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PROGRAM STATEMENT  

The purpose of this program is to establish a District-wide policy and standard 
procedures for managing records according to the provisions of the Public Records Act and all 
other state and federal statutes and regulations which govern District records management 
practices, including: the systematic identification and disposal of records which have reached 
the end of the retention period specified on the retention schedule; transfer of historically 
valuable records to the District archives; removal of non-current records from active office 
storage; protection and security backup of records essential to District authority and operations; 
disaster preparedness; insurance of records systems integrity and accessibility; and effective 
compliance with public disclosure requirements.  

The District General Manager and/or designee (generally the Executive Assistant/District 
Secretary) are authorized by the Board of Directors to implement this Retention Policy. The 
General Manager and/or designee are further authorized to perform any and all acts to comply 
with the terms and intent of this policy. 

North Marin Water District records have: 

Administrative Value 

Records have administrative value as long as they provide information needed for 
current or future work. Generally, 80% of the references made to a record occur within one year 
from the date it is created. The administrative value of most records is exhausted within two 
years. However, a few records provide information about the District’s origin, organization, 
policies and functions and have long-term administrative value.  

Legal Value 

Records have legal value as long as they provide enforceable documentation of the 
District’s rights and obligations. Ordinances, resolutions, official court documents such as 
ordinances and resolutions, and contracts and agreements, are examples of records of primary 
legal value. Some records have permanent legal value. The legal value of other records, such 
as contracts and agreements, is limited by the time they remain in effect plus the statute of 
limitations on the District’s liability for the terms and conditions that they document. Thus, the 
standard retention period for contracts and agreements is termination plus six years.  

Fiscal Value 

Records have fiscal value as long as they provide information needed to track District 
finances and document its financial transactions. Examples of records with primary fiscal value 
include budgets, ledgers, periodic accounting reports, and vouchers. Fiscal records that also 
have legal or official value, such as primary copies of budgets, ledgers, and vouchers, have 
longer-term retention value than fiscal records with administrative value, such as periodic 
accounting reports.  

Research / Historical / Archival Value  

Some records have long-term research value because they provide significant 
documentation concerning the development of the District’s mission, policies, programs, and the 
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area(s) it serves through time. Once the District’s administrative, legal, and fiscal needs for such 
records have exhausted, they should be transferred to the District archives for long-term 
preservation.  

PURPOSE 

Since its establishment in 1948, the North Marin Water District (District) has maintained 
numerous documents and records, and, as the District has limited storage capacity, now desires 
to establish an efficient policy for retention of documents and destruction of specified 
documents. The District's Board of Directors has therefore passed a resolution establishing a 
policy for retention of documents and destruction of specified documents (Appendix 1 in 
Records Retention Manual). 

District Records 

A record includes any writing containing information relating to the conduct of the 
business prepared, owned, used or retained by the District regardless of physical form or 
characteristics. Government Code Section 7920.545 defines “writing” as any handwriting, 
typewriting, printing, photostating, photographing, photocopying, transmitting by electronic mail 
or facsimile, and every other means of recording upon any tangible thing any form of 
communication or representation, including letters, words, pictures, sounds, or symbols, or 
combinations thereof, and any record thereby created, regardless of the manner in which the 
record has been stored. 

Procedure 

As California Government Code §60200, et seq. authorizes the legislative body of a 
district to authorize the destruction of certain documents without retaining copies, and 
authorizes the destruction of documents not expressly required by law to be maintained, if 
conditions are complied with as specified in Government Code §60203, the Board of Directors 
of the District has adopted the following policy for retention of documents and destruction of 
specified documents: 

1. Retention Unless Authorized for Destruction   

All pertinent documents, papers, and records prepared by, received by or on file with the 
District shall be retained unless destroyed in accordance with this policy. Applicable pertinent 
documents, papers and records shall be determined by each Department Head as listed on the 
Retention Schedules (see Section II of Records Retention Manual). This policy will not apply to 
material with no retention value, i.e., material that does not need to be filed or that may be 
destroyed after a short retention. Material with no retention value includes document drafts, 
worksheets, telephone messages, blank forms, publications, and extra copies of documents 
created for convenience or public distribution. 

2. Retention of Specified Documents 

2.1. The following documents shall be retained indefinitely: 

 a. All documents, records and papers related to the formation of the District; 

b. All deeds, easements, and other documents, papers and records relating to or 
affecting the District's title to real property or plant;  

c. All resolutions of the Board of Directors; 

d. All approved minutes of the meetings of the Board of Directors; 

e. All records determined to be essential (see Glossary in Records Retention 
Manual for definition). 
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2.2 The following documents shall be retained for the period noted: 

 a. All documents, papers and records less than two (2) years old; 

b. All annual District audit reports less than ten (10) years old; 

c. All contracts, agreements and leases still in effect or within six (6) years since the 
date of their termination or expiration. 

3. Retention of Other Documents 

Documents not specially listed above will be retained as outlined in Retention Schedules 
in Section II of Records Retention Manual. 

4. Policy for Destruction 

If the retention period for a particular document has expired, a record may be destroyed 
in one of the following ways:  

a. If the record is sought to be destroyed without retaining a copy, the record shall 
be destroyed only after the preparation of a Request for Destruction of Records 
describing the document or documents to be destroyed, with the written approval 
of District's General Manager, and 

 The Executive Assistant/District Secretary shall retain all approved 
 Requests for Destruction of Records for a minimum of two years. 

b. If a record is proposed to be destroyed, but an electronic copy will be made 
and kept as set forth herein, a Request for Destruction of Records is not 
required. A record must be copied in a manner consistent with all of the 
conditions set forth in Government Code §60203. This section requires 
photographing, microphotographing, reproducing by electronically recorded video 
images on magnetic surfaces, recording in the electronic data processing 
system, recording on optical disc, or reproducing on film or by any other medium 
that is a trusted system does not permit additions, deletions, or changes to the 
original document and complies with certain minimum standards. The device 
used to reproduce the record, paper, or document must accurately reproduce the 
original in all details and not permit additions, deletions or changes to the original 
document images. The reproductions must be in conveniently accessible files 
and with provisions made for preserving, examining, and using the files. No 
record identified in Section 2.1 above may be destroyed in this manner. 

5. Authorized Copy Deemed to be Original 

Every reproduction prepared in accordance with Government Code §60203 shall be 
deemed to be an original record, and a transcript, exemplification, or certified copy of any 
reproduction shall be a transcript, exemplification, or certified copy, of the original. 

6. Responsibility of Carrying Out Policy 

 a. Each Department Head is responsible for the Records Destruction in their 
Department. 

 b. The Executive Assistant/District Secretary is designated as the Records 
Retention Manager and is responsible for the annual coordinating of records 
destruction on or about the first quarter of each fiscal year. 


