AGENDA ITEM 3.A. Eb

PALM BEACH COUNTY
BOARD OF COUNTY COMMISSIONERS

AGENDA ITEM SUMMARY

Meeting Date: 08/26/2025 ( x) Consent ( ) Regular

( )Workshop ( )Public Hearing
Department:

Submitted By: Clerk & Comptroller, Paim Beach County

Submitted For: Joseph Abruzzo, Clerk of the Circuit Court & 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 re\used 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 per Sections 28.30, 28.31, 257.36 (6), Florida
Statutes. Countywide.

Background and Justification:

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

Attachments:

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

e General Records Schedule GS1-SL for State and Local Government Agencies.

Recommended by: W} Ww/@z {LZZI 25_

Liana Figueroa, Manager Finance Services ' Date

Approved by: A / P

County Administrator Date




II. FISCAL IMPACT ANALYSIS

A. Five Year Summary of Fiscal Impact:

Fiscal Years 2025 2026

Capital Expenditures
Operating Costs

External Revenues
Program Income (County)
In-Kind Match (County)
NET FISCAL IMPACT

# ADDITIONAL FTE
POSITIONS (Cumulative)

Is Item Included in Current Budget?

Does this item include the use of federal funds? Yes

Does this item include the use of state funds?

Budget Account No.: Fund Dept

Yes

Unit

2027 2029

No

No

Yes No

Object

B.
Impact.

Department Fiscal Review:

Recommended Sources of Funds/Summary of Fiscal Impact: No Fiscal

1ll. REVIEW COMMENTS

O‘Z?W (Mot~ a2 a0s

ME& /22 OFMB

Legal Sufficiency:

S FUL /Lf’

Assistant County Attorney

Other Department Review:

Department Director

OFMB Fiscal and for Contract Dev. and Control Comments:

Fends Sachihes

e 22425

Contract Devetopment & Control 213375



JOSEPH ABRUZZO

CLERK OF THE CIRCUIT COURT & COMPTROLLER
FALM BEACH COUNTY

Memorandum

Date: 6/26/2025

From: Christina Black, Quality Control Specialist.
To: Susan Eberhart, Revenue Manager

Subject: Destruction of Finance Department Records

Below, you will find a list 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 Florida agencies that pertain to these records. As outlined below, this
approval consists of Board County Commissioners Records totaling 34,843 images.

Schedule Item Record Series Titles Start/End # of Total
Number Fiscal Year Images Cubic
(IMAGES)
GS1-SL FINANCIAL TRANSACTION RECORDS: 2008-2015 34,843 N/A- CR & RE
ltem #435 | DETAIL RETENTION: 5 fiscal years after IMAGES
transaction completed.

Please review the attached applicable retention schedule(s) 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/open 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



= 9N .

6/26/2025
Susan Eberhart, Revenue Manager Date
Felicia Landerman 711125
Felicia Landerman, Treasurer Date
. Digitally signed by Radcliffe W Brown
Radcliffe W Brown Date: 2025.07.01 11:45:27 -04'00" "
Radcliffe Brown, Chief Operating Officer Finance Date



General Records Schedule GS1-SL for State and Local Government Agencies

of the Rules of the Auditor General of the State of Florida; and Section 216.102, Fiorida Statutes, Filing of financial
information; handling by Chief Financial Officer, penaity for noncompliance. This dacumentation may include information
utilized in compiling the reports or may indicate how the reporting entity arrived at the reported information. See also
“FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS.”

RETENTION: 5 fiscal years.

FINANGIAL TRANSACTION RECORDS: DETAIL Item #435
This series consists of records documenting specific financial transactions of the agency including transactions through
cash, checks, warrants, vouchers, electronic fund transfers (EFT), credit and debit cards, purchasing cards, or other
methods. The series may include, but is not limited to, requisitions, requisition logs, purchase orders, contracts,
purchasing card (p-card) receipts, vendor invoices, receiving reports, acceptances of contract deliverables, bank/financial
account statements, check registers, canceled or voided checks, check stubs, canceled or voided warrants, disbursement
ledgers, journal transactions, expenditure detail reports, refund records, cash collection records and reports, cash receipt
books, cash register tapes, deposit/transfer slips, EFT notices, credit and debit card records, receipt ledgers, receipt
journal transactions and vouchers, refund records, bad check records, and other accounts recelvable and accounts
payable related documentation. The series may also include a copy of the agency’s sales tax exemption form. NOTE:
Agencles that electronically transmit checks to a financial institution must retain the checks under this item unless the
financial insfitution is retaining complete images of the checks for the minimum retention required for this item. Retention
is based on Section 95.11(2), Florida Stalutes, Statute of Limitations on contracts, obligations, or liabilities. See also
‘FINANCIAL TRANSACTION RECORDS: SUMMARY."

RETENTION: 5 fiscal years after transaction completed.

FINANCIAL TRANSACTION RECORDS: SUMMARY ltern #436
This record series consists of records providing summary or aggregate documentation of financial transactions of the
agency regardless of the source or purpose of the funds. The series may include, butis not limited to, summary records
such as trial balance reports, check logs and registers, bank statements, credit and debit card reports, revenue
reconciliations, collection balance sheets, summary expenditure reports, federal grant final closeout reports, summary
Journal transactions, and other accounts payable and accounts receivable summaries and related documentation. See
also "FINANCIAL TRANSACTION RECORDS: DETAIL.”

RETENTION: 10 fiscal years.

FOOD SERVICE ESTABLISHMENT LICENSE RECORDS Iltem #402
This record series documents the licensing of public food service establishments subject to the certification and inspection
requirements of the Florida Department of Health under Section 381.0072, Florida Statutes, Food service protection, and
Rule 84E-11 Florida Adminisirative Code, Food Hygiene, Records may include, but are not limited 1o, license/renewal
applications, fee payment records, inspection records, copies of license suspension/revocation records, and other related
documentation.

RETENTION: 5 fiscal years after expiration, suspension or revocation of license.

FUEL TAX REPORTS ltem #213
This record series consists of fuel tax reports submitted to the Florida Department of Revenue by local government users
and fuel terminal operators pursuant o the requirements of Chapter 206, Florida Statutes, Motor and Other Fuel Taxes,
and Rute 12B-5, Florida Administrative Code, Tax On Motor Fuels, Diesel Fuels, Aviation Fuels, Pollutants And Natural
Gas Fuel.

RETENTION: 3 fiscal years.

GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS ltem #381
This record series consists of individual layers of data and/or datasets used to populate Geographic Information Systems
{GIS). Data layers and datasets may include, but are not limited to, vector data, such as point, line, and polygon data;
imagery data, such as satellite imagery and aerial imagery; topographic data, including elevation data and terrain
contours; land use and planning data, including habitat data, road data, zoning, and parcel ownership; and jurisdictional
boundary data, including political subdivisions, historic districts, school districts, and urban growth areas. Since GIS data
layers and datasets are continuously updated, agencies should take periodic snapshots of data layers and datasets
considered to have long-term or continuing informational or historical value to ensure proper retention of this data. See
also, "GEQGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA,” "GEOGRAPHIC
INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE,” and “GEOGRAPHIC INFORMATION SYSTEMS
(GIS) SNAPSHOTS: HISTORICAL.”

RETENTION: Retain until obsolete, superseded, or administrative value is lost.

GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE tem #382
This record series consists of periodic snapshots of Geographic Information Systems (GIS) data considered by the
agency to have only shorf-term administrative value. This series does not include GIS snapshots that document long-term
community development and/or growth and that are considered by the agency to have long-term informational and/or
historical value. This series may include daily or monthly snapshots taken for general administrative or reference
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Finance Records Management Image Counts Summary

Location: /CLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER

THRU 2015/

HOME PATH

COUNT

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER
THRU 2015/FY 2008/ OLDER/

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER

THRU 2015/FY 2009/

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER =

THRU 2015/FY 2010/

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER
THRU 2015/FY 2011/

/CLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER

THRU 2015/FY 2012/

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER ~

THRU 2015/FY 2013/

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080OLDER

THRU 2015/FY 2014/

JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV CR FY20080LDER

THRU 2015/FY 2015/

‘Total

16

23
5
783
20734

5547

- 4759

31947

5/30/2025 12:41:25 PM




Finance Records Management Image Counts Summary

Location: /CLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV RE FY2008 OLDER

- 2015/

HOME PATH COUNT
/CLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV RE FY2008 OLDER 1
- 2015/FY 2011/ L R S
JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV RE FY2008 OLDER 225
- 2015/FY 2012/ R RS e .
JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV RE FY2008 OLDER 1076
- 2015/FY 2013/ L o o
JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV RE FY2008 OLDER 829
c2ois/pv204) o S
JCLERK/RECORDS MANAGEMENT/FINANCIAL DOCS/RETENTION DESTRUCTION REV RE FY2008 OLDER 765
- 2015/FY 2015/
Total 2896

5/30/2025 12:46:11 PM




JOSEPH ABRUZZO

CLERK OF THE CIRCUET COURT & COMPFTROLLER
PALNM BEACH COUNTY

Date: 06/27/2025

From: Christina Black, Quality Control Specialist

Memorandum

To: Kittrin Fralc, Senior Administrator — Facilities & Security

Subject: Destruction of Finance Department Records

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 Florida agencies that pertain to these records. As outlined below, this
approval consists of Board County Commissioners Records totaling 95 images.

RETENTION: 1 calendar year.

Schedule Record Series Titles Start/End # of Total
Iterm Number Fiscal Year IMAGES Cubic
: {IMAGES)
G51-SL EQUIPMENT/VEHICLE USAGE 12/1/2022- 95 N/A - IMAGES
Item # 224 RECORDS 12/31/2023

Please review the attached applicable retention schedule(s) 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/open 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




Aitrs Fanll 6/30/2025

Kittrin Fralc, Senior Administrator — Facilities & Security Date
Digitally signed by Tracy L

Tracy L Ramsey G

Date: 2025.07.01 12:16:10
-04'00

Tracy Ramsey, Director of Finance Date

H Digitally signed by Radcliffe W Brown
Radcliffe W Brown Date: 2025.07.01 16:00:13 -0400"

Radcliffe Brown, Chief Operating Officer Finance Date



General Records Schedule GS1-SL for State and Local Government Agencies

are not limited to, monthly electricity usage reports, energy usage cost data, correspondence, and other supporting
documentation.

RETENTION: 1 fiscal year from report date.

ENGINEERING RECORDS: INFRASTRUCTURE ltem #344
This record series consists of graphic and engineering records, including as-built drawings, for traffic signals and signs,
streetlights, pavement markings, roads, sidewalks, pedestrian bridges, drainage ditches, electric power and traffic signal
control lines, fransformers, and other elements of local infrastructure. See also *“ARCHITECTURAL/BUILDING PLANS:
COMMERCIAL,” "ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS,” “ARCHITECTURAL/BUILDING
PLANS: RESIDENTIAL,” and “SUBDIVISION PLANS.”

RETENTION: Retain for life of structure/element.

ENVIRONMENTAL REGULATION COMPLIANCE RECORDS ltem #167
This record series consists of records documenting an agency's compliance with or efforts to meet federal, state, or local
environmental regulations. The series may include, but is not limited to, environmental impact statements, enviranmental
resource permitting records, storm water or sofid waste disposal permitting records, coastal construction control line
permitting records, reviews, correspondence, National Environmental Palicy Act technical reports and studies, and
supporting documents. This series covers records of agencies being regulated or monitored: it does not cover records
documenting the regulatory, permitting, or monitoring activiies of agencies with environmental regulatory responsibilities.
RETENTION: 5 fiscal years after completion of project, reporting requirement, or other applicable activity.

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS item #103
This record series consists of annual reports relating to employment statistics (job classifications, race, sex, age, etc.) as
required by the U.S. Equal Employment Opportunity Commission (EEQC). The series may also include related
correspondence, reviews, background information, and other supperting documents. Refaer to 20CFR1802 for EEQC
reporting and recordkeeping requirements. Retention is pursuant to Statute of Limitations, Section 95.11(3), Florida
Statutes. See also "AFFIRMATIVE ACTION RECORDS” and "BUSINESS CERTIFICATION CASE FILES: MINORITIES
AND VETERANS."

RETENTION: 4 anniversary years after final action.

EQUIPMENT REFERENCE FILES Iltem #223
This record series consists of equipment specifications, technical manuals, brochures, bulletins, operating instructions,
warrantees and other records documenting equipment characteristics and operations. See also "EQUIPMENT/VEHICLE
MAINTENANCE RECORDS.”

RETENTION: Retain until obsolete, superseded, or administrative value is lost.

EQUIPMENT/VEHICLE MAINTENANCE RECORDS ltem #104
This record series documents service, maintenance and repairs to agency equipment and vehicles, including program
changes fo electronic equipment. The series may include, but is not limited to, work orders and documentation of
dates/history of repairs, locations, cost of parts, hours worked, etc. Records for all agency vehicles, including ground, air,
and water vehicles, are covered by this series. See also “EQUIPMENT REFERENCE FILES" and “VEHICLE RECORDS.”
RETENTION: 1 fiscal year after disposition of equipment or 5 fiscal years after service/maintenance/repair, whichever
occurs first.

EQUIPMENT/VEHICLE USAGE RECORDS Item #224
This record series documents use of agency equipment and vehicles, including, but not limited to, vehicle logs indicating
driver, destination, fuel/service stops, and cdometer readings and/or total trip mileage; equipment usage logs and/or
reports, and other usage decumentation. See also "EQUIPMENT REFERENCE FILES™ and "VEHICLE RECORDS."
RETENTION: 1 calendar year.

EXPENDITURE PLANS: CAPITAL IMPROVEMENT item #208
This record series consists of capital improvement expenditure plans detailing the long-term building and capital
improvement needs of the agency. These plans may demonstrate a priority listing for capital improvement expenditures
as well as a time line for each project's completion. Records may also include, but are not limited to, background
supporting materials and reports and related correspondence. “Capital Improvements” shall mean improvements to real
property (land, buildings, including appurtenances, fixtures and fixed equipment, structures, etc.), that add to the value
and extend the useful life of the property, including construction of new structures, replacement or rehabilitation of existing
structures (e.g., major repairs such as roof replacement), or removal of closed structures. These records may have
archival value.

RETENTION: 50 anniversary years. State agerncies should contact the State Archives of Florida for archival review
after 5 years. Other agencies should ensure appropriate preservation of records.
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JOSEPH ABRUZZO

CLERK OF THE QRCUTT COUIT & COMPTROULER
BALM BEACH COUNTY

Memorandum
Date: 7/14/2025
From: Christina Black, Quality Control Specialist
To: Patricia Barnett, Payroll Manager

Subject: Destruction of Finance Department Records

Below, you will find a list 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 Florida agencies that pertain to these records. As outlined below, this

approval consists of Board County Commissioners Records totaling 9 boxes / 13.5 cubic feet.

Schedule Record Series Titles Start/End #of | Total
Item Fiscal Year | Boxes | Cubic
Number Feet
GS1-SL PERSONNEL RECORDS: STATE-ADMINISTERED RETIREMENT 1999 1 1.5
ltem# 19 | SYSTEM
RETENTION: 25 fiscal years after any manner of separation or
termination of employment.
GS1- 5L FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPQORTS 2012 1 1.5
ltem# RETENTION: 4 years from the tax due date (April 15) of the year
157,195,264 | to which the record applies, or for W-4s, four years from the
last tax due date of the year in which the employee separated
from employment or submitted a newer W-4.
PAYROLL RECORDS: SUPPORTING DOCUMENTS
RETENTION: 5 fiscal years
ELECTRONIC FUNDS TRANSFER RECORDS
RETENTION: 5 fiscal years after termination of service
agreement/authorization.
GS1- 5L PAYROLL RECORDS: SUPPORTING DOCUMENTS 1998-2017 6 9
ftem# 195 | RETENTION: 5 fiscal years.
GSI-SL ELECTRONIC FUNDS TRANSFER RECORDS 2018 1 1.5
ltem# 264 | RETENTION: 5 fiscal years after termination of service
agreement/authorization.

Please review the attached applicable retention schedule(s) 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/open 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

L Digitally signed by Patricia A. Barnett
Patricia A. Barnett pz.0571s 165319 -0i00

Patricia Barnett, Payro!l Manager Date
Digitally signed by Tracy L
Tracy L Romsey
Ra msev Date: 2025,07,16 15:53;53
Tracy Ramsey, Director of Finance Date
Radcliffe W Brown e e

Radcliffe Brown, Chief Operating Officer Finance Date



General Records Schedule GS1-SL. for State and Local Government Agencies

PERMITS: BUILDING item #286
This record series consists of permits issued by a governing authority for performance of construction, electric, plumbing,
gas, heating/ventilation/air conditioning, or mechanical work. Included in this series are the stpporting documents and
other permits that may be issued for construction or improvements to existing structures. See Florida Statutes Chapter
125, County Government, Chapter 168, Municipalities, regarding local government permitting authority; Section 553.79,
Permits; applications; issuance; inspections; and Section 95.11(3)(c), Statute of Limitations regarding design, planning, or
construction of an improvement to real property; and Florida Building Code, Section 105, Permits. NOTE: This item does
not cover permits for construction in floodplains; use NATIONAL FLOOD INSURANCE PROGRAM RECORDS:
FLOODPLAIN CONSTRUCTION AUTHORIZATION RECORDS. See also “ARCHITECTURAL/BUILDING PLANS AND
PERMITS: ABANDONEDMITHDRAWN.”

RETENTION: 10 anniversary years from close or expiration of pemmit,

PERMITS: CONFINED SPACE ENTRY ltem #284
This record series consists of confined-space entry permits provided by the employer to allow and control entry info a
confined space. Permits include such information as the space to be entered; the purpose of the entry; the date and
duration of authorized entry; the authorized entrants; the personnel by name currently serving as attendants: the name of
the entry supervisor; the hazards of the space to be entered; the measures used to isolate the space and to control or
eliminate hazards; the acceptable entry conditions; the results of the initial and periodic tests performed, the names of the
testers, and the date and time of testing; the rescue and emergency services that can be summoned and how to summon
them; communication procedures for entrants and attendants; equipment provided; and any additional permits such as
those for hot work. Problems that are encountered during entry should be documented on the permit at the conclusion of
work. Recordkeeping and retention are pursuant to 20CFR1910.146(e-f), Permit-Required Confined Spaces — Permit
System/Entry Pemmit.

RETENTION: 1 anniversary year after cancellation of permit.

PERMITS: MINING (LOCAL GOVERNMENT) Hem #287
This record series consists of mining permits approved by the local governing board pursuant to the permitting authority
granted local governments by Florida Statutes Chapter 125, County Government, and Chapter 166, Municipalities. The
series may include, but is not limfted to, applications and supporting documents submitted by the mining company to the
local development department for review as may be required by local ordinance. Supporting documentation may include
such records as copies of the application; legal description including total acreage; copy of proof of ownership; consent of
ownerfmortgagees; aerial maps; Master Mining Plan Approval (MAMPA); Mining Operation Plan Approval {MOPA);
modifications to MOPAs and MAMPAs; environmental assessment; list/copy of previous permits if applicable; list of
property owners within a specific range of proposed mining site; signed agreement of access (variances); public hearing
notices; meeting agendas of applicable governing board(s); correspondence; monthly blasting reports; and annual
inspection reports.

RETENTION: 1 anniversary year after expiration, revocation, or denial of Certificate of Approval.

PERMITS: SIGNS (LOCAL GOVERNMENT) ltem #288
This record series consists of permits issued for installing/erecting signs, pursuant to the permitting authority granted local
governments by Florida Statutes Chapter 125, County Government, and Chapter 166, Municipalities, and in accordance
with sign permitting provisions of Chapter 479, Florida Statutes, Qutdoor Advertising (see especially Section 479.07,
Florida Statutes, Sign permits). Included in this series are the applications and supporting documents.

RETENTION: 3 fiscal years.

PERSONNEL RECORDS: STATE-ADMINISTERED RETIREMENT SYSTEM Item #19
This record series consists of all personnel information relating to each employee participating in a state-administered
retirement system. The series may include, but is not limited to, employment applications, résumés, personnel action
reports, correspondence, oaths of loyalty, fingerprints, job-related medical examination reports, performance evaluation
reports, workers’ compensation reports, copies of 1-9 forms (Department of Homeland Security, U.S. Citizenship and
Immigration Services, Employment Eligibility Verification form), benefits records, work schedules/assignments, training
records, emergency contact information, copies of licensure/professional credentials, and other related materials. Section
110.201, Florida Statutes, Personnel rules, records, and reports, and Rule 60L-30, Florida Administrative Code,
Personnel Programs and Records, require state agency personnel officers to institute uniform personnel rules and
procedures and to determine what records are to be filed in their agency's official personnel files. Agencies shouid ensure
that any records needed beyond the stated retention to calculate post-employment benefits are retained. See also *DRUG
TEST CASE FILES,” "EMPLOYMENT APPLICATION AND SELECTION RECORDS,” "EMPLOYMENT ELIGIBILITY
VERIFICATION FORMS,” “STAFF ADMINISTRATION RECORDS,” and other “PERSONNEL RECORDS” items.
RETENTION: 25 fiscal years after any manner of separation or termination of employment.

PERSONNEL RECORDS: NON-STATE-ADMINISTERED RETIREMENT SYSTEM (LOCAL GOVERNMENT)

Item #162
This record series consists of all personnel information relating to each employee not participating in a state-administered
retirernent system, including all “permanent” employees (with or without benefits). The series may include, but is not
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General Records Schedule GS1-SL for State and L.ocal Government Agencies

EXPOSURE RECORDS item #227
This record series consists of records docurmenting the exposure or possible exposure of an employee to a blood borne
pathogen, contagion, radiation, or chemicals above the acceptable limits or dosage. These records may include, but are
not limited to, statistical analyses, incident reports, material safety data sheets, copies of medical records or reports, risk
management assessments, and other supporting documentation demonstrating the possibility of exposure. Employers are
required to maintain and make available to employees material safety data sheets for each hazardous/toxic chemical or
substance present in the workplace. Retention is pursuant to 20CFR1910.1020, Access to employee exposure and
medical records, and 29CFR1910.1030, Bloodbome pathogens. See also “HEALTH RECORDS: BLOOD BORNE
PATHOGEN/ASBESTOS/EXPOSURE,” and "PERSONNEL RECORDS” items.

RETENTION: 30 anniversary years.

FACILITY RESERVATION/RENTAL RECORDS ltem #270
This record series consists of records generated in the process of renting or seheduling a public meeting hall or room,
conference site, park pavition, cabin, tent space, recreational vehicle/camper hookup, or other public facility to an
individual, group, organization, or other public agency. These records may include, but are not limited to, name of renter,
renter's address and telephone number, payment information, acknowledgment of rules, liability information, damage
waiver, date and time of the rental, the specific facility or portion of a facility to be reserved, and a floor plan dencting the
desired arrangement of tables or chairs as requested by the renter. See also "CONTRACTS/LEASES/AGREEMENTS:
NON-CAPITAL IMPROVEMENT.”

RETENTION: 5 fiscal years.

FALSE ALARM RECORDS tem #345
This record series consists of records documenting false alarms and fees assessed for false alarm responses. The series
may inciude, but is not limited to, correspondence, such as warning letters sent after false alarm responses; response fee
billing documentation; service tickets or invoices for alarm repairs; credit requests for alarm repairs made: and other
related documentation.

RETENTION: 5 fiscal years.

FEASIBILITY STUDY RECORDS Item #106
This record series consists of working papers, correspondence, consulting firm reports, and management committee
reports investigating various projects of the governing agency. These files cover potential projects under consideration or
those ideas that are studied and discarded by a governmental agency. If the agency decides to continue with the project,
these records should be scheduled under one of the *Project Files” items or other applicable item. These records may
have archival value.

RETENTION: 3 fiscal years after completion of study. State agencies must contact the State Archives of Florida for
archival review before disposition of records. Other agencies should ensure appropriate preservation of records
determined to have long-term historical value.

FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS Item #157
This record series consists of federal tax withholding and reporting forms including, but not limited fo, W-2, W-4, W-5, W-
9, 840, 941-E, 1095-C, 1086, 1089, and 1098-INT. Retention period is pursuant to 26CFR31.6001-1{e)(2), Place and
period for keeping records.

RETENTION: 4 years from the tax due date (April 15) of the year to which the record applies, or for W-4s, four years from
the last tax due date of the year in which the employee separated fram employment or submitted a newer W-4.

FEE/SERVICE SCHEDULES ltern #271
This record series consists of a price sheet or report identifying the types of goods or services provided by the agency and
any associated fees. The series may also include supporting documents used to determine service costs and fees. The
price sheet or report may be reviewed and revised as necessary.

RETENTION: 5 fiscal years after obsolete or superseded.

FINAL ORDERS RECORDS: INDEXED OR LISTED ltem #67
This record series consists of all final agency orders required to be indexed or listed pursuant to Section 120.53, Florida
Stafutes, along with any material incorporated by reference, a current final orders hierarchical subject matter index or
database, and a list of all final orders required to be listed pursuant to Section 120.53, Florida Statutes. Agency orders
that must be indexed per Section 120.53, Florida Statutes, are those resulting from a proceeding under Sections 120.56,
120.57, 120.573, or 120.574, Florida Statutes; those rendered pursuant to Section 120.57(4), Florida Statutes, that
contain a statement of agency policy that may be the basis of future agency decisions or that may otherwise contain a
statement of precedential value; and those that are declaratory statements. Agency orders that must be listed are those
rendered pursuant to Section 120.57(4), Florida Statufes, that have been excluded from the indexing requirement
because they do not contain statements of agency policy or precedential value. “Final order’ is defined in Section 120.52,
Florida Statutes, as, “a written final decision which results from a proceeding under s. 120.56, s. 120.565, s. 120.569, s.
120.57, 8. 120.573, or s. 120.574, which is not a rule, and which is not excepted from the definition of a rule, and which
has been filed with the agency clerk, and includes final agency actions which are affirmative, negative, injunctive, or
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RETENTION: 5 fiscal years after file becomes inactive.

PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS ltem #129
This record series consists of employee authorizations for direct deductions for insurance, union dues, credit unions,
savings bonds, charitable contributions, deferred compensation, day care or other purposes. See also "ELECTRONIC
FUNDS TRANSFER RECORDS" and “SOQCIAL SECURITY CONTROLLED SUMMARY RECCRDS.”

RETENTION: 5 fiscal years after final action.

PAYROLL RECORDS: LEDGERS/TRIAL BALANCE REFPORTS ltem #183
This record series consists of reports reflecting totals for the net and gross wages, FICA wages, retirement wages and
deductions, tax, and other deductions in payroll as well as a summary of each accountfine item's expenditures and
encumbrances. See also "ENCUMBRANCE/CERTIFICATION FORWARD RECORDS,” *‘FINANCIAL TRANSACTION
RECORDS: DETAIL," “FINANCIAL TRANSACTION RECORDS: SUMMARY," *SOCIAL SECURITY CONTROLLED
SUMMARY RECORDS," and other “PAYROLL RECORDS" iterns.

RETENTION: 5 fiscal years.

PAYROLL RECORDS: NOT POSTED item #214
This record series consists of any payroll records, in any format, not posted to an employee’s retirement plan (plus
indices, if applicable). The records are used o document payment for retirement or other purposes during an employee's
duration of employment, and also list each rate of pay. The lengthy retention requirement is intended to ensure the long-
term availability of records needed to determine eligibility for and properly calculate post-employment benefits when such
information is not available from a retirement account. Agencies should ensure that any records needed beyond the
stated retention to calculate post-employment benefits are retained. See also "ATTENDANCE AND LEAVE RECORDS/”
"SOCIAL SECURITY CONTROLLED SUMMARY RECORDS,” and other “PAYROLL RECORDS® items.

RETENTION: 50 calendar yzars.

PAYROLL RECORDS: POSTED ltem #36
This record series consists of any payroll records, in any format, posted to the employee's applicable retirement plan
{plus indices, if applicable). The records are used to document payment for refirerent or other purposes during an
employee's duration of employment, and also list each rate of pay. Agencies should ensure that any records neaded
beyond the stated retention o calculate post-employment benefits are retained. See also “ATTENDANCE AND LEAVE
RECORDS." “SOCIAL SECURITY CONTROLLED SUMMARY RECORDS,” and other “PAYROLL RECORDS” items.
RETENTION: 5 fiscal years.

PAYROLL RECORDS: SUPPORTING DOCUMENTS Item #195
This record series consists of records used in the process of determining or verifying information regarding payment for
salary, retirement or other compensation purposes during an employee's duration of employment. The series may inciude,
but is not limited to, employee time/attendance records when used at least in part to determine or verify pay or benefits,
correction forms to rectify errors in payroll processing, pay lists used to verify the payroli certification report, and other
related supporting materials. See also other “PAYROLL RECORDS” items.

RETENTION: 5 fiscal years.

PENSION RECORDS; PLAN/FUND Item #358
This record series consists of performance and activity reports of pension plans/funds, including data on contributions,
fund gains and losses (e.g., interest/dividends eamed), amounts paid, investments purchased and sold, actuarial reports,
and other information regarding the performance and status of the fund.

RETENTION: 5 fiscal years.

PENSION RECORDS: RETIREES item #359
This record series consists of records documenting earmed pension benefits, payments, actuarial information, and other
records relating to participation in a pension plan by individual retired employees. For records regarding retirement plan
contributions of active employees, see “PAYROLL RECORDS” items.

RETENTION: 5 fiscal years after final payment.

PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS Item #408
This record series consists of performance bonds or developer's cash completion bonds for work such as construction,
improvements and other projects as well as for performance in office by public officlals or employess. Construction-related
bonds are returned to the contractor or developer once the wark is completed satisfactorily or can be "cashed in” if the
work is not completed satisfactorily. The series may also include supporting documentation, such as bond release letters
that let the contractor or developer know the bond is released, and retum letters that accompany the returned bond. i the
bonds relate to a contractual agreement to which the agency is or was a party, they would fall under the applicable
CONTRACTS/LEASES/ AGREEMENTS item.

RETENTION: 5 fiscal years after release, return or expiration of bond.
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or verifying the existence of a medical explanation of the inability of the driver to provide adequate breath or & urine
specimen for testing; the employer’s copy of a drug or alcohol test form, including the results of the test: a copy of the
controlled substances test chain of custody control form; documents sent by the Medical Review Officer (MRO) to the
employer; notice to report for testing; affidavit signed by the employee stating any prescription drugs or over-the-counter
medication currently being taken; and final clearance to resume working. This record series can also consist of
documentation relating to an employee’s refusal to take or submit samples for an alcohol and/or controlled substances
test{s). Refer to Sections 112.0455(7)-(8), Florida Statutes, Florida Drug-Frae Workplace Act, Types of Testing and
Pracedures and Employee Protection, Section 443,1715(3)(b}, Florida Statutes, Disclosure of information: Confidentiality,
and 49CFR382.401, Handling of Test Results, Records Retention, and Confidentiality: Retention of records.
RETENTION: 5 anniversary years after final action.

DRUG TEST EQUIPMENT RECORDS Item #261
This record series consists of records decumenting compliance with calibration and other requirements for the use of
evidential breath testing (EBT) devices. The series may include, but is not imited to, equipment testing, maintenance and
repair recards; equipment checklists; external calibration checks; and equipment readings. Refer to 40CFR40, Pracedures
for Transportation Workplace Drug and Alcohol Testing Programs, and 49CFR382.401, Handling of Test Results,
Records Retention, and Confidentiality: Retention of records. See also “DRUG TEST PROGRAM ADMINISTRATION
RECORDS."

RETENTION: 5 anniversary years.

DRUG TEST PROGRAM ADMINISTRATION RECORDS Iltem #262
This record series documerds the administration of an alcohol and controlled substance testing program under Florida's
Drug-Free Workplace Act, or as required for Commercial Driver's License (CDL) or other drivers under U.S. Department
of Transportation regulations. This series may include, but is not limited to, annual program summaries, fogs, information
on random selection processes, statistical information, test results, copies of materials on alcohol misuse and controlled
substance use awareness, copies of employer’s policy, and copies of testing policies and procedures. Refer to
49CFR382.401, Handling of Test Results, Records Retention, and Confidentiality: Retention of records and
49CFR382.403, Repoerting of results in 2 management information system. See also “DRUG TEST EQUIPMENT
RECORDS.”

RETENTION: 5 anniversary years.

ELECTRONIC COMMUNICATIONS

There is no single retention period that applies to all electronic messages or communications, whether they are sent by
email, instant messaging, text messaging (such as SMS, Blackberry PIN, etc.), muitimedia messaging (such as MMS),
chat messaging, social networking (such as Facebook, Twitter, etc.), voice mail/voice messaging (whether in audio, voice-
over-internet protocol, or other format), or any other current or future electronic messaging technology or device.
Retention periods are determined by the content, nature, and purpose of records, and are set based on their
legal, fiscal, administrative, and historical values, regardless of the format in which they reside or the method by
which they are transmitted. Electronic communications, as with records in other formats, can have a variety of purposes
and relate to a variety of program functions and activities. The retention of any particular electronic message will generally
be the same as the retention for records in any other format that document the same program function or activity. For
instance, electronic communications might fall under a CORRESPONDENCE series, a BUDGET RECORDS series, or
one of numerous other series, depending on the contert, nature, and purpose of each message. Electronic
communications that are created primarily te communicate information of short-term value, such as messages reminding
employees about scheduled meetings or appointments, or most voice mail messages, might fall under the “TRANSITORY
MESSAGES” series.

ELECTRONIC FUNDS TRANSFER RECORDS ltem #264
This record series consists of the documentation necessary to establish and maintain the electronic transfer of funds. The
series may include, but is not fimited to: an agreement between the two parties; a form that lists both institutions’ names,
their routing numbers, the name(s} and authorizing signature(s) of the account holder(s); direct deposit authorizations;
canceled deposit slips or checks; and documentation of the termination of service or transfer of service to a new
institution. This series does not include records of specific individual deposits or payments. Retention is pursuant to
Statute of Limitations for fraud, Section 95.11(3)(j), Florida Statutes, Limitations other than for the recovery of real
property.

RETENTION: 5 fiscal years after termination of service agreement/authorization.

ELECTRONIC RECORDS SOFTWARE AND DOCUMENTATION ltem #231
This record series consists of proprietary and non-proprietary software as well as related documentation that provides
infarmation about the content, structure, and technical specifications of computer systems necessary for retrieving
information retained in machine-readable format. These records may be necessary for an audit process.
RETENTION: Retain as long as software-dependent records are retained.
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