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Policy Statement: The purpose of this policy is to ensure that necessary records and documents
are adequately protected, maintained, and are destroyed at the appropriate time when no longer
needed or of no value. Records retention policies apply to all records, regardless of format, i.e,
paper, electronic or other media. Individuals responsible for the retention of records are also
responsible for the destruction of records following the retention period. Documents should be
destroyed in a manner that ensures that all sensitive or confidential material can no longer be read
or interpreted. This means that paper documents shredded, and electronic documents deleted.

Scope: This policy applies to all records generated throughout ASC’s operations, including both
originals and reproductions. It also applies to records stored on paper, computer, or other media.
This policy applies to all departments and offices, all financial records and all ASC employees
who create and receive or maintain such records in the course of ASC business.

Procedures:

Destroying Records. Records are ready for destruction if they have met the required retention
period as defined by the Records Retention Schedule (Appendix 1), and they are not subject to a
hold due to litigation, administrative action, audit or investigation. The destruction date is
determined at the time the records are transferred to storage and is calculated according to the
Records Retention Schedule.

Authority to Destroy Records. Each department or division that retains records shall designate an
archivist, who will be responsible for records maintenance. Prior to the destruction date, the
archivist will send a list of the records to be destroyed to the department’s manager/director for
approval.

Ownership & Confidentiality. All ASC records are the property of the ASC and do not belong to
those who create such records. No employee has any personal or property right to these records,
including those records that the employee helped develop or compile, and no employee may
remove or copy such records for personal use. ASC records are available exclusively to the Board
of Directors, officers and staff of the ASC who have need of the records in the performance of
their work for the ASC. Many records contain information that is confidential and exempt from
public disclosure and therefore, the records require special handling. Such confidential records
must be destroyed by shredding.
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Appendix A: Records Retention Schedule
DOCUMENT ..ottt et sttt e RETENTION PERIOD
ADMINISTRATIVE
Contracts, COTPOTALE ......cccuveeeieiieeiieeereeerieeeereeenaeeessreeerreesreeessseees 4 fiscal years after termination
LBaSES ettt ettt ettt ettt e eb e e b eabaens 4 fiscal years after termination
Project AGIEEMENLS........eieeiieeeiieeieeeetee et ettt e e eree e eree e s e e aeeeeareeeas 3 years after termination
ACCOUNTING
AUAIE REPOTES ..ttt ettt ettt e e te e e ateesbeessbeenseesnaeenseennnas Permanent
Financial REPOTTING.........ccoiuiiiiiiieeiie ettt etee e vee s e e sb e e sveeeaaeeens 4 fiscal years
GENETAL LEA@OT.....couiieiiieiieeie ettt ettt ettt e e e seesaaeenne 4 fiscal years
JOUINAL ENIIES ..eiiiiiiieiiiieciie ettt e et e e et e e saeeesasee e sseeenseeens 4 fiscal years
ACCOUNTS PAYABLE
Payments for Goods & Services w/Supporting Documents ............c.cccveereeeriienveennens 4 fiscal years
PUIChASE OTAETS ..oveeieeeiiieciie ettt ettt e e e e et e e saveeesaseeeesseeenseeens 4 fiscal years
o0 ettt e ettt nbe e enes 4 years after final payment
L0ttt e et e e et e e et e e e aaeeebeeenbeeeenreeenreas 6 calendar years
ACCOUNTS RECEIVABLE
Accounts Receivable Reconciliation .............coccueecvierieeiiienieeiieie e 4 fiscal years
Collection/Collection EffOrtS..........cccciiiiiiiieiiiieciieeciee ettt 4 fiscal years
Invoices W/SUpporting DOCUMENLS ........cc.eevuiiiriieiiieiienieeieeete ettt seve e 4 fiscal years
BANKING & FINANCE
Bank ReCONCIIAtION........ccoiiiiiiiiieciie ettt e e e e aeeeaaeeens 4 fiscal years
Bond Records.........coceviinieiiiniiniiienieceieeeeeeen 5 years after the maturity of the financing
CanCeled CRECKS ......cccviiiiie et e e et e e s e e sabaeesnaeeennseeennns 4 fiscal years
CRECK REZISETS ...ouvieiiieiieeiieeiie ettt ettt ettt et st e e b e saeenseesaaeenne 4 fiscal years
Credit Card RecONCIIAtION ......ueeeiiiieiiicciieeciie ettt e e e e e e 4 fiscal years
INVEStMENE FIlES ....eouiiiiiiiiiiiciieie ettt 4 fiscal years
FEDERAL, STATE & CITY FILING
E-WaSte FIIINE ...ooooiiiieeiiiece ettt et e e et e sve e e sase e e nseeenseeens 6 fiscal years
Escheatment FIlINg.........ccocuiiiiiiiiiiieieciee ettt e 6 fiscal years
Federal & State Tax REtUIMNS.......ccccviiiiiiieiie et 6 fiscal years
PAYTOLL TAXES ..vvevvieiieeiiieiie ettt ettt et et e et e st e e bt e s saeenseessaeenbeesnneenseens 6 fiscal years
PTrOPETLY TAXES ..vvieeuiiieeiieeciie ettt e ettt e et e e et eeetaeesteeeesbeeesnseeessseeensseesnnseeans 6 fiscal years
SALES & USE TAX..cuvieiiieiieeiieeiieeiie ettt ettt et e et e e bt e e beesaeesabeebeeenseesaesnseenseennnas 6 fiscal years
AL Other TaX TtOIMS ...cuviieiiieeeiie ettt ettt e e e et e e s v e e saeeesnseeessseeenseeens 6 fiscal years

FIXED ASSETS
DiSPOSEd FIXEA ASSELS ...cuveeueiriieiiiieeiiesteete ettt sttt 4 fiscal years
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GRANTS & CONTRACTS
Grant Close-out File........ccooiviiiiiiiiieiecciecee e 3 years unless specified by grant
HUMAN RESOURCES
American with Disabilities Act Claims ..........cccceevieriiiinieniiieienieeee e 3 years after separation
Disability Separation..........cccccecuveeeiieeiiieeiee e 5 years after separation
Disability Separation, Permanent Disability..........ccccoceeviriiiniininiiniiicieneeeeseees Permanent
EEOC, DFEH Charge of Discrimination.............cccueeeeueeeeerieencveeeeveeeevee e 3 years after separation
Employment Applications/Resumes (Solicited)..........ccceeeveerirennnenne 4 years from the date of hiring
Grievance, Litigation or Complaints (Informal & Formal)........ 10 years after resolution of matter
Health Insurance Portability & Accountability Act (HIPAA).......cccoveiieiiiniieieeeee, 6 years
I-9 FOrms.....vvveeiiieiieeceeee e 1 year after separation or 3 years, whichever is later
Injury Illness & Prevention Plan (IIPP) .........cccioiiiiiiiiiiiiieeeee e 1 year
Leave Law RECOTAS. ...cccuiiiiiiieeiieecee ettt ettt e e e e e e saaeeeenseeenneas 4 years
OSHA LOE ittt ettt e et e sttt e sttt e st e e sabteesabeeeenbeeesabeeenneeens 5 years
Personnel Files, Voluntary Resignation, Retirement & Temporary Employment..... 4 years after separation
W FOTINS ..ttt ettt e et e ettt e et e e et e e sabt e e sabteesnbeeeeabeeeabeesnseesnseas 4 years
Whistleblower Documentation ............ccceeeeveeeeveeeneeennnenn. 7 years after conclusion of investigation
Workers Comp Documents............cceccveerurennnne. 5 years after date of injury and 2 years after close
OPERATIONAL DEPARTMENT
Daily Cash RECEIPLS....c.uvieiiiiieiiieciie ettt ettt ettt e e st e e sae e e sase e e sbeeenaeeens 4 fiscal years
Daily Sales REPOTT .....ccuiiiiiiiiieiii ettt ettt et e s ae e e saneese 4 fiscal years
INVENTOTY REPOTLS....eeieiiiieiiieeeiie ettt e e et e st e e e e e e saaeeesnseeeesseeenseeens 4 fiscal years
Inventory Receiving REPOTS ........ccuiiiiieiiiiiiiiiiecieeiteee ettt 4 fiscal years
Inventory Shipping TiCKETS......c.uiiiiiieeiieeiie ettt 4 fiscal years
PAYROLL
Leave Accrual & Usage Records..........occuieiieiiieiiieiieeiieiie e 4 calendar years
Payroll Adjustment Notice & Salary Garnishment............ccccccceeeveieeniieeniiecnieeenne 4 calendar years
Records of Hours Worked ..........oooiieiiiiiiiiiiiieeceeteeee e 4 calendar years

Y o ettt et e et e e b e e et ae e e aae e e aa e e e bt e e abaeeenbeeeanaeeennneeennns 6 calendar years



