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Moraga-Orinda Fire Protection District
Records Retention Schedule
Resolution 14-12 Exhibit A

Record Title Retention

ADMINISTRATION
Accident Reports and Investigations CL + 2 yrs
Affirmative Action Files A + 4 yrs
Annual Reports A + 2 yrs
Easements P
Governmental Agency Agreements 2 yrs
Historical Files 2 yrs
Leases A + 4 yrs
Policies & Procedures S + 2 yrs
Press Releases CU + 2 yrs
Real Property Records P
Recorded Documents/Deeds P

BOARD MATTERS
Agendas 2 yrs
Board of Director's Audio Recordings CU + 3 mos
Claims by District 2 yrs
Claims Against District A + 2 yrs
Citizen Communications 3 yrs
Correspondence 3 yrs
Minutes P
Ordinances P
Petitions CU + 1 yr
Resolutions P
Speaker Cards CU + 2 yrs

ELECTION RECORDS
Candidate Statements 7 yrs
Election Results Financial 7 yrs
Nomination Records 7 yrs
Official Ballots 7 yrs
Roster of Voters 7 yrs
Sample Pamphlets 7 yrs
Statements General Correspondence 7 yrs

FAIR POLITICAL PRACTICES
Conflict of Interest 7 yrs
Disclosure-Losing Incumbent 7 yrs
Disclosure-Losing Non-Incumbent 5 yrs
Winning Candidates 7 yrs

FINANCE FILES
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Record Title Retention

Accounts Payable CU + 4 yrs
Audit - Annual P
Bank Statements AU + 5 yrs
Bid Files 5 yrs
Bid Lists CU + 4 yrs
Bond Records (Secured Instruments) Maturity + 4 yrs
Budget Files 4 yrs
Cancelled Checks CU + 4 yrs
Capital Assets Records A + 4 yrs
General Ledgers P
Insurance Certificates and Files P
Journal Entries AU + 2 yrs
Memorandum of Understanding P
Purchase Orders CU + 4 yrs
State Controller's Report 5 yrs
Surplus Property - Disposition CU + 4 yrs
Surplus - Sealed Bid Sales CU + 4 yrs
Surplus - Auctioned Items 2 yrs

Vehicle Maintenance Records 2 yrs
Vehicle Registration 2 yrs
Vendor Files S + 2 yrs
1099s 6 yrs

FIRE PREVENTION
Real Estate Permit/Tract Development Files P
Safety Inspections 2 yrs
Weed Abatement Violations 3 yrs
Zoning Violations P

HUMAN RESOURCES
Accident Reports CL + 2
Classifications and Appointments P
Employment Applications 3 yrs
Employee Benefits S + 2 yrs
Employee Time Records AU + 6 yrs
Hazardous Material Exposure 20 yrs
Job Analysis Studies 2 yrs
Labor Relations Personnel 2 yrs
Oaths of Office T + 6 yrs
OSHA Logs 6 yrs
Personnel Contracts A + 4 yrs
Personnel File T + 7 yrs
Retirement File DOD + 3
Safety - Certs/Designations CU + 2 yrs
Salary Studies 3 yrs
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Record Title Retention

Testing 1 yr
Training Records - Safety Personnel T + 7 yrs
Training Records Non-Safety Personnel CU + 7 yrs
Workers' Compensation Claims P

OPERATIONAL FILES
Fire Incident Reports 2 yrs
Hazardous Waste/Materials CU + 10 yrs
New Construction P
Patient Care Reports (PCRs) 7 yrs
Staff Reports 2 yrs
Street Files P

PAYROLL
Attendance Records 7 yrs
Employment Eligibility Verification (I-9)

3 yrs after the date of hire, or one 
year after the date employment 
ends, whichever is later

Medical & Dental Benefits 7 yrs
Payroll CU + 4 yrs
Payroll Tax Returns 4 yrs
Withholding Tax Statements (W-2) 6 yrs

Withholding Allowance Certificate (W-4 and DE 4) 6 yrs after expiration

Legend:
A = Active
AD = Adoption
AU = Year of Audit
CL = Closed/Completion
CU = Current Year
DOB = Date of Birth
DOD = Date of Death
E = Election Date
L = Life
P = Permanent
S = Supersede
T = Termination
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