First 5 Tuolumne County – Excerpt from Policy and Procedure Manual 2014

SECTION 10:  RECORDS RETENTION.

POLICIES AND PROCEDURES:

10.1 RECORDS STORAGE

The First 5 Tuolumne County Commission shall keep and store records, as follows:

Original Signed Contracts  shall be kept in hard copy form for 3 years from the ending date of the contract, or the required length of time stipulated in the contract for records retention, whichever is longer.  After that period, contracts shall be stored as electronic files for a minimum of 7 more years.

Grant Applications, Scoring Materials, Copies of Intent to Award Letters shall be kept in hard copy form until after the audit is complete for the fiscal year where they were generated.   After that period, they shall be stored as electronic files for a minimum of 3 more years.

Audit Reports  shall be kept for 10 years.

Financial Files, which are comprised of transaction records and monthly financial reports to the Commission, shall be kept for 5 years.   The Tuolumne County Auditor keeps original transaction records on file.  Electronic files of monthly financial reports to the Commission shall be kept for 5 subsequent years. 

Contract management files for grantees shall be kept, in hard copy, for 3 years from the ending contract date or the required length of time stipulated in the contract for records retention, whichever is longer.  After that period, the financial and program reports from grantees shall be stored as electronic files for a minimum of 7 more years.

Contract management files for funders shall be kept, in hard copy, for 3 years from the ending contract date or the required length of time stipulated in the contract for records retention, whichever is longer.  After that period, the financial and program reports shall be stored as electronic files for a minimum of 7 more years.

Agendas from Commission meetings, and their associated attachments shall be kept in hard copy during the fiscal year until the audit is complete.  After that period, the agendas and attachments shall be stored as electronic files for a minimum of 3 years.  

Minutes from Commission meetings shall be kept in hard copy during the fiscal year until the audit is complete.  After that period, the minutes shall be stored as electronic files for a minimum of 7 years.  

Official documents  regarding Commission compliance with the governing legislation, such as conflict of interest code adoption,  records of Commissioner appointment by the Board of Supervisors, etc.), shall be kept in hard copy during the fiscal year until the audit is complete.  After that period, the documents shall be stored as electronic files for a minimum of 7 years. 
