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	Citation
	Type
	Content

	5 CFR 293.511
	R
	Retain employee occupational medical records for the duration of employment, plus 30 years. 

	8 CFR 274a.2
	R
	Retain form I-9 for 3 years after the date of hire or 1 year after termination, whichever is later.

	14 CFR 107.23
	R
	Retain a record of airport law enforcement actions for a minimum of 90 days.

	14 CFR 108.33
	R
	Retain airport employment history investigation files 180 days after employee termination.

	14 CFR 139.327
	R
	Retain airport inspection records for 6 months.

	14 CFR 151.55
	R
	Retain Federal Aviation Administration Airport Improvement Project grant materials including invoices, cost estimates, payroll materials, and evidence of all payments for 3 years after the date of the final grant payment.

	24 CFR 92.508
	R
	· Retain all records pertaining to each fiscal year of HOME funds for the most recent 5 year period including records concerning designation as a participating jurisdiction; program records; project records; Community Housing Development Organizations (CHDOs) records; financial records; program administration records; and records concerning other Federal requirements (i.e. equal opportunity and fair housing records, affirmative marketing and MBE/WBE records, records demonstrating compliance with the environmental review requirements, displacement, relocation, and real property acquisition, and lead-based paint requirements; records supporting exceptions to the conflict of interest prohibition; debarment and suspension certifications; and records concerning intergovernmental review.

	
	
	· Retain records of rental housing projects, homeownership housing projects, and tenant-based rental assistance projects for 5 years after the project completion date; retain agreements for 5 years after the agreement terminates; retain records covering displacements and acquisition for 5 years after the date by  which all persons displaced from the property and all persons whose property is acquired for the project have received the final payment to which they are entitled.

	24 CFR 570.490
	R
	Retain Community Development Block Grant Program materials for 3 years after the closeout of the grant to the state.

	26 CFR 1.6001-1 
	I
	Retain accounting records so long as the contents thereof may become material in the administration of any internal revenue law.

	26 CFR 31.6001-1
	R
	Employers required to deduct and withhold income tax on wages paid must keep records of such deductions for 4 years after due date of tax or when tax is paid, whichever is later.

	28 CFR 66.42
	R
	Retain Justice Department grant and cooperative agreement records including all financial and programmatic records, supporting documents, and statistical records for 3 years after the closeout of the grant.

	29 CFR 516.5 
	R
	Retain payroll records, collective bargaining agreements, employment contracts, and sales and purchase records for 3 years.

	29 CFR 516.6
	R
	Retain basic employee earnings records, wage rate tables, order, shipping, billing records, and records used by the employer in determining the original cost, operating and maintenance cost, and depreciation and interest charges for 2 years.

	29 CFR 1627.3 
	R
	Retention requirements for records relating to age, notices to be posted.  Employment/personnel records of applicants who are hired and those who are not hired such as job applications, resumes, test papers of applicants, promotion, demotion, transfer, layoff, recall and discharge materials must be retained for a minimum of 1 year from the date of a personnel action.  Pension and benefit plan materials must be retained for a minimum of 1 year after termination.

	29 CFR 1904.4
	R
	Retain a supplementary record for each occupational injury or illness for 5 years following the end of the year to which they relate.  Workmen’s compensation, insurance, or other reports are acceptable alternative records if they contain the information required by Form OSHA No. 101.
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	29 CFR 1904.6
	R
	Retain occupational injury and illness records including logs, supplementary records, and annual summaries for 5 years following the end of the year to which they relate.

	29 CFR 1910.1020(d)
	R
	Retain employee exposure and medical records for the duration of employment plus 30 years.

	29 CFR 1910.1200(g)
	I
	Employers must develop, implement, and maintain a written program describing forms of warning, labels, materials safety data sheets, lists of hazardous chemicals, hazards of non-routine tasks, and employee information and training.

	40 CFR 60.153
	R
	Sewage treatment plants must retain records for 2 years of the measured pressure drop of the gas flow through the wet scrubbing device, measured oxygen content of incinerator exhaust, the rate of sludge charged, measured temperatures of the incinerator, fuel flow to the incinerator, and total solids and volatile solids content of sludge charged to the incinerator.

	40 CFR 61.14
	R
	Air pollutant monitoring data, monitoring system calibration check records, and records of the occurrence and duration of any period during which the monitoring system is malfunctioning or inoperative must be retained for 2 years.

	40 CFR 122.21
	R
	EPA sewage treatment/wastewater permit program requires that the records of all monitoring data, including average flows and treatment, maximum production, improvements, effluent characteristics, storm water discharges, and biological toxicity test records must be retained for a minimum of 3 years.

	40 CFR 122.41
	R
	All EPA administered permit programs require that the records of all monitoring information, including all calibration and maintenance records and all original strip charts must be retained for 3 years from the date of the sample, measurement, report or application. 

	40 CFR 270.10
	R
	EPA hazardous waste permit program requires that the records of all data used to complete permit applications must be retained for 3 years from the date the application is signed.

	40 CFR 280.45
	R
	Underground storage tank records pertaining to a release detection system used and the manner in which detection is tested by the equipment manufacturer or installer must be maintained for 5 years; schedules of required calibration and maintenance provided by the release detection equipment manufacturer must be retained for 5 years from the date of installation; results of sampling, testing, or monitoring must be maintained for a minimum of 1 year; documentation of calibration, maintenance, and repair of release detection equipment must be maintained for a minimum of 1 year after service.  

	40 CFR 372.10
	R
	Retain toxic chemical release reports and supporting documentation for 3 years.

	40 CFR 403.12
	R
	Pretreatment facilities must maintain monitoring records and reports for a minimum of 3 years. 

	40 CFR 763.121
	R
	Retain records of employee exposure to asbestos for the duration of employment plus 30 years; retain employee asbestos training records for the duration of employment plus 1 year.

	41 CFR 105-71.142 
	R
	Retain grant and cooperative agreement records of the Federal Property Management Regulations System including all financial and programmatic records, supporting documents, and statistical records for 3 years after the closeout of the grant.

	44 CFR 13.42
	R
	Retain all financial and programmatic records, supporting documents, statistical records, and other records of grantees or subgrantees of Federal Emergency Management grants and cooperative agreements for 3 years from the start date of the retention period. When grant support is continued or renewed at annual or other intervals, the retention period for the records starts on the day the grantee or subgrantee submits to the awarding agency its single or last expenditure report for that period; if grant support is continued or renewed quarterly, the retention period starts on the day the grantee submits its expenditure report for the last quarter of the Federal fiscal year; if an expenditure report has been waived, the retention period starts on the day the report would have been due; in all other cases the retention period starts on the day the grantee submits its final expenditure report.

	47 CFR 80.405
	I
	Current maritime radio station licenses and the most recently expired license must be kept on site.
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	49 CFR 653.71 
	R
	Retain employee positive drug test results for a minimum of 5 years; retain records related to the collection of test data for a minimum of 2 years; retain negative test results for 1 year. 

	49 CFR 654.51
	R
	Retain employee alcohol test results indicating an alcohol concentration of 0.02 or greater, documentation of test refusals, equipment calibration documentation, and employee evaluation and referrals for a minimum of 5 years; retain records related to the collection of test data for a minimum of 2 years; retain records of test results less than 0.02 for a minimum of 1 year.

	CCP 336a
	I
	Within 6 years:

	
	
	· An action upon bonds, notes, or debentures issued by any corporation.

	
	
	· An action upon any mortgage, trust, deed, or other agreement pursuant to which such bonds, notes or debentures were issued.

	CCP 337
	I
	Within 4 years:

	
	
	· An action upon any contract, obligation or liability founded upon an instrument in writing.

	
	
	· An action to recover (1) upon a book account whether consisting of 1 or more entries; (2) upon an account stated based upon an account in writing, but the acknowledgment of the account stated need not be in writing; (3) a balance due upon a mutual, open and current account, the items of which are in writing.

	
	
	· An action based upon the rescission of a contract in writing.

	CCP 337.1
	I
	No action shall be brought to recover damages from any person performing or furnishing the design, specifications, surveying, planning, supervision or observation of construction or construction of an improvement to real property more than 4 years after the substantial completion of such improvement for any of the following:

	
	
	· Any patent deficiency in the design, specifications, surveying, planning, supervision or observation of construction or construction of an improvement to, or survey of, real property.

	
	
	· Injury to property, real or personal, arising out of any such patent deficiency.

	
	
	· Injury to the person or for wrongful death arising out of any such patent deficiency.

	CCP 337.15
	I
	No action may be brought to recover damages from any person, or the surety of a person, who develops real property or performs or furnishes the design, specifications, surveying, planning, supervision, testing, or observation of construction or construction of an improvement to real property more than 10 years after the substantial completion of the development or improvement for any of the following:

	
	
	· Any latent deficiency in the design, specification, surveying, planning, supervision, or observation of construction or construction of an improvement to, or survey of, real property.

	
	
	· Injury to property, real or personal, arising out of any such latent deficiency.

	CCP 337.2
	I
	Where a lease of real property is in writing, no action shall be brought more than 4 years after the breach of the lease and abandonment of the property, or more than 4 years after the termination of the right of the lessee to possession of the property, whichever is the earlier time.

	CCP 338
	I
	Within 3 years:

	
	
	· An action upon a liability created by statute, other than a penalty or forfeiture.

	
	
	· An action for trespass upon or injury to real property.

	
	
	· An action for taking, detaining, or injuring any goods or chattels, including actions for the specific recovery of personal property.

	
	
	· An action for relief on the ground of fraud or mistake.  

	
	
	· An action upon a bond of a public official except any cause of action based on fraud or embezzlement.

	
	
	· An action against a notary public on his or her bond or in his or her official capacity except that any cause of action based on malfeasance or misfeasance.

	
	
	· An action for slander of title to real property.
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	CCP 338 (continued)
	I
	Within 3 years:

	
	
	· An action commenced under the Porter-Cologne Water Quality Control Act.

	
	
	· An action challenging the validity of the levy upon a parcel of a special tax levied by a local agency on a per parcel basis. 

	
	
	· An action commenced under the Business and Professions Code 17536, Section 19 of Article I of the California Constitution, Health and Safety Code 39000, and Fish and Game Code 1603.1 or 5650.1. 

	CCP 338.1
	I
	An action for civil penalties or punitive damages authorized under Chapter 6.5 (commencing with Section 25100), Chapter 6.7 (commencing with Section 25280), or Chapter 6.8 (commencing with Section 25300) of Division 20 of the Health and Safety Code shall be commenced within 5 years after the discovery by the agency bringing the action of the facts constituting the grounds for commencing the action.

	CCP 339
	I
	Within 2 years:

	
	
	· An action upon a contract, obligation or liability not founded upon an instrument of writing.

	
	
	· An action against a sheriff or coroner upon a liability incurred by the doing of an act in an official capacity and in virtue of office, or by the omission of an official duty including the nonpayment of money collected in the enforcement of a judgment.

	
	
	· An action based upon the rescission of a contract not in writing.

	CCP 340
	I
	Within 1 year:

	
	
	· An action upon a statute for a penalty or forfeiture when the action is given to an individual, or to an individual and the state, except when the statute imposing it prescribes a different limitation.

	
	
	· An action upon a statute for a forfeiture or penalty to the people of this state.

	
	
	· An action for libel, slander, assault, battery, false imprisonment, seduction of a person below the age of legal consent, or for injury to or for the death of one caused by the wrongful act or neglect of another, or by a depositor against a bank for the payment of a forged or raised check, or a check that bears a forged or unauthorized endorsement, or against any person who boards or feeds an animal or fowl that  results in injury or death to the animal or fowl, or who engages in the practice of veterinary medicine resulting in injury or death to an animal or fowl.

	
	
	· An action against an officer to recover damages for the seizure of any property for a statutory forfeiture to the state, or for the detention of, or injury to property so seized, or for damages done to any person in making any such seizure.

	
	
	· An action by a good faith improver for relief under Chapter 10 (commencing with Section 871.1) of Title 10 of Part 2 of the Code of Civil Procedure.

	GC 11011.15
	I
	Department of General Services shall maintain a complete and accurate statewide inventory of all real property held by the state which shall be updated annually.

	GC 12946
	R
	Retain applications, personnel, membership, or employment referral records and files for a minimum of 2 years after the records and files are initially created or received; retain personnel files of applicants or terminated employees for a minimum of 2 years after the date the employment action taken.

	GC 24051
	R
	Retain annual inventories detailing all county- owned property for 5 years.

	GC 25105.5
	R
	Retain records of claims against the county and special districts for 5 years after final action on the claim.

	GC 25501.5
	R
	Retain requisitions received by the purchasing agent for 3 years.

	GC 26202.1
	R
	Retain unaccepted bids or proposals for the construction or installation of any building, structure, bridge, or highway or other public works for 5 years.

	GC 26907
	R
	Retain warrants or other documents issued as warrant vouchers, indexes, and warrant registers for 5 years.
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	GC 26907.1 
	R
	An auditor or ex officio auditor may destroy any county, school or special district bonds or coupons which have been paid or canceled after 5 years. 

	GC 27001
	R
	The treasurer may destroy certificates of the auditor after 5 years.

	GC 34090
	R
	With the approval of the legislative body by resolution and the written consent of the city attorney the head of a city department may destroy any city record, document, instrument, book or paper, under his charge, without making a copy thereof, after 2 years.

	GC 34090.6
	R
	The head of a department of a city, county, or city and county, public safety communications center, or the head of a special district, after 1 year, may destroy recordings of routine video monitoring, and after 100 days may destroy recordings of telephone and radio communications maintained by the department or the special district.  This destruction shall be approved by the legislative body and the written consent of the agency attorney shall be obtained.  In the event that the recordings are evidence in any claim filed or any pending litigation, they shall be preserved until pending litigation is resolved.

	GC 34090.7
	R
	Duplicates of city or county records less than 2 years old may be destroyed if they are no longer required.

	GC 54953.5
	R
	Any tape or film record of an open and public meeting made for whatever purpose by or at the direction of the local agency may be erased or destroyed 30 days after the taping or recording.

	GC 65583.1
	I
	Substantially rehabilitated housing with committed assistance from the city or county may have long-term affordability covenants and restrictions that require the unit to be available to, and occupied by, persons or families of low or very low income at affordable housing costs for at least 20 years. 

	GC 68152
	I 
	Trial court clerks may destroy court records when the following times have expired after final disposition of the case.

	
	
	· Retain capital felony case files permanently.

	
	
	· Retain felony case files for 75 years.

	
	
	· Retain civil action files and small claims case files for 10 years.

	
	
	· Retain search warrants for 10 years except if issued in connection with a capital felony, then retain permanently.

	
	
	· Retain misdemeanor case files for 5 years.

	
	
	· Retain infraction case files for 3 years.

	
	
	· Retain parking infraction case files for 2 years.

	
	
	· Retain juvenile criminal case files related to homicide or sex offenses until the subject reaches the age of 38. 

	
	
	· Retain case files concerning juveniles who have suffered, have a sibling who has suffered, or where there is substantial risk of suffering, physical, sexual, or emotional harm by parents or guardians until the subject reaches the age of 28. 

	
	
	· Retain case files concerning juveniles who have committed acts of truancy until the subject reaches the age of 21. 

	GC 81009
	I
	Retain original campaign statements of mayors, city council members, county supervisors, candidates for any of these offices, and committees supporting any officeholder or candidate indefinitely.

	HNC 1180.3
	R
	Retain incident investigation materials regarding licensed pilots for 10 years after the investigation is complete.

	HSC 19850
	R
	The building department of every city or county shall maintain an official copy of the plans of every building, during the life of the building, for which the department issued a building permit.

	HSC 25200.3
	R
	A generator of hazardous waste must maintain onsite for 5 years adequate records to demonstrate compliance with all applicable pretreatment standards and with all applicable industrial waste discharge requirements issued by the agency operating the publicly owned treatment works into which the wastes are discharged. 

	HSC 42705 
	R
	Any stationary source of air pollution must retain monitoring records for 2 years.
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	HSC 44019
	R
	Retain certificates of vehicular air pollution compliance for 3 years.

	IC 10508.5
	R
	Retain life insurance, life and disability insurance, and disability insurance materials for 5 years.

	LC 1174
	R
	Employers must retain payroll records showing the hours worked daily by and the wages paid to, and the number of piece-rate units earned by and any applicable piece rate paid to, employees for 2 years.

	LC 5500.5
	I
	Workers Compensation liability for occupational disease or cumulative injury claims extends 1 year after the claim is filed.

	LC 6429
	R
	Retain occupational safety and health investigation and inspection materials and citations for 7 years. 

	PC 832.5 
	R
	Retain complaints and reports or findings relating to complaints about peace officers for 5 years.

	PC 6126.3
	R
	The Inspector General must retain any papers or memoranda used to support a completed audit or investigation for 3 years after a report is released.

	PC 11106
	R
	The Attorney General shall keep reports of stolen, lost, found, pledged, or pawned property in any city or county; the Attorney General shall permanently keep all information reported to the Department of Justice as to pistols, revolvers, or other firearms capable of being concealed.

	SHC 128
	I
	Retain final construction plans and right-of-way record maps for all completed state highway projects located within the district.

	VC 1808
	I
	Abstracts of convictions and accident reports may be disclosed within 7 years of 2 point violations and within 3 years for accidents and all other violations.

	CA CDBG Manual, Chapter 7
	R
	Retain California Community Development Block Grant Program records for a minimum of 3 years after expiration of the contract and any amendments and upon completion and resolution of an audit and/or any litigation, whichever is later. 

	CA PUC Res. #A-4691
	R
	Public Utilities Commission Regulations to Govern the Preservation of Records of Water Utilities, Classes A, B, and C.

	
	
	· Accounting assignments, attachments, and garnishments may be discarded at the discretion of the facility.

	
	
	· Accounts receivable and supporting records must be retained for 7 years.

	
	
	· Customer service records must be retained for 5 years.

	
	
	· Equipment repair records must be retained for the life of the equipment.

	
	
	· Maintenance work and job orders must be retained for 6 years.

	
	
	· Water treatment records must be retained for 10 years.

	CCR §1175
	R
	Holders are required to retain all records pertaining to unclaimed property for a period of 7 years after such property is reported to the State Controller.

	CCR §14307
	R
	Retain records of occupational injury or illness for 5 years following the end of the year to which they relate.

	CCR §19141.6
	I
	Taxpayer's income or franchise tax liability to this state may be subject to adjustment, including all periods in which additional income or franchise taxes may be assessed, but not to exceed 8 years from the due date or extended due date of the return.

	NARUC 23.3a
	R
	Retain operator's daily logs and reports of operation in the transmission and distribution of water for 6 years. 

	SBCC 10-2.4
	R
	Retain building permit records and all other pertinent transactions of the building division permanently.

	SBCC 17-13
	R
	Retain operating records of solid waste and utilities for 4 years following the termination of any franchise, contract, or permit.

	SBMC 4.08.150
	R
	Retain transient occupancy tax records for 3 years.
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	SBMC 4.24.150
	R
	Retain utility services tax records for 3 years.

	SBMC 4.36.180
	R
	Retain parking and business improvement area tax records for 3 years.

	SBMC 4.52.040
	R
	Retain written quotations for contracts under $10,000.00 and open market orders for 1 year after the submission of quotes or the placing of orders. 

	SBMC 6.12.030
	I
	Animal control determines whether a dog is vicious based on whether or not the dog has bitten any person at any other time, the temper or ferocity of the dog at the time of the incident, the reputation of the dog in the community with regard to its temper and ferocity, its propensity to bite persons or animals without provocation, and its general menace to the public.

	1997 UFC, 103.3.4
	R
	The fire prevention bureau must retain a record of each inspection made showing the findings and disposition of each inspection for a minimum of 3 years. 


CA CDBG Manual=California Community Development Block Grant Manual; CA PUC Res. #A-4691=California Public Utilities Commission Resolution #A-4691; CCP= California Code of Civil Procedure; CCR=California Code of Regulations; CFR=Code of Federal Regulations; GC=California Government Code; HNC=California Harbors and Navigation Code; HSC=California Health and Safety Code; IC=California Insurance Code; LC=California Labor Code; NARUC=National Association of Regulatory Utility Commissioners; PC=California Penal Code; SBCC=Santa Barbara County Code; SBMC=Santa Barbara Municipal Code; SHC=California Streets and Highways Code; VC=California Vehicle Code; UFC=Uniform Fire Code

I=Information; R=Information that may be helpful in assigning retention periods
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