d
at
a 
in
fo
rm

at
io
n 
ch
an
ge
s,
 

po
si
tio
n 
de
sc
rip
tio
ns
, p
ro
m
ot
io
ns
, r
ec
al
l, 
or
 d
is
ch
ar
ge
, 

ra
te
s 
of
 p
ay
, r
ec
la
ss
ifi
ca
tio
n 
or
 re

as
si
gn
m
en
t, 
re
su
m
e,
 

se
le
ct
io
n 
fo
r t
ra
in
in
g,
 te
rm

in
at
io
n 
pa
pe
rw
or
k 
in
cl
ud
in
g 

la
st
 d
at
e 
of
 s
er
vi
ce
, t
es
t d
oc
um

en
ts
 if
 u
se
d 
as
 a
 b
as
is
 

fo
r e

m
pl
oy
m
en
t d
ec
is
io
n.
 F
ile
s 
m
ay
 a
ls
o 
co
nt
ai
n 

em
pl
oy
ee
-r
el
at
ed
 re

co
rd
s 
th
at
 a
re
 s
ch
ed
ul
ed
 fo
r 

te
m
po
ra
ry
 re
te
nt
io
n.
 P

er
so
nn
el
 fi
le
s 
ar
e 
ke
pt
 c
ur
re
nt
 

by
 r
em

ov
in
g 
te
m
po
ra
ry
 re
co
rd
s 
up
on
 e
xp
ira
tio
n 
of
 th
e 

re
te
nt
io
n 
pe
rio
ds
 s
pe
ci
fie
d.
 N

O
T
E
: 
T
hi
s 
in
cl
ud
es
 

re
co
rd
s 
re
la
te
d 
to
 v
ol
un
te
er
s.
 

U
nt
il 
se
pa

ra
tio
n 
fr
om

 
em

pl
oy
m
en
t +

 3
 

ye
ar
s 

La
bo
r 
C
od

e 
11

98
.5
(c
) 

re
qu
ire
s 
re
te
nt
io
n 
of
 

pe
rs
on
ne

l f
ile
s 
fo
r 
no
t l
es
s 

th
an
 3
 y
ea
rs
 a
fte

r 
te
rm

in
at
io
n 
of
 e
m
pl
oy
m
en
t 

50
4 

P
er
so
nn

el
 F
ile
s 
– 

S
up

er
vi
so
r’s
 N
ot
es
 

S
up
er
vi
so
r's
 c
op

y 
of
 re

co
rd
s 
do
cu
m
en
tin
g 
an
 

em
pl
oy
ee
's
 w
or
k 
hi
st
or
y 
fr
om

 o
ne
 e
va
lu
at
io
n 
to
 th
e 

ne
xt
. 
R
ec
or
ds
 m
ay
 in
cl
ud
e 
re
le
va
nt
 c
or
re
sp
on
de
nc
e 

in
cl
ud
in
g 
em

ai
l, 
co
pi
es
 o
f d
is
ci
pl
in
ar
y 
ac
tio
ns
, 

m
em

or
an
da
 a
nd
 n
ot
es
. 
T
he
 in
fo
rm

at
io
n 
is
 m

ai
nt
ai
ne
d 

an
d 
us
ed

 to
 c
om

pl
et
e 
th
e 
em

pl
oy
ee
's
 a
nn
ua
l 

ev
al
ua
tio
n.
 

C
om

pl
et
io
n 
of
 

em
pl
oy
ee

’s
 a
nn

ua
l 

ev
al
ua

tio
n 

C
ou
nt
y 
pr
ac
tic
e 

50
5 

T
ra
in
in
g 
H
is
to
ry
 

R
ec
or
ds
 re

ta
in
ed
 to
 c
on
fir
m
 p
ar
tic
ip
at
io
n 
in
 a
nd
 

su
cc
es
sf
ul
 c
om

pl
et
io
n 
of
 jo
b 
re
la
te
d 
tr
ai
ni
ng
 p
ro
gr
am

s.
 

In
cl
ud
es
 d
oc
um

en
ta
tio
n 
of
 e
m
pl
oy
ee

 c
on
tin
ui
ng
 

ed
uc
at
io
n,
 tr
ai
ni
ng
 a
nd
 d
ev
el
op
m
en
t, 
in
cl
ud
in
g 

em
pl
oy
ee

 id
en
tif
ic
at
io
n,
 tr
ai
ni
ng
 re

ce
iv
ed
, d
at
es
 o
f 

tr
ai
ni
ng
 a
nd
 re

la
te
d 
re
co
rd
s.
 

7 
ye
ar
s 
fr
om

 
co
m
pl
et
io
n 
of
 tr
ai
ni
ng

 
 

D
ep
ar
tm

en
t P

re
fe
re
nc
e;
 

O
S
H
A
 r
eq

ui
re
s 
5 
ye
ar
s 
fo
r 

sa
fe
ty
 r
ec
or
ds
; S

ta
te
w
id
e 

gu
id
el
in
es
 p
ro
po

se
 7
 y
ea

rs
; 

8 
C
C
R
 §
32

03
 e
t s
eq
., 
8 

C
C
R
 1
43

00
.3
3(
a)
; 2

9 
C
F
R
 

16
02

.3
1,
 2
9 
C
F
R
 1
60
2.
14
, 

29
 C
F
R
 1
62

7.
3(
b)
(2
),
 2
9 

C
F
R
 1
90

4.
33

, 2
9 
C
F
R
 

19
04

.4
4;
 L
C
 §
64

29
(c
);
 G
C
 

§§
12

94
6,
 3
40

90
, 5

32
35

.2
(b
) 
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U
ne
m
pl
oy
m
en
t 

R
ec
or
ds
 d
oc
um

en
tin
g 
un
em

pl
oy
m
en
t c
om

pe
ns
at
io
n 

cl
ai
m
s.
 R

ec
or
ds
 s
ha
ll 
in
cl
ud
e 
a 
tr
ue
 a
nd

 a
cc
ur
at
e 
w
or
k 

re
co
rd
 w
hi
ch
 in
cl
ud
es
 a
ll 
w
or
ke
rs
 a
nd
 th
ei
r s
ta
tu
s 

(e
m
pl
oy
ed
, o
n 
la
yo
ff 
or
 le
av
e 
of
 a
bs
en
ce
).
 R
ec
or
ds
 

se
rie
s 
in
cl
ud
es
 c
la
im
s,
 p
er
tin
en
t c
or
re
sp
on
de
nc
e,
 a
nd
 

si
m
ila
r 
m
at
er
ia
l r
el
at
in
g 
to
 u
ne
m
pl
oy
m
en
t 

co
m
pe
ns
at
io
n 
ca
se
s.
 

U
nt
il 
cl
os
ed

 +
 4
 y
ea

rs
 

22
 C
C
R
 1
08
5-
2(
c)
 

50
7 

W
or
ke
rs
’ C

om
p 

R
ec
or
ds
 d
oc
um

en
tin
g 
w
or
ke
rs
’ c
om

pe
ns
at
io
n 
cl
ai
m
s,
 

in
cl
ud
in
g 
a 
da
te
-s
ta
m
pe
d 
co
py
 o
f c
la
im
, D

W
C
 F
or
m
 1
; 

R
ep
or
t o
f O

cc
up
at
io
na
l I
nj
ur
y 
or
 Il
ln
es
s,
 D
LS

R
 F
or
m
 

50
20
/O
S
H
A
 1
01
; a
ll 
re
po
rt
s 
to
 D
iv
is
io
n 
of
 W

or
ke
rs
' 

C
om

pe
ns
at
io
n,
 in
cl
ud
in
g 
D
W
C
 F
or
m
 5
00
; a
 le
tte
r 
of
 

de
ni
al
 to
 e
m
pl
oy
ee
; m

ed
ic
al
 r
ep
or
ts
 o
n 
cl
ai
m
; o
rd
er
s 

an
d 
aw

ar
ds
 o
f W

C
 A
pp
ea
ls
 B
oa
rd
; W

C
 b
en
ef
its
 

pa
ym

en
t r
ec
or
ds
; e
st
im
at
e 
of
 fu
tu
re
 li
ab
ili
ty
; 

ap
pl
ic
at
io
ns
 to
 W

C
 A
pp
ea
ls
 B
oa
rd
 fo
r 
ad
ju
di
ca
tio
n 
of
 

cl
ai
m
s;
 a
nd
 a
ll 
no
tic
es
 s
en
t t
o 
em

pl
oy
ee
. 

5 
ye
ar
s 
af
te
r 
da
te
 o
f 

in
ju
ry
 o
r 
da
te
 o
n 

w
hi
ch
 W

or
ke
rs
'  

C
om

pe
ns
at
io
n 

be
ne
fit
s 
w
er
e 
la
st
 

pr
ov
id
ed

, w
hi
ch
ev
er
 

oc
cu
rs
 la
te
r.
 

H
ow

ev
er
, c
as
es
 

in
vo
lv
in
g 
P
er
m
an
en
t 

D
is
ab

ili
ty
 s
ho
ul
d 
be
 

ke
pt
 p
er
m
an
en
tly
. 

8 
C
al
ifo
rn
ia
 C
od
e 
of
 

R
eg
ul
at
io
ns
 §
10
10
2 
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