Temecula Public Cemetery District
Policy Title:

Record Retention and Destruction
Policy Number:
1045
1045.1
The purpose of this Policy is to ensure that necessary records and documents are adequately protected, maintained and that records no longer needed by the Temecula Cemetery District or are of no value are discarded at the proper time. This Policy is also for the purpose of aiding employees of the District in their obligations in retaining documents. 

1045.2
This Policy represents the Temecula Cemetery District’s policy regarding the retention and disposal of records.

1045.3
Attached as Appendix A is a Record Retention Schedule that is approved as the initial maintenance, retention and disposal schedule for physical records of Temecula Cemetery District. The District Manager (“Administrator”) is the officer in charge of the administration of this Policy and the implementation of processes and procedures to ensure the Record Retention Schedule is followed. The Administrator is also authorized to: make modifications to the Record Retention Schedule from time to time to ensure it is in compliance with local, state and federal laws and includes the appropriate document and record categories for the District; monitor local, state and federal laws affecting record retention; annually review the record retention and disposal program; and monitor compliance with this Policy. 

APPENDIX A – RECORD RETENTION SCHEDULE

Approved and Adopted by the Board of Trustees at their regular board meeting. July 17, 2014
LEGEND

Records Retention

A – Appointment

AC – Active  

AD – Adoption

AU – Audit

CL – Closed/Completion

CU – Current Year 

DOB – Date of Birth

E – Election 

L – Life

P – Permanent

S – Supersede

T – Termination

CITATIONS

B&P – Business and Professions 

CAC – California Administrative Code 

CCP – Code of Civil Procedure 

CCR – Code of California Regulations 

CFR – Code of Federal Regulations

FMLA – Family & Medical Leave Act, 1993

GC – Government Code
HS – Health & Safety

OMB – Office of Management & Budget 

OSHA – Occupational Safety & Health Act

USC – United States Code

WIC – Welfare & Institutions Code

APPENDIX A – RECORD RETENTION SCHEDULE

	Record Series
	Retention
	Citation
	Descriptor

	Audit
	
	
	

	Annual Financial Reports
	CL +2
	GC 34090
	Independent auditor analysis

	Budget
	P
	GC 34090; CCP 337.5
	Annual operating budget approved by Board of Trustees

	Budget Operating (copies)
	S
	GC34090


	Departmental Reference

	Hearing or Review
	AU +2
	GC34090;

OMB A-128
	Documentation created and or received in connection with an audit hearing or review

	Reports
	AU +4
	GC34090

OMB A-128
	Internal and/or external

	Reviews, internal/external periodic
	CU
	GC34090

GC 6250
	Daily, weekly, monthly, quarterly or other summary, review, evaluation, log, list, statistics, except a report

	Community Services
	
	
	

	Plaques
	P
	
	Historical value

	Fair Political Practices
	
	
	

	Statement of economic interest
	A +5
	
	FPPC Filings

	Grants
	
	
	

	Community Development Block Grant and Urban Development
	T + 4
	GC34090

24 CFR

570.50224

CFR85.42
	Applications, reports, contracts, supporting documents; *OMB Cir. A-102, A-110, A-128

	Federal and State
	CL +5
	GC34090
	Refer to grant application close-out procedure

	Financial Records
	CL +5
	GC34090
	Refer to grant application close-out procedure 

	Unsuccessful
	CL +2
	GC34090
	Applications not entitled

	Human Resources
	
	
	

	Benefit Plan Claims
	P
	GC 6250 et seq: OMB A-129, 29 CFR 1602.30; 32; Lab Rel Sec 1174*
	May include disability, health, life and vision including dependent care

*29CFR 1637.3; 29 USC 1027, 29 CFR 1627.3; 29 USC 1113

	Benefit Plan Enrollment, Denied
	CL +4
	GC34090

OMB A-128
	

	Employee Handbook
	S +2
	GC34090
	General employee information including benefit plans

	Employee Rights
	T +2
	GC 12946 29 CFR 1602; 29 USC 211 (e); 203(m); 207(g)
	May include grievances, sexual harassment, Civil Rights, complaints, disciplinary actions

	Hourly Employees
	T +6
	GC12946; GC34090*
	*29 CFR1627.3, Labor Relations Section 1174



	Immigrant
	T +5
	Immigration Reform/Control Act 1986 Pub. L 99-603
	I-9’s

	Medical Leave
	CL +30
	FMLA 1993 US OSHA; 20 CFR: 1910.20*
	May include Family leave; certifications, tests; W-4’s; *29 CFR 1602.30.32; 49 CFR 193.9

	Motor Vehicle Pulls

(DMV)
	CL +7
	GC12946 *
	*CA 91009; 8 USC 1324 (a)


	Record Series
	Retention
	Citation
	Descriptor

	Employees
	T + 3
	Reference:

29 CFR

1627.3;

CCR Sec

1174; 29

CFR

1602.30.32;

GC6250 et

seq; 29

CFR; GC

12946,

34090*
	Employees may include: Release

Authorizations; Certifications; Reassignments; outside employment; commendations, disciplinary actions; terminations; Oaths of Office; evaluations-pre-employee medicals; fingerprints; identification cards (ID=s)

*1607.4; 29 CFR 655.202; 29 CFR 516.6 et seq; 45 CFR

1068.6(a)

	Personnel Records

(copies)
	CU + 2
	GC34090;

GC6250
	Attendance; evaluations; drafts; worksheets; postings

	PERS, Social Security, SSI
	P
	29 CFR

1627.3(2);

GC 12946,

34090
	EEOC/ADEA

	Recruitment
	CL +3
	Reference:

GC12946;

GC6250 et

seq; 29 CFR

1602 et seq

29 CFR 1607;29CFR 1627.3
	Applications, resumes, alternate lists/logs, indices;

ethnicity disclosures; examination materials;

examination answer sheets, job bulletins; eligibility; electronic database

	Reports
	CU +2
	GC34090
	Employee statistics, benefit activity; liability loss

	Salary Surveys and Studies
	CU +2
	GC12946,

34090; 29

CFR

516.6(2); 29

CFR

1602.14
	Includes classification, wage rates

	Training Records
	CU +7
	GC6250 et

seq
	Employee applications, volunteer program training, class training materials, internships;

	Safety
	CU +2
	GC34090
	Certifications/designations

	Vehicle Mileage Reimbursement Rates
	S +2
	GC34090
	Annual mileage reimbursement rates

	Legal
	
	
	

	Agendas
	CU +2
	GC34090
	Original agendas and special meeting notices, including original summaries, original communication and action agendas for Board

	Agenda Reports
	CU +2
	GC34090 (d)
	Documentation received, created and/or submitted to Board

	Contracts and Agreements 

Non capital improvement
	T +5
	CCP 337,2, 343; B&P7042.5;*
	Includes leases, equipment, services or supplies

*PU7685; 48 CFR:2, GC53066

	Contracts and Agreements

Capital Improvement
	P
	2.8.110*
	Construction

GC37090a, 4004; H&S 19850

	Legal Advertising
	CU +4
	CCP 343, 349 et seq.; GC 911.2; GC34090
	Includes public notices, legal publications

	Minutes
	P
	GC34090(d); GC36814; GC40801 
	Official minutes and hearing proceedings of governing board

	Board Policies/by-law
	P
	GC34090(d)

408006
	

	Record Series
	Retention
	Citation
	Descriptor

	Petitions
	CU +1
	GC50115’ GC6253
	Submitted to legislative bodies

	Resolutions
	P
	GC34090(d)

40801
	

	Public Records Request
	CL +2
	GC34090
	

	Records Retention Schedules
	S +4
	CCP 343
	

	Polices & Procedures
	
	
	

	General Policies
	S +2
	GC34090; 40801
	Includes rules & regulations

	Risk Management
	
	
	

	Accident Reports
	CL +7
	29 CFR 1904.2; 29*
	Reports and related records

*CFR 1904.6

	Bonds, Insurance
	P
	CCP 337.2; 343
	Bonds and insurance policies insuring District property and other assets

	Claims, Damage
	CL +5
	GC34090; GC25105.5
	Paid/Denied

	Incident Reports
	CL +7
	29 CFR 1904.2; 29 CFR 1904.6
	Theft, arson, vandalism, property damage or similar occurrence

	Insurance, Certificates
	P
	GC34090
	Insurance certificates filed separately from contracts

	Insurance, Liability/Property
	P
	GC34090
	May include liability, property, Certificates of Participation, deferred

	Insurance, Workers Compensation
	P
	GC6410; 29 CFR 1910.20
	Indemnity 

	Risk Management Reports
	CL +5
	OMB 1220-0029; 29 CFR1904.4; GC34090
	Federal OSHA Forms, Loss Analysis Report, Safety Reports, Actuarial Studies

	Works Compensation
	P
	CCR14311; 15400.2; CA Labor Code 110-139.6
	Claim Files, Reports, Incidents (working files) originals filed with Administrator

	Development
	
	
	

	Bids & Proposals 

(unsuccessful)
	CL +2
	GC34090d
	

	Bonds, security
	CL +2
	GC34090
	Documentation created and or received in connection with performance of work/services for District

	Correspondence
	CU +2
	GC34090d
	Working documentation

	Maps, District Boundaries & Surveys
	P
	GC34090a
	Recorded maps, surveys, plot maps

	Master Plans, Annual
	S +2
	GC34090
	Special or long range program plan, strategic planning

	Property Acquisition/Disposition
	CL +10
	GC34090a; GC6254
	Supporting documents re: sale, purchase, exchange, lease or rental property

	Appraisals
	CL +2
	GC34090; CF6254(h)
	Exempt until final acquisition or contract agreement obtained

	Deeds & Promissory Notes
	P
	GC34090a*
	*24 CFR 570.502(b)(3); 24 CFR 8.42 & OMB Circ. SA-110

	Accounting
	
	
	

	Accounts Payable
	AU +4
	GC34090
	Invoices, check copies, supporting documents

	Accounts Receivable
	AU +4
	GC34090
	

	Bank Statements / Reconciliation
	AU +5
	GC34090; 26 CFR 16001-1; FC 3368
	Statements, summaries for receipts, disbursements & reconciliation

	Budget adjustments, journal entries
	AU +2
	GC34090
	Account transfers

	Checks
	AU +5
	GC34090; CCP337
	Includes payroll, canceled & voided checks

	Record Series
	Retention
	Citation
	Descriptor

	Deposits, Receipts
	 AU +4
	GC34090; CCP 337
	Checks, coins, currency

	Invoices
	AU +2
	GC34090
	Copies sent for fees owed, billing, related documents

	Ledger, General
	P
	GC34090; *
	*CCP 337

	Warrant Register
	AU +2
	GC34090.7
	

	Fixed Assets
	
	
	

	Inventory
	AU +4
	GC34090; 26 CFR 301 65-1 (F)
	Reflects purchase date, cost, account number

	Surplus Property Disposal
	AU +4
	GC34090; CCP 337
	Sealed bid sales of equipment

	Vehicle Ownership & Title
	L
	VC 9900 et seq.
	Title transfers when vehicle is sold

	Payroll
	
	
	

	Adjustments
	AU +4
	GC34090 29 CFR 516.5-516.6
	Audit purposes

	Employee Time Sheets
	AU +6
	GC34090 29 CFR 516.2*
	Signed by employee for audit & FEMA reports

*20 CFR 516.1(1), IRS Reg. 31.600101(e)(z); R&T 19530; LC 1174(d)

	Payroll and Salary Records
	P
	
	

	PERS Employee Deduction Reports
	T +4
	GC34090; CAC 22-1085-2
	Record of deductions *26 CFR 31.6001-1; 29 CFR 516.5, 516.6, LC 1174(d)

	Salary Record
	T +3
	GC34090; 29 CFR 516.2
	Deduction authorization, beneficiary designations, unemployment claims, garnishments

	Purchasing
	
	
	

	Bids, RFQ’s, RFP’s


Successful


Unsuccessful
	AU +4

AU +5

CU +2
	GC34090; 

CCP337*
	Requests of Qualifications, Requests for Proposals regarding goods ands services *GC 25105-1

	Vendor Register
	P
	GC34090
	Alpha vendor listing of invoices, account numbers and check date

	Reports
	
	
	

	Audits
	P
	GC34090
	

	Deferred Compensation
	T +5
	GC34090 26 CFR 16001-1*
	Records of employee contributions and District payments *29 CFR 1627.3(2)

	Federal & State Tax
	AU +4
	GC34090; 29USC 436*
	Forms 1096, 1099, W-4’s and W-2’s

*26 CFR 31.6001.1-4, IRS Reg 31.6001-1(e)(2); R&T 19530; 29 CFR 516.5-6

	Federal & State Quarterly and Annual Return and Withholding Report
	P
	
	

	Financial, Annual
	AU +7
	GC34090; CCP 337; GC 53607
	Summary of transactions, inventory and earnings report

	Labor Distribution
	AU +2
	GC34090
	Costs by employee & program

	State Controller
	P
	GC34090
	Controller may destroy after 5 years

	Unemployment Insurance Report
	P
	
	

	INTERMENT RECORDS
	P
	H&S 8110-8112
	Name of deceased, place of death, date of interment, name/address of funeral director


