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1.11 DOCUMENT RETENTION AND DESTRUCTION POLICY 
 

A. Document Retention 
 
Except as otherwise provided herein, and subject to the conditions contained in this 
policy, all original records and documents maintained by LAFCO will be retained for a 
period of five (5) years.  A true copy of all documents shall be kept in a safe and separate 
place for security purposes. 
 
As used in this policy, the term “record” (or “record of proceedings”) is defined to mean 
documents that show decisions or actions taken by the Commission in fulfillment of its 
statutory responsibilities.  Records maintained by the Commission include the following: 
Records of proceedings (LAFCO application, petition or other initiating documents; 
statement of property valuation; statement of tax rate area assignment; indemnification 
and agreements to pay; Certificates of Filing and Completion; copies of public hearing 
notice; environmental review documents prepared for purposes of complying with the 
California Environmental Quality Act ("CEQA"); plan for service; map and legal 
description; staff reports; impartial analysis; order for change of organization/ 
reorganization; documentation of election and results; Statement of Boundary Change; 
State Board of Equalization acknowledgement letter, LAFCO meeting minutes, 
Municipal Service Reviews) ; and Administrative/Financial documents (budgets, 
accounts payable, accounts receivable, audits, invoices, ledgers, registers, Commissioner 
reimbursements, Commissioner policies and procedures, agreements, contracts, leases, 
purchase orders, requisitions, recruitment/selection/resumes, claims). 
 

B. Limited Exceptions to Five Year Retention Period 
 
Original statements of economic interest (Form 700) will be retained by the Commission 
for a period of seven (7) years.  Environmental review documents that are prepared by a 
lead agency other than LAFCO (i.e., Environmental Impact Reports and other CEQA 
documents that are approved or adopted by LAFCO but are not prepared by LAFCO as 
the lead agency for the project), will be retained by the Commission for a period of two 
(2) years.  Environmental review and CEQA documents prepared by LAFCO as the lead 
agency for the environmental review of the project will be retained for a period of (5) five 
years. 
 

C. Destruction Authorized Following Required Retention Period 
 
At the conclusion of the applicable required retention period, the Executive Officer is 
authorized to destroy records as needed, provided that a photographic or electronic copy 
of the original record is first made and preserved in the manner specified in Government 
Code section 56382.  The reproductions must be made as accessible for public reference 
as the original records were.   


