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LOCAL AGENCY FORMATION COMMISSION
OF SANTA CRUZ COUNTY

RECORDS MANAGEMENT POLICY
Adopted on April 5, 2000 (Resolution No. 2000-2)
Last Revision on March 4, 2020 (Resolution No. 2020-05)

1. OVERVIEW
The purpose of this policy is to offer guidelines to staff regarding the retention of
Santa Cruz LAFCO files; provide for the identification, maintenance, and
safeguarding of Santa Cruz LAFCO records and the destruction of obsolete
documents in the normal course of business; ensure prompt and accurate retrieval
of records; and ensure compliance with legal and regulatory requirements.

2. COMPLIANCE
It is the policy of this Commission to retain Santa Cruz LAFCO documents and other
records in accordance with the retention schedule established in the attached table
(refer to Figure 1; page 3 of policy). The schedule is in compliance with the minimum
retention periods mandated by the California Government Code, the California Code
of Civil Procedure, the Code of Federal Regulations, the Secretary of State Local
Government Records Management Guidelines, and other legal authorities cited.

3. PROCEDURE
Government Code Section 56382 allows LAFCO to authorize the destruction of any
duplicate record which is older than two years as long as a copy is kept in some
reliable format. This policy documents the records management of the organization.
The following section outlines how LAFCO staff should determine if a document is
obsolete and subject to potential destruction.

3.1 Request for Destruction Form

A LAFCO staff member must complete and sign a “Request for Destruction of
Obsolete Records” form, listing the date and description of each document to be
destroyed. A sample form is attached to this policy as Figure 2; page 4 of policy).
The form must include the Executive Officer’s signature.

3.2 Approval of Form
After receiving the signed form from the Executive Officer, the Commission Clerk will
oversee the destruction of the obsolete documents.

3.3 Records Log

The Commission Clerk will permanently retain a master log of all destroyed obsolete
documents which includes the titles or brief descriptions of the purged files that were
destroyed, the method of destruction and the date of destruction.
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4. GENERAL GUIDELINES
The Commission Clerk shall be responsible for the administration of this policy and
shall follow the general guidelines outlined in this document. The following general
guidelines apply to all Santa Cruz LAFCO records.

4.1 Duplicate Records
The Commission may authorize the destruction of any duplicate records at any time
(Government Code Sections 26201; 60200).

4.2 Two-Year Threshold

Unless otherwise required by State or Federal law, the Commission may authorize
the destruction of any original document which is more than two (2) years old without
retaining a copy of the document as long as the retention and destruction of the
document complies with the retention schedule as set forth in this policy (Government
Code Sections 26202; 60201).

4.3 Significant Project Documents

In addition to the retention periods required under this policy, the Commission shall
retain original administrative, legal, fiscal, and/or historical records with continued
value (i.e. records for long-term transactions and/or special projects) until all matters
pertaining to such records are completely resolved or the time for appeals has
expired (Government Code Sections 14755; 34090).

4.4 Indestructible Files
Pursuant to Government Code Section 60201, the Commission shall not destroy any
of the following records:

a) Records relating to the formation change of organization or reorganization of the
Commission;

b) Ordinances and resolutions, unless they have been repealed or have become
invalid or otherwise unenforceable for five years;

c) Minutes of any meeting of the Commission;

d) Records relating to any pending claim, litigation, any settlement or other
disposition of litigation within the past two (2) years;

e) Records that are the subject of any pending request for records under the
California Public Records Act, whether or not the record is exempt from
disclosure, until the request has been granted or two (2) years after the request
has been denied by the Commission;

f) Records relating to any non-discharged debt of the Commission;

g) Records relating to the title to real property in which the Commission has an
interest;

h) Records relating to any nondischarged contract to which the Commission is a
party;

i) Records that have not fulfilled the administrative, fiscal, or legal purpose for which
they were created or received;

J) Records less than seven (7) years old that specify the amount of compensation
or expense reimbursement paid to Commission employees, officers, retired
annuitant, or independent contractors.
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Figure 1 — Records Retention Schedule
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Figure 2 — Request for Destruction Form
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