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The purpose of this document is to clarify and provide explanations concerning the proposed County 
Records Management Policy (Policy). This document will be updated as needed and posted with the 
Policy in the IntraOC County Policy Library.  
 
General Questions 
 
1.  When is this policy effective?  

Effective Date: December 1, 2017 
 
The time between Board approval on September 26, 2017, and the effective date will allow for 
department education and training. 

 
2.  Why now?  

The County last updated its Records Retention Schedule for Standard Administrative Records 
in 1999, so it is in need of updating. Records retention schedules must be reviewed and 
updated periodically to reflect new records and recordkeeping requirements. Updated records 
retention schedules provide departments with an effective tool to manage the creation, 
capture, storage and disposition of records.  
 
Additionally, the recent California Supreme Court opinion in City of San Jose v. Superior Court 
(March 2, 2017), necessitated the development of a new County policy regarding the use of 
private devices and accounts for public business. The new policy, Restrictions on Use of Private 
Devices and Accounts for County Business Policy, and the consequent need to align the 
County’s records retention schedule and the overall records management policy with this new 
policy provide other reasons for addressing this issue now.  
 

3.  What is the difference between 16C and a departmental records retention schedule?  
16C contains official records commonly maintained by all County departments and that are not 
separately governed by laws that are specifically applicable to that department’s unique 
documents. A departmental records retention schedule contains official records unique to that 
department and governed by specifically applicable laws.  
 

4.  What happens if there are records not identified on 16C?  
If the record(s) is determined to be a Countywide record, then the County Executive Office 
(CEO) may revise 16C to include it. Or, if the record(s) is specific to a department, then it can 
be incorporated into the appropriate departmental records schedule. Updates to both types of 
records retention schedules must be approved by the Board of Supervisors.   
 

5.  Anticipated impacts of Policy implementation? 
Emails 
All emails must be deleted from the department’s email servers two years and one day after 
sent/receipt.  Emails that are subject to longer retention periods, as determined by the content 
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of the message, must be retained in on-site locations (e.g. computer networks and/or 
applications) and destroyed per applicable records retention schedules.   
 
PST files are acceptable only if they contain emails that are subject to more than two years 
retention and they are not stored on the email server.  
 
Text Messages  
Text messages on County-issued devices shall only be used for transitory records, unless 
otherwise expressly exempt by a department head or designee.   
 
16C 
Seven new items were added: 

10 - Intellectual Property 
17 - Public Records Act Requests 
19 - Recordings of Phone and Radio Communications 
21 - Routine Video Monitoring 
24 - Training Records 
25 - Tuition Reimbursements 
26 - Volunteer/Intern Files 

Please see Attachment E - Crosswalk included in ASR 17-000875 for more information. 
  

6.  Will training be provided? 
County Counsel and CEO will provide policy training for department Custodians of Record 
(CORs), who in turn will train their department custodians. After the initial training, periodic 
training updates will be provided.  
 

7.  Are departments required to update their departmental records retention schedules?  
As with 16C, departmental records schedules must be reviewed and updated periodically to 
reflect new records and recordkeeping requirements created by new laws, regulations, 
programs and reporting requirements. Departments should continue to update their records 
retention schedules as needed. 

 
Policy Questions 
 
8.  What are the related County’s policies? 

a. eDiscovery Policy 
b. Legal Hold Policy 
c. Media Contact, PRA and Public Event Notification 
d. Restrictions on use of private devices and accounts for County business 
Click here to access these policies in the County Policy Library 
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9.  How does retention differ between an official and a transitory record? 
Official records are subject to retention under records retention laws or regulations. Once an 
official record’s retention period ends, it may be destroyed, unless otherwise subject to a 
pending PRA request or legal hold. Transitory records do not have retention periods and may 
be destroyed at any time, subject to a legal hold or PRA request.  

 
10.  What are some examples of transitory records? 

Examples of transitory records may include, but are not limited to: 
a. Preliminary drafts such as documents that have not been finalized  
b. Working notes such as notes written or typed from a meeting that have not been 

finalized 
c. Memoranda not kept in the ordinary course of business such as invites/flyers to a 

birthday/celebration lunch 
 
11. What is the difference between an official record and a public record? 

Official records are subject to retention under records retention laws or regulations. Public records 
include any writing that relates in some substantive way to the conduct of the public’s business.  
Official records may be public records but they are also subject to records retention laws and 
regulations.  

 
12.  What are on-site records versus off-site records? 

Off-site records are those that still require retention, but which are no longer needed for 
frequent reference and which have been transferred to off-site storage until such time as they 
are scheduled for destruction. Many categories of records can be transferred to offsite storage 
and, after the established retention period, may be subsequently destroyed.     

 
On-site records are those housed in a custodian’s workplace environment. The on-site records 
can be paper and/or electronic format and located in filing cabinets and various electronic 
mediums such as share drive, Intranet and applications like OnBase, Expediter, CAPS, etc.  

 
13.  How many records are at the Records Center? 

 There are 45,582 boxes at the Records Center and capacity is 47,300. 
 On average, there are about 3,700 boxes sent to the Records Center each year and 4,000 

are destroyed. 
 

14.  How many records are at the County Archives? 
 There are 445,500 items in the archives.  Of that, there are over 3,600 records storage 

boxes. 
 
15.  Who can I contact with questions about my departmental records retention schedule? 

Please contact your department COR with questions regarding records. The County Records 
Center staff may also be able to help provide additional contacts if needed. 
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16.  Why do all of the records retention ASRs go through OC Public Works? 

OC Public Works is responsible for the Records Center and, as such, is the designated coordinator 
for records retention schedules.  

 
17.  What type of emails can I delete? 

Email retention is determined by the content of the message. If the email is considered a transitory 
record, it may be deleted at any time unless it is subject to a PRA request or legal hold prior to 
deletion.  Emails housed on the County’s email servers will automatically be deleted after two 
years and one day.  

 
18.  Since departments are going to set their email servers to automatically delete emails two 
years and one day after sent/receipt, where should I store emails that are subject to longer 
retention? 

Such emails should be retained in on-site locations such as a share drive, OC Intranet or an 
application like OnBase, Expediter, CAPS, etc. 

 
19.  How many emails does the County receive per month?  

In May 2017, the County received about 9 million emails. About half of those emails were 
malicious in nature and were blocked or quarantined automatically by the County’s system. 

 
16C Questions: 
 
20.  What are the changes from 16B to 16C? 

Please see Attachment E - Crosswalk included in ASR 17-000875. 
 
21.  Some of the records listed in 16C are also listed on my departmental records retention 
schedule but the retention and disposition are different, so which one should I follow?  

Please follow your departmental records retention schedule.  
 
22.  For Item No. 1, what constitutes a record listed as “Supporting Documentation Only?”  

These are records that were not submitted to Auditor-Controller and which, as the name 
implies, are for supporting documentation only. 
 

23.  For Item No. 6, what are examples of Data Input Documents?  
An example of a data input document would be a record, such as a completed form, which a 
custodian would use to obtain information which is then entered into a database.  
 

24.  Can you please provide more clarification on the note in the footer of 16C? 
When records are subject to a legal hold or PRA request, the normal retention and disposition 
of those records does not apply until the legal hold or PRA request is closed.  For example, if 
there was a PRA request seeking appointment calendars from September 1, 2015, to the 
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present, and the retention schedule states that the record may be destroyed after 2 years, the 
record cannot be destroyed on September 2, 2017, unless the PRA has been resolved.  

25.  What happens if records are inadvertently destroyed before their disposition period? 
It depends on the type of record and the particular case surrounding its destruction.  

 
26.  For Item No. 17, do we need to keep the attachments to the responses to PRA requests (e.g. 
I have 50 documents attached to the response, are those documents subject to retention as well)? 

Yes, those are considered responsive records so they need to be retained for a minimum of 2 
years.  

 
 
For additional questions, please contact: 
 
Annie Loo, Deputy County Counsel, (714) 834-2340 
Linh Ly, Administrative Services Manager, County Executive Office, (714) 834-7036 


