AGENDA ITEM 3.B. 5

PALM BEACH COUNTY
BOARD OF COUNTY COMMISSIONERS

AGENDA ITEM SUMMARY

Meeting Date: December 6, 2016 x ) Consent ( ) Regular

(
( )Workshop ( )Public Hearing

Department:

Submitted By: Clerk & Comptroller, Palm Beach County

Submitted For: Sharon R. Bock, Clerk & Comptroller

. EXECUTIVE BRIEF

Motion and Title:

Staff recommends motion to receive and file: A list of Clerk & Comptroller (Clerk)
Finance Department records which have met the revised required State retention
schedule and are scheduled for destruction.

Summary:

These records have met the required retention schedule of the Florida Division of
Library and Information Services (§28.30, §28.31, §257.36 (6))

Background and Justification:

The Clerk seeks to notify the Board of her intent to destroy these records in advance of
their destruction.

Attachments:

e Memorandum from Clerk's Finance Department with Records Destruction
Authorization.

» General Records Schedule GS1-SL for State and Local Government Agencies.
Compact Diskette containing Records for Destruction.

Recommended by: / 1514
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County Administrator Date




Il. FISCAL IMPACT ANALYSIS

A. Five Year Summary of Fiscal Impact:
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SHARON R. BOCK
Clerk & Comptroller
Palm Beach County

Memorandum

Date: November 2, 2016

From: Patricia Conceicao, Finance Department Records Management Coordinator
To: Carol Richmond, Manager, Finance Services, Payables

Subject: Destruction of Finance Department Records

In the table below, you will find a listing of Finance Records from your department that

are due

for destruction. Attached you will find excerpts of the General Records Schedule for State and
Local Government agencies that pertain to these records. As outlined below, this approval

consists of Board County Commissioners Records totaling 290 boxes/435 cubic feet.

Schedule Item Record Series Titles Start/End Number of
Number Fiscal Year | Boxes/Volumein
Cubic Feet
GS1- 5L DISBURSEMENT RECORDS: DETAIL
ltem # Record copy, 5 Fiscal years provided 2001 1 Box
340 applicable audits have been released. 1.5 Cubic Feet
340 DISBURSEMENT RECORDS: DETAIL 11 Boxes
Record copy, 5 Fiscal years provided 2003 16.5 Cubic Feet

applicable audits have been released.

340 DISBURSEMENT RECORDS: DETAIL 278 Boxes
Record copy, 5 Fiscal years provided 2004 417 Cubic Feet

applicable audits have been released.

Please review the attachments and indicate your approval for this records destruction. Your

signature on the approval form attests that, to the best of your knowledge, there are no
unresolved (1) audit questions, {2) investigations, {3) civil suits pending, {4) pending/aopen

public records requests, or (5} other reasons for delaying the destruction.




if the destruction is to be delayed, please state the reason below. Please return the completed
package to the Finance Department Records Management Coordinator after signing.

If you should have any questions, please contact the Finance Department Records Management
Coordinator. Thank you in advance for your assistance in this matter.

Reason for destruction delay

///ﬁzﬁé

Carol Rlchmond Manager, Fmancnal Services, Payables Date
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General Records Schedule GS1-SL for State and Local Government Agencies

of how difficulties were resolved, and areas for improvement. The types of drifls include, but are not limited to, fire,
tornado, safety, hurricans, and SARA (Superfund Amendments and Reauthorization Act) chemical spills. Section
252.365(3)(b), Florida Statules, requires state agencies to include in their disaster preparedness plans, “schedutes and
procedures for periodic tests, training, and exercises,” Section 252,38, Florida Stalutes, authorizes counties and
municipalities to "develop an emergency management plan and program that is coordinated and consistent with the state
comprehensive emergency management plan and pragram.” See also “DISASTER PREPAREDNESS PLANS,”
*DIRECTIVES/POLICIES/PROCEDURES,” and “INSPECTION RECORDS: FIRE/SECURITY/SAFETY/MHEALTH."
RETENTION: 2 calendar years provided reviews have been conducted.

DISASTER PREPAREDNESS PLANS Item #210
This record series cansists of disaster preparedness andfor recovery plans adopted by an agency. Florida Staiutes
Section 252,365 requires stale agericies to develop and maintain, "a disaster preparedness plan that is coordinated with
the applicable local emergency-management agency...” Section 252.38, Florida Statutes, authorizes counties and
municipalities to, *develop an emergency management plan and program that is coordinated and consistent with the
state comprehensive emergency management plan and program.” See also “DISASTER PREPAREDNESS DRILL
RECORDS" and "DIRECTIVES/POLICIES/PROCEDURES.” These records may have archival vaiue.

RETENTION: 5 fiscal years after superseded or becoming obsolete. State agencies must contact the State Archives
of Florida far archivai review before disposition of records. Other agencies should ensure appropriate
preservation of records determined to have long-term historical value.

DISASTER RELIEF RECORDS ftem #321
This record series consists of ali documentation related to the distribution, receipt, or expenditure of state or federal funds
for natural or man-made disasters, including, but not limited to, major storms, fioads, fires, tornadoes, and hurricanes.
The records may include applicable disaster relief funding agreements, expenditure reports, and supporting
documentation, including, but not limited to, copies of time sheets, payrolt records, bitling statements, receipts,
purchases, executed contracts, invoices, canceled checks, and daily activity reports. For federal retention requirements,
refer to 44CFR13.42, Emergency Management and Assistance, Refention and Access Requirements for Records.
RETENTION: § fiscal years after submission of final expenditure report or receipt of last payment, whichever is later.

DISBURSEMENT RECCRDS: DETAIL Item #340
This series consists of recards documenting specific expenditures or transfers of agency moneys for the procurement of
commodities and services and other purposes, The series may include, but is not limited to, procurement records such
as requisitions, requisition fogs, purchase orders, contracts, purchasing card (p-card) receipts, vendor invoices, receiving
reports, acceptances of contract deliverables, approvals, and related documentation; and expenditure records for
disbursements made through checks, warrants, electronic fund transfers (EFT), purchasing cards, or other methods,
such as payment vouchers, approvals, check registers, cancelled checks, check stubs, cancelled warsrants, disbursement
ledgers, journal transactions, expenditure detail reports, refund records, and other accounts payable and related
documentation. Retention is based on Section 95,11(2), Florida Statutes, Statute of Limitations on contracts, obligations,
or liabilities. See also "DISBURSEMENT RECORDS: SUMMARY,” “PURCHASING RECORDS.,” and "TRAVEL
RECORDS.”

RETENTION: § fiscal years.

DISBURSEMENT RECORDS: SUMMARY Item #341
This series consists of records providing summary or aggregate documentation of expenditures or transfers of agency
maoneys for the procurement of commodities and services and other purposes. The series may include, but is not limited
to, summary records such as trial batance reports, check logs and registers, summary expenditure reports, federal grant
final closeout reports, summary journal transactions, and other accounts payable summary and related documentation.
See also "DISBURSEMENT RECORDS: DETAIL"
RETENTION: 10 fiscal years,

DISCIPLINARY CASE FILES: EMPLOYEES Item #98
This record series documents the investigation of allegations of employee misconduct andfor violation of department
regulations or orders, state or federal statutes, or local ordinances, The series may include, but is not limited to,
statements by the employee, witnesses, and the person filing the complaint. Cases include both formal and informal
disciplinary proceedings relating to allegations that were determined as sustained, not sustained, unfounded, or
exonerated, "Formal discipling" is defined as disciplinary action involving dernotion, removal from office, suspension, or
other similar action. “informal discipline® is defined as any disciplinary action involving written and verbal reprimands,
memoranda, or other similar action. These records are filed separately from the employes personnel fils, but the final
action summary becomes part of the personnel! file. See also “EMPLOYEE CONDUCT COUNSELING RECORDS"
“PERSONNEL RECORDS’ items, and “STAFF ADMINISTRATION RECORDS.”
RETENTION: 5 anniversary years after final action.




