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Umatilla County Special Library District 
Retention Schedule 
 
Division 150 
COUNTY AND SPECIAL DISTRICT RETENTION SCHEDULE 
 
166-150-0005 
Administrative Records – 10/29/2019 
 
Record Minimum Retention 
Activity and Room Scheduling Records: Records documenting 
scheduling and reservations related to public participation and use of 
various agency activities, events, classes and facilities. Includes 
schedules, logs, lists, requests, and similar records.  

1 year 

Activity Reports, General: Daily, weekly, monthly, or similar reports 
documenting the activities of employees. Useful for compiling annual 
reports, planning and budgeting, monitoring work progress and other 
purposes. Usually tracks type of activity, employees and/or volunteers 
involved, time spent on activity, work completed, and related 
information in narrative or statistical form. 

2 years 

Advertising and Promotion Records (Non-State Fair): Series is used to 
prepare and produce promotional materials, and to document 
promotions, advertising campaigns, marketing initiatives and public 
relations efforts. Records may include event programs and schedules, 
passes, newsletters, news clippings, paste-ups, drawings, copies of ads, 
photographs, slides, videotapes, sound recordings, story scripts, posters, 
brochures, flyers, and correspondence. 

2 years 

Annual Reports: Reports documenting the program or primary 
functional activities and accomplishments of the office for the previous 
year. These are often compiled from monthly, quarterly, or other 
subsidiary activity reports. Usually includes statistics, narratives, graphs, 
diagrams, and similar information. 

Permanent 

Audit Records, Internal: Records document the examination of the 
agency's fiscal condition, internal control, and compliance policies and 
procedures. Records may also document performance or other 
financially related audits by agency or contracted auditors. Records may 
include audit reports, supporting documentation, comments, and 
correspondence. ( 

10 years 

Calendars and Scheduling Records: Records document planning, 
scheduling, and similar actions related to meetings, appointments, trips, 
visits and other activities. Includes calendars, appointment books, notes, 
telephone messages, diaries, and similar records, regardless of format. 
Depending on content, some telephone messages and similar records 
may merit inclusion in related program or project files. This applies to 
records that contain significant information that is not summarized or 
otherwise included in reports or similar documents. Calendar and 
Scheduling information recorded in a personal day planner or personal 
electronic device may be a public record under ORS Chapter 192.  

1 year 

Citizen Awards: Awards presented by the agency to honor volunteers 
for civic contributions. May include award nominations, award 
certificates, presentation or ceremony records and photographs, lists of 
past recipients, and related records. Some records in this series may 
have historic value. For appraisal assistance contact the Oregon State 
Archives. 

6 years 
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Communication Logs: Logs document communications made or 
received through a variety of electronic devices, including but not 
limited to telephone, smart phone, facsimile (fax), radio, computer-aided 
dispatch, pager, and teletype, AND are not otherwise specified in this 
general records retention schedule (OAR 166 Division 150). Logged 
information may include time, date and disposition of communication, 
name of caller, number called or received, and action taken. SEE ALSO 
Correspondence in this section. 

1 year 

Contracts, Leases, and Agreements*: Documents the duly executed and 
binding contractual agreements between the agency and other parties. 
May include contracts, exhibits, bid documents, change orders, 
proposals, and significant related correspondence. Types of contracts 
include purchase of equipment and supplies, interagency, personal 
service, capital construction (documenting building construction, 
alterations, or repair), grant funding, and others. Information in contracts 
usually includes contract number, certificate of required insurance, 
dates, terms, parties involved, period covered, and signatures. 

Minimum retention: (a) 
Construction contract 
records: 10 years after 
substantial completion, 
as defined by ORS 
12.135(3) (b) Collective 
bargaining con-tract 
records: Permanent (c) 
Other contracts, leases 
and agreements: 6 
years after expiration) 
Caution: Agencies who 
enter into contracts 
with the federal 
government must 
ensure that their 
contracts and 
agreements meet 
federal requirements 
specified in the Code of 
Federal Regulations. 

 Correspondence: Records that: 1. document communications created or 
received by an agency AND 2. directly relate to an agency program or 
agency administration AND 3. are not otherwise specified in the County 
and Special District General Records Retention Schedule (OAR 166-150) 
or in ORS 192.170. Records may include but are not limited to letters, 
memoranda, notes and electronic messages that communicate formal 
approvals, directions for action, and information about contracts, 
purchases, grants, personnel and particular projects or programs.  

Disposition: File with 
the associated program 
or administrative 
records. Retentions for 
county and special 
district records are 
found in the County 
and Special District 
General Records 
Retention Schedule. 
Communications not 
meeting the above 
criteria do not need to 
be filed and may be 
retained as needed. 

Fax Reports: Records document facsimile transactions of the agency. 
Reports may also be used for billing purposes. Information includes date 
and time fax transmitted or received and recipient/sender's fax number.  

Minimum retention: (a) 
Retain if used for 
billing: 3 years (b) 
Retain all other reports: 
1 year 

Intergovernmental Agreements*: Agreements entered in-to by the 
agency with the state, school districts, service districts, cities, or other 
governmental units. Often refers to consolidating departments, jointly 
providing administrative officers, and sharing facilities or equipment. 
Major agreements usually set funding responsibilities, fee 
apportionment, duration of agreement, rights to terminate agreement, 
and transfers of property, personnel, and employment benefits. Also 
includes intergovernmental agreements for common services, 
equipment, maintenance, etc.  

Minimum retention: (a) 
Significant and historic 
agreements: Permanent 
(b) Other agreements: 
6 years after expiration 
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Key and Keycard Records*: Records document the issuance of keys and 
keycards to staff to enable access to buildings and sites. Records may 
include but are not limited to key inventories, key issue forms, key 
replacement records, and key disposal records.  

Minimum retention: (a) 
Retain access and entry 
logs 3 years (b) Retain 
other records 2 years 
after key is turned in 

Legislative Tracking Records: Series used to monitor legislation that may 
have an impact on an agency's current operations or policies. Records 
include concept statements, proposals, bill logs, fiscal/organizational 
impact analysis papers, copies of bills, testimony summaries, committee 
reports, agendas, and correspondence. 

2 years 

Lobbyist Records: Records document lobbyist and lobbyist employer 
activities and are used to report to these activities to the Oregon 
Government Ethics Commission. Records may include but are not 
limited to expenditure reports, registration statements, termination 
records, guidelines, and correspondence.  

 Retain expenditure 
reports 4 years  
 
Retain all other records 
5 years after last 
activity 

Mailing Lists: Lists compiled to facilitate billing, community outreach, 
and other functions of the agency. Information usually includes name of 
individual or group, address, name and title of contact person, phone 
number, comments, and similar data.  

Until superseded or 
obsolete 

Meeting Records, Governing Body*: Records documenting the 
proceedings of any regularly scheduled, special, executive session, or 
emergency meeting of any governing body, as described in Oregon's 
Public Meetings Law (ORS 192.610 to 192.710), that is under agency 
jurisdiction. These typically consist of boards, commissions, advisory 
councils, task forces, and similar groups. Records may include minutes, 
agendas, exhibits, resolutions, staff reports, indexes, meeting packets, 
tape recordings, and related documentation and correspondence. SEE 
ALSO Meeting Records, Staff and Meeting Records, in this section and 
Board, Commission, and Committee in the County Court and 
Commissioners Records section.  

Minimum retention: (a) 
Minutes, agendas, 
resolutions, indexes, 
and exhibits (not 
retained permanently 
elsewhere in county 
records): Permanent 
(b) Retain executive 
session minutes: 10 
years (c) Audio or 
visual recordings: 1 year 
after minutes prepared 
and approved (d) 
Other records and 
exhibits not pertinent 
to minutes: 5 years 

Meeting Records, Staff: Records documenting meetings within 
government which are not subject to Oregon's Public Meetings Law 
(ORS 192.610 to 192.710). These routine staff meetings deal with tasks 
and actions within existing policies and procedures. Records may 
include minutes, notes, reports, and related items. Some records may 
merit inclusion in other record series with longer retention periods if the 
subject matter of the meeting adds significant information to that 
series.  

2 years 

Mitigation Program Records*: Records document the establishment and 
maintenance of the agency mitigation programs, plans, and procedures. 
Records may include mitigation plans and strategies, policies, 
procedures, seismic surveys and structural upgrade records of agency 
facilities, project reports, hazard mitigation grant records, and related 
documentation, which may include capital improvement records. SEE 
ALSO the Emergency Management section. 

Minimum retention: (a) 
Adopted plans: 
Permanent (b) Other 
records: for the life of 
the structure 

News/Press Releases: Prepared statements, announcements, news 
conference transcripts, and similar records issued to the news media. 
Subjects include the adoption of new programs, termination of old 
programs, policy shifts, changes in the status of elected officials or 
senior administrative personnel, and others. Also may include news 
releases announcing routine events or actions carried out within the 
scope of existing policies.  

Minimum retention: (a) 
Policy and historic 
news/press releases: 
Permanent (b) Routine 
news/press releases: 2 
years 
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Notary Public Log Books: Records documenting notarial transactions 
completed by a notary public and employed by a government agency. 
Agencies may retain logbooks by agreement with the notary after their 
separation from employment. Agencies retaining notary public log 
books without notary agreements should consult their legal counsel 
and/or the Secretary of State, Corporation Division for retention 
instruction.  

7 years after date of 
commission expiration 

Organizational Records: Records documenting the arrangement and 
administrative structure of an agency. Includes charts, statements, 
studies, and similar records. May also include studies to determine the 
merit and feasibility of reorganization plans, as well as other major 
studies related to the administrative hierarchy. 

2 years after 
superseded 

Passport Transmittal Records: Records document the processing of 
passport applications. May include but is not limited to calendars, copies 
of transmittals sent to the United States Passport Office. Information 
includes daily and weekly totals of passports processed, applicants' 
names, amount paid, and departure date. 

1 year 

Permit and License Records, Agency-Issued*: Records documenting 
agency review, background investigations, recommendations and other 
actions related to permits and licenses issued for various activities not 
specified elsewhere in this general schedule. Permits may include but 
are not limited to those for taxi cab drivers, dances, parades, rocket 
launching, second hand dealers, alarm system dealers, liquor licenses, 
keeping livestock, and solicitors. Usually includes applications, 
background investigation reports, permits, licenses, and related records. 
(If a specific permitting function is included in another records series 
under a program or functional area such as public works or law 
enforcement in this general schedule, the retention period specified in 
that program or functional area supersedes the retention period listed in 
this series.) 

Minimum retention: (a) 
Retain fee permits of 
license records: 3 years 
after expiration, 
revocation, or denial 
(b) Retain free permits 
or license records: 2 
years after expiration, 
revocation, or denial 

Planning Records: Series documents long-range plans and the 
development of an agency's mission statement and work objectives. 
Records include strategic plans, mission statements, preliminary drafts, 
work notes, and related correspondence. 

Minimum retention: (a) 
Mission Statements and 
plans: 20 years (b) 
Other records: 5 years 

olicy and Procedure Guidelines and Manuals*: Written instructions, rules, 
and guidelines in manual form documenting current and past authorized 
agency policies and procedures. Used for new employee orientation and 
for ongoing reference. Also useful in establishing past policies or 
procedures in liability cases, personnel disputes, and other instances. 
Includes manuals documenting the procedures of departments with 
higher risk or exposure to liability such as police, fire, emergency 
medical services, public works, etc. This series also includes routine 
documentation and basic clerical instructional procedures covering such 
subjects as formatting letters, data entry, telephone etiquette, and 
others. Information often includes policy and procedure numbers, 
revision dates, subject identification, narrative description, authorization 
information, and effective date. The minimum retention periods refer 
only to agency-generated manuals. Manuals from other sources should 
be retained as needed or as mandated by a specific regulating body 
(federal or state agency, etc.), usually until superseded or obsolete. SEE 
ALSO Technical Manuals, Specifications, and Warranties in the Public 
Works-Operations and Maintenance section for published technical 
manuals and related materials. 

Minimum retention: (a) 
Routine clerical 
manuals: 2 years after 
superseded or obsolete 
(b) Manuals relating to 
specific construction 
and/or engineering 
projects: 10 years after 
substantial completion, 
as defined by ORS 
12.135(3) (c) One copy 
of all other manuals: 
Permanent 
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Policy Statements and Directives*: Series documents review, 
assessment, development, and authorization of an agency's formal 
policies and procedures that have been approved by a governing body. 
Records may include authorizing bulletins and advisories, mission and 
goal statements, manuals, and final policy statements and directives. 
Information often includes policy and procedure numbers, revision 
dates, subject identification, narrative description, authorization 
information, and effective date. SEE ALSO Policy and Procedure 
Guidelines and Manuals in this section.  

20 years after 
superseded or obsolete 

Polygraph Examiners Licensing Records: Documents statutory 
requirement that each polygraph examiner shall register with the County 
Clerk and that the Clerk shall maintain a list of examiners. Includes name 
of examiner and business address.  

60 years 

Postal Records: Records documenting transactions with the U.S. Postal 
Service and private carriers. Includes postage meter records, receipts for 
registered and certified mail, insured mail, special delivery receipts and 
forms, loss reports, and related items.  

3 years 

Professional Membership Records: Records documenting institutional or 
agency-paid individual memberships and activities in professional 
organizations.  

3 years 

Program Accreditation Records: Records document the evaluation, 
certification, and accreditation of an agency program by a nationally or 
regionally recognized accrediting organization AND are not otherwise 
specified in this general records retention schedule (OAR 166 division 
150). Records may include but are not limited to self-evaluation reports; 
reports sent to accrediting organization; statistical data; evaluation 
reports; final accreditation reports and certifications; and related 
documentation and correspondence. Some records in this series may 
have historic value. SEE ALSO Professional Membership Records in this 
section.  

Retain current and one 
previous accreditation 
cycle, destroy 

Public Notice Records*: Records documenting compliance with laws 
requiring public notice of government activities. Subjects include 
assessments, elections, land use changes, public meetings and hearings, 
sale of property, and others. Records include public or legal notices, 
certificates, affidavits of publication, and similar documents. SEE ALSO 
Competitive Bid Records in the Financial section for public notices 
related to bid openings and awards. 

3 years 

Publications: Published records produced by or for the agency or any of 
its departments or programs and made available to the public. Includes 
newsletters, pamphlets, brochures, leaflets, reports, studies, proposals, 
and similar published records. Does not include publications received 
from federal, state, private, or other sources — these publications and 
extra copies of agency-produced publications should be retained as 
needed. 

Minimum retention: (a) 
Policy and historic 
publications: 
Permanent (b) All 
others: Until 
superseded or obsolete 

Reports and Studies: Records document special reports or studies 
conducted on non-fiscal aspects of an agency's programs, services, or 
projects, compiled by agency personnel, or by consultants under 
contract that are not noted elsewhere in this schedule. Includes final 
report distributed either internally or to other entities and the work 
papers used to compile the report or study. 

5 years 
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Requests and Complaints: Records documenting complaints or requests 
concerning a variety of agency responsibilities not specified elsewhere 
in this general schedule. Information often includes name, phone 
number, and address of person making request or complaint, narration 
of request or complaint, name of person responding to request or 
complaint, dates of related activities, and other data. (If a specific 
request or complaint is listed in another records series under a 
functional area such as law enforcement in this general schedule, the 
retention period specified in that functional area supersedes the 
retention period listed in this series. 

2 years after last action 

Resolutions*: Formal statements of decisions or expressions of opinions 
adopted by the agency. Information includes date, number, and text. 
SEE ALSO Meeting Records, Governing Body in the County Court and 
County Commissioners Records section.  

Permanent 

Routing and Job Control Records: Records used to control the routine 
flow of documents and other items and actions in and between offices in 
the agency. Includes routing slips, job control records, status cards, 
receipts for records charged-out, batch slips, and similar records. 

1 year 

Security Records*: Series documents security provided for agency 
buildings and grounds. Records include surveillance records, security 
logs, sign-in sheets, security reports, incident reports, and related 
records. SEE ALSO Fire and Security Alarm System Records in the Fire 
and Emergency Medical Services section; Computer System Security 
Records in the Information and Records Management section; or Alarm 
Records and Surveillance Tapes in the Law Enforcement section.  

2 years 

Seminar and Conference Records, Agency-Sponsored: Records 
documenting the design and implementation of agency sponsored 
seminars, conferences, workshops, conventions, and similar gatherings. 
Often includes class descriptions, instructional materials, course outlines, 
enrollment and attendance records, reports, speeches, planning 
documentation, and related records. For records documenting 
registration billings and related fiscal actions, see the Financial Records 
section.  

Minimum retention: (a) 
Significant program 
records: 5 years (b) 
Class enrollment and 
attendance records: 2 
years (c) Other records: 
1 year 

 Seminar and Conference Records, Non-Agency Sponsored: Records 
documenting activities of seminars, conferences, workshops, 
conventions, and similar gatherings not sponsored by the agency but 
attended by agency officials or personnel. May include staff reports, 
instructional materials, recommendations, related correspondence and 
memoranda, and similar records. 

2 years 

pecial District Charters*: Constitution, bylaws, and all amendments to 
agency charters approved by voters or the State Legislature. Generally 
includes original charter, amendments, and related significant records.  

Permanent 

Special District Codes*: Codified ordinances passed by a special district. 
Provides reference to all laws for both information and enforcement. 
Information may include ordinance numbers, amending ordinance 
numbers, code numbers, and text.  

Permanent 

 Special District Ordinances*: Legislative action of a special district to 
regulate, require, prohibit, govern, control, or supervise any activity, 
business, conduct, or condition authorized by Oregon Revised Statutes. 
Ordinances typically include a title, preamble, ordaining clause, subject 
clause, penalty for violation (when applicable), effective date, 
authorizing signature and seal. May also include indexes calendars, and 
documentation presented to support action. 

Permanent 
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Special Event and Celebration Records: Records documenting agency-
sponsored celebrations of special and historic occasions such as 
centennials, pioneer days, and similar events. Provides a record of 
planning and promotional efforts, public attendance and response, 
major speeches and dedications, and other significant aspects of the 
celebration. These significant records may include studies, publications, 
photographs, attendance summaries, final reports, and other significant 
documents. This series also includes routine documentation related to 
implementing the promotion and organization of the event. These often 
include lists, rosters, correspondence, memoranda, volunteer 
information, and related records. Records may also include scrapbooks, 
but does not include news clippings. News clippings are not public 
records and may be discarded. 

Minimum retention: (a) 
Records documenting 
significant aspects of 
the event: Permanent 
(b) Other records: 2 
years after event 

Surveys, Polls, and Questionnaires: Records documenting the 
measurement of public opinion by or for the agency related to various 
issues, actions, and concerns. May include surveys, polls, questionnaires, 
summaries, abstracts and significant related records. Examples of 
summaries include studies which incorporate the significant results of 
public opinion surveys, abstracts of questionnaires designed to 
determine the skills and interests of citizens volunteering for agency 
service, and other records which distill survey data into summary form.  

Minimum retention: (a) 
Summary reports and 
abstracts: 3 years (b) 
Other records: Until 
summary report is 
completed or 3 years, 
whichever is sooner 

Visitor Logs: Records document visitors to county buildings. Records 
name include visitors' names, visitor badges issued, and entrance and 
exit times.  

1 year 

Work Orders: Records documenting requests and authorizations, 
according to existing contracts or agreements, for needed services and 
repairs to agency property and equipment. May include copy center 
work orders, printing orders, telephone service and installation requests, 
repair authorizations, and similar records. 

Minimum retention: (a) 
Retain work completed 
by county personnel: 1 
year (b) Retain work 
completed by outside 
vendors: 3 years 

Work Schedules and Assignments: Records documenting the scheduling 
and assigning of shifts, tasks, projects, or other work to agency 
employees. Useful for budget and personnel planning and review, 
assessing employee work performance, and other purposes. May include 
calendars, schedules, lists, charts, rosters, and related records. 

5 years 

Year 2000 (Y2K) Planning Records: Records document the planning and 
development of agency Y2K contingency plans. Records may include 
but are not limited to meeting minutes, correspondence, draft plans, 
work notes, plan test results, and final plan. Information includes type of 
systems vulnerable to Y2K, level of priority, and party responsible for 
system solution or troubleshooting. 

Destroy 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 1-2017, f. & cert. ef. 1-13-17 
OSA 1-2014, f. & cert. ef. 2-25-14 
OSA 3-2012, f. & cert. ef. 10-29-12 
OSA 2-2005, f. & cert. ef. 5-10-05 
OSA 4-2004, f. & cert. ef. 9-1-04 
  



Umatilla County Special Library District  
Adopted – 09/19/2018 
Reviewed & Updated – 12/15/2022  8 
 

Administrative Records 
 
Record Minimum Retention 
Activity and Room Scheduling Records: Records documenting 
scheduling and reservations related to public participation and use of 
various agency activities, events, classes and facilities. Includes 
schedules, logs, lists, requests, and similar records. 

1 year 

Activity Reports, General: Daily, weekly, monthly, or similar reports 
documenting the activities of employees. Useful for compiling annual 
reports, planning and budgeting, monitoring work progress and other 
purposes. Usually tracks type of activity, employees and/or volunteers 
involved, time spent on activity, work completed, and related 
information in narrative or statistical form. 

2 years 

Advertising and Promotion Records (Non-State Fair): Series is used to 
prepare and produce promotional materials, and to document 
promotions, advertising campaigns, marketing initiatives and public 
relations efforts. Records may include event programs and schedules, 
passes, newsletters, news clippings, paste-ups, drawings, copies of ads, 
photographs, slides, videotapes, sound recordings, story scripts, 
posters, brochures, flyers, and correspondence. 

2 years 

Annual Reports: Reports documenting the program or primary 
functional activities and accomplishments of the office for the previous 
year. These are often compiled from monthly, quarterly, or other 
subsidiary activity reports. Usually includes statistics, narratives, 
graphs, diagrams, and similar information. 

Permanent 

Audit Records, Internal: Records document the examination of the 
agency's fiscal condition, internal control, and compliance policies and 
procedures. Records may also document performance or other 
financially related audits by agency or contracted auditors. Records 
may include audit reports, supporting documentation, comments, and 
correspondence. 

10 years 

Calendars and Scheduling Records: Records document planning, 
scheduling, and similar actions related to meetings, appointments, trips, 
visits and other activities. Includes calendars, appointment books, 
notes, telephone messages, diaries, and similar records, regardless of 
format. Depending on content, some telephone messages and similar 
records may merit inclusion in related program or project files. This 
applies to records that contain significant information that is not 
summarized or otherwise included in reports or similar documents. 
Calendar and Scheduling information recorded in a personal day 
planner or personal electronic device may be a public record under 
ORS Chapter 192 

1 year 

Citizen Awards: Awards presented by the agency to honor volunteers 
for civic contributions. May include award nominations, award 
certificates, presentation or ceremony records and photographs, lists of 
past recipients, and related records. Some records in this series may 
have historic value. For appraisal assistance contact the Oregon State 
Archives. 

6 years 

Communication Logs: Logs document communications made or 
received through a variety of electronic devices, including but not 
limited to telephone, smart phone, facsimile (fax), radio, computer-
aided dispatch, pager, and teletype, AND are not otherwise specified in 
this general records retention schedule (OAR 166 Division 150). Logged 
information may include time, date and disposition of communication, 
name of caller, number called or received, and action taken. SEE ALSO 
Correspondence in this section. 

1 year 
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Contracts, Leases, and Agreements*: Documents the duly executed and 
binding contractual agreements between the agency and other parties. 
May include contracts, exhibits, bid documents, change orders, 
proposals, and significant related correspondence. Types of contracts 
include purchase of equipment and supplies, interagency, personal 
service, capital construction (documenting building construction, 
alterations, or repair), grant funding, and others. Information in 
contracts usually includes contract number, certificate of required 
insurance, dates, terms, parties involved, period covered, and 
signatures. 

(a) Construction 
contract records: 10 
years after substantial 
completion, as defined 
by ORS 12.135(3) (b) 
Collective bargaining 
con-tract records: 
Permanent (c) Other 
contracts, leases and 
agreements: 6 years 
after expiration) 
Caution: Agencies who 
enter into contracts with 
the federal government 
must ensure that their 
contracts and 
agreements meet 
federal requirements 
specified in the Code of 
Federal Regulations. 

Correspondence: Records that: 1. document communications created or 
received by an agency AND 2. directly relate to an agency program or 
agency administration AND 3. are not otherwise specified in the County 
and Special District General Records Retention Schedule (OAR 166-150) 
or in ORS 192.170. Records may include but are not limited to letters, 
memoranda, notes and electronic messages that communicate formal 
approvals, directions for action, and information about contracts, 
purchases, grants, personnel and particular projects or programs.  

File with the associated 
program or 
administrative records. 
Retentions for county 
and special district 
records are found in the 
County and Special 
District General Records 
Retention Schedule. 
Communications not 
meeting the above 
criteria do not need to 
be filed and may be 
retained as needed. 

Fax Reports: Records document facsimile transactions of the agency. 
Reports may also be used for billing purposes. Information includes 
date and time fax transmitted or received and recipient/sender's fax 
number. 

(a) Retain if used for 
billing: 3 years (b) Retain 
all other reports: 1 year 

Intergovernmental Agreements*: Agreements entered in-to by the 
agency with the state, school districts, service districts, cities, or other 
governmental units. Often refers to consolidating departments, jointly 
providing administrative officers, and sharing facilities or equipment. 
Major agreements usually set funding responsibilities, fee 
apportionment, duration of agreement, rights to terminate agreement, 
and transfers of property, personnel, and employment benefits. Also 
includes intergovernmental agreements for common services, 
equipment, maintenance, etc. 

(a) Significant and 
historic agreements: 
Permanent (b) Other 
agreements: 6 years 
after expiration 

Key and Keycard Records*: Records document the issuance of keys 
and keycards to staff to enable access to buildings and sites. Records 
may include but are not limited to key inventories, key issue forms, key 
replacement records, and key disposal records. 

(a) Retain access and 
entry logs 3 years (b) 
Retain other records 2 
years after key is turned 
in 

Mailing Lists: Lists compiled to facilitate billing, community outreach, 
and other functions of the agency. Information usually includes name of 
individual or group, address, name and title of contact person, phone 
number, comments, and similar data. 

Until superseded or 
obsolete 

  



Umatilla County Special Library District  
Adopted – 09/19/2018 
Reviewed & Updated – 12/15/2022  10 
 

Meeting Records, Governing Body*: Records documenting the 
proceedings of any regularly scheduled, special, executive session, or 
emergency meeting of any governing body, as described in Oregon's 
Public Meetings Law (ORS 192.610 to 192.710), that is under agency 
jurisdiction. These typically consist of boards, commissions, advisory 
councils, task forces, and similar groups. Records may include minutes, 
agendas, exhibits, resolutions, staff reports, indexes, meeting packets, 
tape recordings, and related documentation and correspondence. SEE 
ALSO Meeting Records, Staff and Meeting Records, in this section and 
Board, Commission, and Committee in the County Court and 
Commissioners Records section. 

(a) Minutes, agendas, 
resolutions, indexes, and 
exhibits (not retained 
permanently elsewhere 
in county records): 
Permanent (b) Retain 
executive session 
minutes: 10 years (c) 
Audio or visual 
recordings: 1 year after 
minutes prepared and 
approved (d) Other 
records and exhibits not 
pertinent to minutes: 5 
years 

Meeting Records, Staff: Records documenting meetings within 
government which are not subject to Oregon's Public Meetings Law 
(ORS 192.610 to 192.710). These routine staff meetings deal with tasks 
and actions within existing policies and procedures. Records may 
include minutes, notes, reports, and related items. Some records may 
merit inclusion in other record series with longer retention periods if the 
subject matter of the meeting adds significant information to that 
series. 

2 years 

News/Press Releases: Prepared statements, announcements, news 
conference transcripts, and similar records issued to the news media. 
Subjects include the adoption of new programs, termination of old 
programs, policy shifts, changes in the status of elected officials or 
senior administrative personnel, and others. Also may include news 
releases announcing routine events or actions carried out within the 
scope of existing policies. 

(a) Policy and historic 
news/press releases: 
Permanent (b) Routine 
news/press releases: 2 
years 

Organizational Records: Records documenting the arrangement and 
administrative structure of an agency. Includes charts, statements, 
studies, and similar records. May also include studies to determine the 
merit and feasibility of reorganization plans, as well as other major 
studies related to the administrative hierarchy. 

2 years after superseded 

Planning Records: Series documents long-range plans and the 
development of an agency's mission statement and work objectives. 
Records include strategic plans, mission statements, preliminary drafts, 
work notes, and related correspondence. 

(a) Mission Statements 
and plans: 20 years (b) 
Other records: 5 years 

Policy and Procedure Guidelines and Manuals*: Written instructions, 
rules, and guidelines in manual form documenting current and past 
authorized agency policies and procedures. Used for new employee 
orientation and for ongoing reference. Also useful in establishing past 
policies or procedures in liability cases, personnel disputes, and other 
instances. Includes manuals documenting the procedures of 
departments with higher risk or exposure to liability such as police, fire, 
emergency medical services, public works, etc. This series also includes 
routine documentation and basic clerical instructional procedures 
covering such subjects as formatting letters, data entry, telephone 
etiquette, and others. Information often includes policy and procedure 
numbers, revision dates, subject identification, narrative description, 
authorization information, and effective date. The minimum retention 
periods refer only to agency-generated manuals. Manuals from other 
sources should be retained as needed or as mandated by a specific 
regulating body (federal or state agency, etc.), usually until superseded 
or obsolete. SEE ALSO Technical Manuals, Specifications, and 
Warranties in the Public Works-Operations and Maintenance section for 
published technical manuals and related materials. 

(a) Routine clerical 
manuals: 2 years after 
superseded or obsolete 
(b) Manuals relating to 
specific construction 
and/or engineering 
projects: 10 years after 
substantial completion, 
as defined by ORS 
12.135(3) (c) One copy 
of all other manuals: 
Permanent 
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Postal Records: Records documenting transactions with the U.S. Postal 
Service and private carriers. Includes postage meter records, receipts 
for registered and certified mail, insured mail, special delivery receipts 
and forms, loss reports, and related items. 

3 years 

Professional Membership Records: Records documenting institutional 
or agency-paid individual memberships and activities in professional 
organizations. 

3 years 

Public Notice Records*: Records documenting compliance with laws 
requiring public notice of government activities. Subjects include 
assessments, elections, land use changes, public meetings and hearings, 
sale of property, and others. Records include public or legal notices, 
certificates, affidavits of publication, and similar documents. SEE ALSO 
Competitive Bid Records in the Financial section for public notices 
related to bid openings and awards. 

3 years 

Publications: Published records produced by or for the agency or any of 
its departments or programs and made available to the public. Includes 
newsletters, pamphlets, brochures, leaflets, reports, studies, proposals, 
and similar published records. Does not include publications received 
from federal, state, private, or other sources — these publications and 
extra copies of agency-produced publications should be retained as 
needed. 

(a) Policy and historic 
publications: Permanent 
(b) All others: Until 
superseded or obsolete 

Reports and Studies: Records document special reports or studies 
conducted on non-fiscal aspects of an agency's programs, services, or 
projects, compiled by agency personnel, or by consultants under 
contract that are not noted elsewhere in this schedule. Includes final 
report distributed either internally or to other entities and the work 
papers used to compile the report or study. 

5 years 

Requests and Complaints: Records documenting complaints or 
requests concerning a variety of district responsibilities not specified 
elsewhere in this general schedule. Information often includes name, 
phone number, and address of person making request or complaint, 
narration of request or complaint, name of person responding to 
request or complaint, dates of related activities, and other data. (If a 
specific request or complaint is listed in another records series under a 
functional area such as law enforcement in this general schedule, the 
retention period specified in that functional area supersedes the 
retention period listed in this series.) 

2 years after last action 

Resolutions*: Formal statements of decisions or expressions of opinions 
adopted by the UCSLD. Information includes date, number, and text. 
SEE ALSO Meeting Records, Governing Body in the County Court and 
County Commissioners Records section. 

Permanent 

Seminar and Conference Records, Agency-Sponsored: Records 
documenting the design and implementation of agency sponsored 
seminars, conferences, workshops, conventions, and similar gatherings. 
Often includes class descriptions, instructional materials, course 
outlines, enrollment and attendance records, reports, speeches, 
planning documentation, and related records. For records documenting 
registration billings and related fiscal actions, see the Financial Records 
section. 

(a) Significant program 
records: 5 years (b) 
Class enrollment and 
attendance records: 2 
years (c) Other records: 
1 year 

Seminar and Conference Records, Non-Agency Sponsored: Records 
documenting activities of seminars, conferences, workshops, 
conventions, and similar gatherings not sponsored by the agency but 
attended by agency officials or personnel. May include staff reports, 
instructional materials, recommendations, related correspondence and 
memoranda, and similar records. 

2 years 

Special District Charters*: Constitution, bylaws, and all amendments to 
agency charters approved by voters or the State Legislature. Generally 
includes original charter, amendments, and related significant records. 

Permanent 
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Special District Codes*: Codified ordinances passed by a special district. 
Provides reference to all laws for both information and enforcement. 
Information may include ordinance numbers, amending ordinance 
numbers, code numbers, and text. 

Permanent 

Special District Ordinances*: Legislative action of a special district to 
regulate, require, prohibit, govern, control, or supervise any activity, 
business, conduct, or condition authorized by Oregon Revised Statutes. 
Ordinances typically include a title, preamble, ordaining clause, subject 
clause, penalty for violation (when applicable), effective date, 
authorizing signature and seal. May also include indexes calendars, and 
documentation presented to support action. 

Permanent 

Special Event and Celebration Records: Records documenting agency-
sponsored celebrations of special and historic occasions such as 
centennials, pioneer days, and similar events. Provides a record of 
planning and promotional efforts, public attendance and response, 
major speeches and dedications, and other significant aspects of the 
celebration. These significant records may include studies, publications, 
photographs, attendance summaries, final reports, and other significant 
documents. This series also includes routine documentation related to 
implementing the promotion and organization of the event. These often 
include lists, rosters, correspondence, memoranda, volunteer 
information, and related records. Records may also include scrapbooks, 
but does not include news clippings. News clippings are not public 
records and may be discarded. 

(a) Records 
documenting significant 
aspects of the event: 
Permanent (b) Other 
records: 2 years after 
event 

Surveys, Polls, and Questionnaires: Records documenting the 
measurement of public opinion by or for the agency related to various 
issues, actions, and concerns. May include surveys, polls, questionnaires, 
summaries, abstracts and significant related records. Examples of 
summaries include studies which incorporate the significant results of 
public opinion surveys, abstracts of questionnaires designed to 
determine the skills and interests of citizens volunteering for agency 
service, and other records which distill survey data into summary form. 

(a) Summary reports 
and abstracts: 3 years 
(b) Other records: Until 
summary report is 
completed or 3 years, 
whichever is sooner 

Work Orders: Records documenting requests and authorizations, 
according to existing contracts or agreements, for needed services and 
repairs to agency property and equipment. May include copy center 
work orders, printing orders, telephone service and installation 
requests, repair authorizations, and similar records. 

(a) Retain work 
completed by district 
personnel: 1 year (b) 
Retain work completed 
by outside vendors: 3 
years 

Work Schedules and Assignments: Records documenting the 
scheduling and assigning of shifts, tasks, projects, or other work to 
agency employees. Useful for budget and personnel planning and 
review, assessing employee work performance, and other purposes. 
May include calendars, schedules, lists, charts, rosters, and related 
records. 

5 years 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 1-2017, f. & cert. ef. 1-13-17 
OSA 1-2014, f. & cert. ef. 2-25-14 
OSA 3-2012, f. & cert. ef. 10-29-12 
OSA 2-2005, f. & cert. ef. 5-10-05 
OSA 4-2004, f. & cert. ef. 9-1-04  
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Building 
 
Record Minimum Retention 
Building Inspection Records: Records documenting on-site visits by 
inspectors. Usually includes comments noted as construction 
progresses. 

(a) Final inspections: 
For the life of the 
structure (b) All other 
inspections: 2 years) 

Building Permit Applications: Applications from property owners to 
erect new structures, including signs, or make structural modifications 
to existing ones. Information usually includes name, address, phone 
number, and signature of applicant, permit number, type and location of 
building, name of builder or contractor, legal description, description of 
work, and value of construction. 

(a) If permit issued: 2 
years (b) If no permit 
issued: 180 days) 

Building Permits: Permits granted to property owners to erect new 
structures, including signs, or make structural to existing ones. Serves as 
official authorization for construction including installation of plumbing, 
electrical, and mechanical equipment and other related work. 

(Minimum retention: (a) 
Retain permits for 
completed structures: 
for the life of the 
structure (b) Retain 
demolition permits: 10 
years after demolition 
(c) Retain other 
permits: 2 years after 
revoked or expired) 

Building Plans, Nonresidential Blueprints: and specifications submitted 
by building contractors or owners applying for a permit to build 
commercial, industrial, or apartment structures. Used for enforcement 
of building codes and reference for later modifications. Includes 
specifications of type, grade, and brand, of materials used, as well as 
details related to temporary facilities, security, job cleanup, deadlines, 
and other conditions. Often includes change orders or plan 
modifications submitted after permit approved. 

(a) If permit issued and 
structure completed: 10 
years after substantial 
completion (as defined 
by ORS 12.135(3)) (b) If 
no permit issued: 180 
days (c) If permit 
issued, but structure not 
started, completed, or 
permit expired: 180 
days after expiration 
date) 

Building Plans, Publicly-Owned Structures: Blueprints and specifications 
submitted by building contractors or government agencies applying for 
a permit to construct government buildings. Used for enforcement of 
building codes and reference for later modifications. Includes 
specifications of type, grade, and brand of materials used as well as 
details related to temporary facilities, job cleanup, deadlines, and other 
conditions. May also include change orders or plan modifications 
submitted after permit approved. 

(Minimum retention: (a) 
If permit issued and 
structure completed: 
For the life of the 
structure (b) If no 
permit issued: 180 days 
(c) If permit issued, but 
structure not started, 
completed, or permit 
expired: 180 days after 
expiration date) 

Certificates of Occupancy Certificates: recognizing compliance with the 
minimum standards set by state and local laws for structures. Usually 
includes building name and location, city or county, occupancy, 
classification, load limit, date issued, and fee. 

For the life of the 
structure 
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Unsafe Building Records: Records documenting the demolition, 
boarding, or other actions related to structures determined to be 
unsafe. Includes structures determined to be unsafe due to the 
manufacture of illegal drugs. Also documents related repairs or actions 
to remedy deficiencies. Used for reference and litigation. Usually 
includes complaints, building inspection reports, letters to property 
owners, and demolition documents. May also include photographs, 
copies of contracts and payment records, and related significant 
records. 

5 years after final action 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 4-2004, f. & cert. ef. 9-1-04 
 
 
Equipment and Property Records 
 
Record Minimum Retention 
Building Records: Series documents building configuration and may also 
document real property equipment installed, hazardous chemicals used, 
radiation hazards housed in the building, and emergency response 
procedures. Records may include asbuilts, remodeling, major repair, and 
engineering blueprints, chemical identification data, and safety materials 
such as copies of Material Safety Data Sheets (MSDS). 

Life of structure 

Damaged/Stolen Property Records: Used to prepare reports relating to 
damaged or stolen property. Records may include yearly risk report, 
restoration fund inventory report, policy manual, property transfer 
report, self-insurance manual, real property report, money and 
negotiable securities report and a general risk survey. 

4 years 

Easements: Recorded grants by property owners to the agency for use 
of private property for public uses. Examples consist of street, utility, 
bikeway, sewer, storm drain, and landscaping easements. May include 
maps or other exhibits. Information includes property owner’s name and 
signature, location of property, type of easement, terms, and date of 
signing. Depending on local filing practices, this series also may be 
included as part of the County Clerk’s Public Recordings. 

(a) Retain Easements 
recorded as part of 
County Clerk’s Public 
Recordings: until 
property no longer 
owned by the agency 
(b) Retain Easements 
not recorded with the 
County Clerk: 
Permanently 

Fuel Records: Records documenting the amount of gasoline, diesel, and 
oil used by agency-owned vehicles. Often includes logs, reports, and 
related documents. 

2 years 

Equipment Calibration Records: Records documenting the maintenance 
and calibration of equipment and instruments used to undertake and 
monitor technical operations. Useful to verify equipment reliability and 
for reference by regulatory agencies. May include logs, reports, and 
related records. Information often includes date, type of equipment 
maintained or calibrated, tests performed, repairs needed, comments, 
and related data. 

Life of equipment 

Equipment Maintenance Records: Records may include purchase orders, 
lease agreements, warranties, vendor statements, service contracts, 
charge call bills, fax activity reports, property disposition requests, 
invoices for equipment repair, purchase request forms, and memoranda. 
SEE ALSO Vehicle Maintenance Records in this section. 

1 year after equipment 
disposed of 
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Property Dedication Records: Recorded dedication of private property 
for public uses such as transportation facilities (streets, sidewalks, 
bikeways) and parks. May include dedication agreements, maps, 
correspondence, and important related materials. 

Permanent 

Property Disposition Records: Records documenting disposition of 
agency-owned non-real property, usually through public auction, 
competitive bidding, or destruction. Information often includes date, 
department, description of item, value, disposition, reason for 
disposition, condition, and authorization. SEE ALSO Real Property 
Transaction Records in this section and Grant Records in the Financial 
Records section for documents related to the disposition of real 
property. 

3 years after 
disposition of property 

Real Property Transaction Records: Records documenting acquisitions, 
dispositions, and reallocations of real property and right-of-ways by the 
agency for urban renewal projects, parks, sewers, streets, water lines, 
traffic signals, and other reasons. Records may include offer letters, 
options, agreements of short duration, staff reports, appraisal reports 
and reviews, inspection reports, letters of transmittal, summaries, and 
related records. SEE ALSO Deeds to Agency-Owned Land in the Clerk — 
Recording section. 

10 years after 
substantial completion 

Technical Manuals Specifications, and Warranties: Owners manuals and 
warranties for agency-owned vehicles and equipment. Manuals often 
include specifications, operating instructions, and safety information. 
Warranties include terms of coverage for repair or replacement of 
equipment. 

(a) Manuals: Until 
disposition of vehicle 
or equipment (b) 
Warranties: Until 
expiration 

Vehicle Maintenance and Repair Records: Records document the 
maintenance and repair history of all agency-owned vehicles. Records 
may include reports, summaries, and similar records usually compiled 
from daily work records on a monthly or quarterly basis. Information 
often includes a description of work completed, parts and supplies used, 
date of service, date purchased, price, vehicle number, make and model, 
and other data. SEE ALSO Contracts and Agreements in the 
Administrative Records section for contract records related to private 
companies maintaining and repairing agency-owned vehicles. SEE ALSO 
Daily Work Records in the Public Works-Operations and Maintenance 
section and Work Orders in this section. 

2 years after 
disposition of vehicle 

Vehicle Title and Registration Records: Records documenting owner-
ship and registration of all agency vehicles with the Oregon Division of 
Motor Vehicles. 

(a) Retain titles until 
vehicle is sold or 
disposed of (b) Retain 
registration records 
until superseded or 
disposition of vehicle 

Vehicle Usage and Expense Records: Records documenting usage and 
expenses associated with agency-owned vehicles. Used for maintenance, 
budgeting, and planning. Information may include vehicle number, make, 
and model, beginning and ending mileage, driver’s name and signature, 
fuel used, repairs needed, and other data. 

3 years 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 4-2004, f. & cert. ef. 9-1-04 
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Financial Records 
 
Record Minimum Retention 
Accounts Payable Records: Records documenting payment of agency 
bills for general accounts excluding grants. Includes reports, invoices, 
statements, vouchers, purchase orders, payment authorizations, receipt 
records, canceled checks or warrants, and similar records. SEE ALSO 
Grant Records in this section for records documenting expenditure of 
grant funds. 

3 years 

Accounts Receivable Records: Records documenting revenues owed to 
the agency by vendors, citizens, organizations, governments, and others 
to be credited to general accounts excluding grants. Also documents 
billing and collection of moneys. May include reports, receipts, invoices, 
awards, logs, lists, summaries, statements, and similar records. 
Information often includes, receipt amount, date, invoice number, name, 
account number, account balance, adjustments, and similar data. SEE 
ALSO Grant Records in this section for records documenting receipt of 
grant funds. 

3 years after collected 
or deemed 
uncollectible 

Audit Reports, External: Records documenting annual audits of the 
financial position of the agency conducted by external auditors in 
accordance with statutory requirements described in ORS 297.405 
through 297.555. Subjects include accounting principles and methods, 
the accuracy and legality of transactions, accounts, etc., and compliance 
with requirements, orders, and regulations of other public bodies 
pertaining to the financial condition or operation of the agency. 
Information includes accountant’s summary, combined financial 
statements, schedules, balance sheet details, comments, 
recommendations, and related data. SEE ALSO Internal Audit Records in 
the Administrative section. 

Permanent 

Balance Status and Projection Reports: Reports created for internal use 
documenting the status of funds, bank accounts, investments, and other 
accountings of agency funds. Includes budget allotment and fund 
reconciliation reports. Also includes projection records related to future 
receipts and disbursements. Reports are generated on a daily, weekly, 
monthly, quarterly or similar basis. Information includes date, account 
balances, type and summary of activity, and related data. 

3 years 

Bond Records (Employee): Records documenting the posting of fidelity, 
performance, or position bonds to guarantee the honest and faithful 
performance of elected officials, individual employees, or groups of 
employees. Details of bonds vary, however information usually includes 
name and position(s) of individual or group, amount of coverage, 
effective and expired dates, and related data. 

6 years after 
expiration 

Budget (Adopted) Records: Documenting the final annual financial plan 
approved by a governing body for all agency expenditures. Information 
may include budget message, financial summaries, revenues and 
expenditures, operating programs, debt service, position and wage 
analysis, overhead allocations, organization charts, previous actual and 
budgeted amounts, and related data. Duplicate copies should be retained 
as needed. 

(a) County budgets 
filed with the County 
Clerk: Permanent (b) 
Special district and 
other budgets: 2 years 

Budget Preparation Records: Records documenting the preparation of 
department budget requests presented to the specified governing body. 
May include staff reports, budget instructions, worksheets, surveys, 
allotment reports, spending plans, contingency plans, budget proposals, 
financial forecasting reports, and similar records. 

2 years 
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Check Conversion Records: Records document checks received from 
customers that are electronically deposited after being imaged and 
converted to an Automated Clearing House (ACH) transaction or Image 
Replacement Document (IRD) 

(a) Retain original 
paper instrument 30 
days, destroy (b) 
Retain ACH 
transaction or IRD 6 
years, destroy 

Competitive Bid Records: Records document the publication, evaluation, 
rejection and award of quoted bids to vendors and other entities. 
Records may include but are not limited to requests for proposals (RFPs), 
requests for qualifications (RFQs), invitations to bid (ITBs), requests for 
information (RFIs), bid exemption documents, bid and quote lists, notices 
of bid opening and award, comparison summaries, spreadsheets, 
tabulation worksheets, bid advertising records, tally sheets, bid 
specifications, correspondence, and related records. SEE ALSO 
Purchasing Records in this section. 

(a) Retain accepted 
bids 10 years after 
substantial completion 
(as defined by ORS 
12.135(3)) (b) Retain 
other accepted bids: 6 
years after bid 
awarded or canceled 
(c) Retain rejected 
bids and bid 
exemptions: 2 years 
after bid awarded or 
canceled 

Credit and Debit Receipts: Agency’s copy of credit or debit card receipts 
documenting payment received by an agency. Records include 
customer’s name and account information. 

Retain 36 months after 
transaction, destroy 

Financial Impact Analysis Records: Records documenting the financial 
analysis of various agency practices. Useful for planning future budget 
proposals. Records include reports, studies, worksheets, and similar 
records. Subjects may include the impact of specific ballot measures, 
proposals to increase permit fees, sick leave use analysis, and the 
agency’s relationship with various utilities. 

3 years 

Financial Reports: Reports documenting the general financial condition 
and operation of the agency. Includes information on the value of all 
agency owned property and an accounting of all income and 
expenditures in relation to the final budget. Records may include 
monthly, quarterly, annual and similar reports. 

(a) Annual reports: 
Permanent (b) Other 
reports: 3 years 

General Ledgers: Records documenting the summary of accounts 
reflecting the financial position of the agency. Information often includes 
debit, credit, and balance amounts per account, budget, fund, and 
department numbers, and totals for notes receivable, interest income, 
amounts due from other funds, federal grants received, bank loans 
received, cash in escrow, deferred loans received, cash, encumbrances, 
revenue, accounts receivable, and accounts payable, as well as other 
data. 

(a) Year end ledgers: 
10 years (b) Other 
general ledgers: 3 
years 

Gift and Contribution Records: Records documenting gifts and 
contributions given to the agency by sources outside of government. 
Records may include memorial donation records related to money to be 
used by the agency in the name of an individual. Often contains donor 
and acknowledgement letters, acquisition lists itemizing purchases with 
contributed money (books, art, equipment, etc.) checks, receipts, and 
related records. 

(a) For retention of 
conditional gift, 
contribution and 
donation records: see 
Contracts and 
Agreements in the 
Administrative 
Records section (b) 
Retain other records: 3 
years 

  



Umatilla County Special Library District  
Adopted – 09/19/2018 
Reviewed & Updated – 12/15/2022  18 
 

Grant Records: Records document the application, evaluation, awarding, 
administration, monitoring, and status of grants in which the agency is 
the recipient, grantor, allocator, or administrator. Grants may come from 
federal or state governments or foundations or other funding sources. 
Records may include but are not limited to applications including project 
proposals, summaries, objectives, activities, budgets, exhibits, and award 
notification; grant evaluation records and recommendations concerning 
grant applications; grant administration records including progress 
reports, budgets, project objectives, proposals, and summaries; records 
documenting allocation of funds; contracts; records monitoring project 
plans and measuring achievement; equipment inventories; financial 
reports, accounting records, audit reports, expenditure reports, and 
related correspondence and documentation. 

(a) Retain final reports 
from significant (as 
defined by county or 
special district policy) 
grants to the county 
or special district: 
Permanent (b) Retain 
records documenting 
the purchase and/or 
disposal of real 
property: 10 years 
after substantial 
completion (as 
defined by ORS 
12.135(3)), or 3 years 
after final disposition, 
or as specified in 
agreement, whichever 
is longer (c) Retain 
other grant records: 3 
years after annual or 
final expenditure 
report submitted and 
approved or, as 
specified in 
agreement, whichever 
is longer (d) Retain 
unsuccessful grant 
applications: 1 year 
after rejection or 
withdrawal 

Inventory Records: Inventory records documenting the capitalized assets 
and expendable property of the agency. Examples of capitalized assets 
may include but are not limited to buildings, real estate, infrastructure 
assets, vehicles, equipment, and furniture. Examples of expendable assets 
include office supplies and other small, office purchases. Information 
often contains asset number, description, purchase order number, 
location of asset, date received, purchase price, replacement cost, 
depreciation, and related data. This record series applies to routine 
control inventories. SEE ALSO Grant Records for inventories of property 
purchased with grant funds. For inventories documenting other special 
uses, see Historic Structure Inventory Records in the Planning and 
Development section; Bridge Inspection Records in the Public Works-
Engineering section; and Property and Evidence Control and Disposition 
Records in the Law Enforcement section. 

(a) Retain records of 
capitalized assets: 3 
years after disposal or 
replacement of asset 
(b) Retain records of 
expendable property: 
3 years or until 
superseded, whichever 
is longer 

Petty Cash Fund Records: Records document petty cash activity for the 
agency. Records include requests and authorizations to establish petty 
cash funds, ledgers, statements, requests for disbursements, copies of 
receipts and invoices. 

3 years 

Purchasing Records: Records documenting orders, authorizations, and 
evidence of receipt of the purchase of goods and services by the agency. 
Includes purchase orders and requests, purchase authorizations, 
requisitions, contract release orders, material and cost specifications, 
central stores or printing orders, telephone service orders, and similar 
records. SEE ALSO Competitive Bid Records in this section; and Grant 
Records in this section for records documenting expenditure of grant 
funds and Improvement Administrative and Financial Records in this 
section for related purchasing records. 

3 years 
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Signature Authorization Records: Records documenting the authorization 
of designated employees to sign fiscal and contractual documents. Useful 
as an aid for management control over expenditures. Information usually 
includes authorization date, name, sample signature, position, remarks, 
conditions, and related data. 

6 years after 
authorization 
superseded or expired 

Subsidiary Ledgers, Journals, and Registers: Records documenting details 
of transactions such as those related to receipts and expenditures on a 
daily, monthly, quarterly or similar basis. Includes journals, ledgers, 
registers, day books, and other account books that provide backup 
documentation to the general ledger. May include details of revenues, 
expenditures, encumbrances, cash receipts, warrants, and others. 
(Information often includes date, payee, purpose, fund credited or 
debited, check number, and similar or related data. SEE ALSO Grant 
Records in this section for records documenting transaction of grant 
funds. 

(a) Year end payroll 
register: 75 years (b) 
Trust fund ledgers: 3 
years after trust fund 
closed (c) Other 
subsidiary ledgers, 
journals, and registers: 
3 years 

Travel Records, Employee: Records documenting requests, 
authorizations, reimbursements, and other actions related to employee 
travel. Includes expense reports and receipts, vouchers, requests, 
authorizations, and related documents. Retention applies to private 
vehicle usage as well. Information often includes estimated costs, 
prepayments, final costs, destination, method of transportation, travel 
dates, approval signatures, and related data. 

3 y 
ears 

Vendor Lists: Lists documenting vendors providing goods and services to 
the agency. Information usually includes vendor name of person or 
company, address, and phone number, name of contact person, as well 
as a description of goods or services provided. 

Until superseded or 
obsolete 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 1-2017, f. & cert. ef. 1-13-17 
OSA 4-2004, f. & cert. ef. 9-1-04; OSA 2-2005, f. & cert. ef. 5-10-05; OSA 1-2010, f. 7 cert. ef. 5-27-10; 
OSA 3-2012, f. & cert. ef. 10-29-12 
 
Information and Records Management Records 
 
Record Minimum Retention 
Computer System Maintenance Records: Records document the 
maintenance of computer systems and are used to ensure compliance 
with any warranties or service contracts; schedule regular maintenance 
and diagnose system or component problems; and document systems 
backups. Records may include but are not limited to computer 
equipment inventories, hardware performance reports, component 
maintenance records (invoices, warranties, maintenance logs, 
correspondence, maintenance reports, and related records), system 
backup reports and procedures, and backup tape inventories, and related 
documentation 

(a) Records related to 
system or component 
repair or service: Life 
of the system or 
component (b) 
Records related to 
regular or essential 
records backups: 1 
year after superseded 
or obsolete 

Computer System Security Records: Records documenting the security 
of the computer systems. Includes employee access requests, passwords, 
access authorizations, encryption keys, and related documentation. 

3 years after 
superseded 

Filing System Records: Records document the establishment, 
maintenance, alteration, or abolition of filing systems. Records may 
include but are not limited to include master file lists, organizational 
charts, program descriptions, and correspondence. 

3 years after 
superseded or 
abolished 

Forms Development Records: Records document the development of 
new or revised forms. Records may include but are not limited to sample 
forms, drafts, revisions, form logs/listings, proposals, authorizations and 
illustrations. 

Until superseded or 
obsolete 
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Information Service Subscription Records: Records document 
subscriptions to information services. Records may include but are not 
limited to subscriptions, invoices, and correspondence. 

3 years 

Information System Planning and Development Records: Records 
document the planning and development of information systems. 
Although these records typically document computerized information 
systems, they may also document manual filing systems and microfilm 
systems. The records are used to insure that planned systems will help 
the institution fulfill its missions, are cost effective, conform to adopted 
information standards, and integrate with existing institution information 
systems. Records may vary according to the level of documentation 
required for each system, but may include information technology plans, 
feasibility studies, cost-benefit analyses, institution studies and surveys, 
information management project records, system specifications and 
revisions, software evaluations, component proposals, technical 
literature, vendor literature and proposals, and correspondence. 

(a) Implemented 
systems: Life of the 
system (b) 
Unimplemented 
systems: 3 years 

Records Management Records: Records document the authorized 
retention, scheduling, inventory, and disposition of public records. 
Records may include but are not limited to records retention schedules, 
inventory worksheets, schedule authorizations, procedure guidelines, 
transmittals, destruction authorizations, reports, and correspondence. 

Minimum retention: (a) 
Destruction records: 
Permanent (b) Record 
retention schedules: 5 
years after superseded 
(c) Other records: 5 
years 

Software Management Records: Records document the use of software 
in information systems to insure that institution software packages are 
compatible, that license and copyright provisions are complied with, and 
that upgrades are obtained in a timely manner. Records may include but 
are not limited to software purchase records, software inventories, 
software licenses, site licenses, and correspondence. 

2 years after software 
disposed of or 
upgraded 

Telecommunications System Management Records: Records document 
the creation, modification, or disposition of telecommunications systems. 
Records may include but are not limited to equipment records, Federal 
Communications Commission records, repair order forms, system 
planning records, telecommunications maintenance contracts, 
telecommunications service orders, and correspondence. 

(a) Repair and service 
orders: 4 years (b) 
Other records: 1 year 
after system 
superseded or 
obsolete 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 4-2004, f. & cert. ef. 9-1-04 
 
166-150-0140 
Library 
 
Record Minimum Retention 
Accession Records: Information related to library acquisitions. 
Documentation for book accessions usually includes author, title, 
publisher, jobber, year purchased, purchase price, and other bibliographic 
and accession data. Non-book media contain other pertinent information. 

Until superseded or 
obsolete 

Borrower Registration Records: Records used to grant citizens library 
cards and privileges as well as to control circulation of library holdings. 
Individual borrower registration information may include name, address, 
telephone number, date of birth, signature, expiration date, identification 
number, and related data. 

Until superseded or 1 
year after expiration 

Catalogs: Finding aids which provide patrons with access to library 
holdings by subject, title, keyword, and author. Usually includes author’s 
name, title of book or other media, call number, bibliographic description, 
and related information. 

Until superseded or 
obsolete 
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Circulation Records: Records documenting information pertinent to the 
circulation of materials such as books, magazines, record albums, 
compact disks, dvd’s, audio and video tapes, and computer software. May 
include patron identification, date circulated and date due. 

Until transaction is 
completed 

Inter-library Loan Records: Records documenting materials borrowed and 
loaned by the library through an interlibrary loan program in response to 
patron and other library requests. May include requests, notices, tracking 
logs, and other records. 

6 months after 
materials returned to 
owner library 

Library Publications: Publications distributed to the public to advertise 
library services, programs, and activities. May include brochures, 
newsletters, activities calendars, bookmobile schedules, special events 
flyers, and other records. 

(a) Retain brochures, 
pamphlets, and 
leaflets until 
superseded or 
obsolete (b) Retain 
one copy of all others 
permanently 

Master Shelf Lists/Inventories: Records document inventories of all library 
holdings, including volumes and titles added or withdrawn from the 
collection. Usually arranged by call number, showing title, author, 
accession number, publisher, date bought, cost, and number of copies. 
Used as an inventory control by library personnel. 

Until superseded or 
obsolete 

Library Reports: Statistical and narrative monthly reports documenting 
collection, registration, circulation, lost books, children’s programs, and 
other activities. Useful in program planning and budget preparation. May 
include various reports such as circulation statistics by category (non-
fiction, fiction, magazines, etc.), books reserved, photocopies made, 
overdue notices mailed, borrowers registered, and volunteer hours. May 
also include narrative reports addressing new activities, services, events, 
and issues. 

(a) Retain reports 
summarizing activities 
on an annual basis: 
Permanently (b) 
Retain other reports: 2 
years 

Oregon State Library Annual Reports: Agency copy of a report filed with 
the Oregon State Library in satisfaction of ORS 357.520 to monitor library 
programs. Includes statistics on circulation, patrons served, interlibrary 
loan transactions, children’s programs, and other subjects. 

Permanent 

Overdue Book Records: Records used to monitor status of overdue 
books and other media. Also used to notify patrons to return overdue 
library materials. Often includes notices and lists. Lists document long 
overdue materials and can be useful in collection action. 

Until materials 
returned, or debts 
reconciled or deemed 
uncollectible 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 4-2004, f. & cert. ef. 9-1-04 
 
Payroll Records 
 
Record Minimum Retention 
Deduction Authorization Records: Records documenting employee 
application and authorization for voluntary payroll deductions, direct 
bank deposits, and related actions. Payroll deductions are directly 
deposited or remitted to the authorized financial institution, insurance 
company, or other agency or vendor. Records may include insurance 
applications, enrollment cards, deduction authorizations, approval 
notices, deduction terminations, and related records. 

3 years after 
superseded, 
terminated, or 
employee separates 
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Deduction Registers: Registers or records serving the same function of 
documenting voluntary and/or required deductions from the gross pay of 
agency employees. Types of deductions include federal income and 
social security taxes, state tax, workers’ compensation, union dues, 
insurance, deferred compensation, credit union, parking permit, 
prewritten checks, garnishments, levies, charitable contributions, and 
others. Information may include employee name and number, pay period, 
social security number, total deductions, net pay, check number, and 
related data. 

(a) Registers 
documenting state 
and federal taxes: 5 
years (b) Other 
registers: 3 years 

Employee Time Records: Records documenting hours worked, leave 
hours accrued, and leave hours taken by agency employees. Information 
usually includes employee name and social security number, hours 
worked, type and number of leave hours taken, total hours, dates, and 
related data. SEE ALSO Leave Applications in this section. 

4 years 

Federal and State Tax Records: Records, in addition to those itemized in 
this section, used to report the collection, distribution, deposit, and 
transmittal of federal and state income taxes as well as social security tax. 
Examples include the federal miscellaneous income statement (1099), 
request for taxpayer identification number and certificate (W-9), 
employer’s quarterly federal tax return (941, 941E), tax deposit coupon 
(8109), and similar federal and state completed forms. 

(a) For the retention 
of records 
documenting 
expenditure of grant 
funds: see Grant 
Records in the 
Financial section (b) 
Retain other records: 
4 years 

Garnishment Records: Records documenting requests and court orders 
to withhold wages from employee earnings for garnishments, tax levies, 
support payments, and other reasons. Usually includes original writs of 
garnishment, orders to withhold for the Oregon Department of Human 
Resources, federal or state tax levies, recapitulations of amounts 
withheld, and related records. Information usually includes employee 
name and number, name of agency ordering garnishment, amount, name 
of party to whom payment is submitted, dates, and related data. 

3 years after 
resolution 

Leave Applications: Applications or requests submitted by employees for 
sick, vacation, compensatory, personal business, family and medical 
leave, long term leave, and other leave time. Information usually includes 
employee name, department, date, leave dates requested, type of leave 
requested, and related data. SEE ALSO Employee Time Records in this 
section. 

3 years 

Leave Balance Reports: Reports documenting individual employee 
accrual and use of sick, vacation, compensatory, personal business, family 
and medical leave, and other leave time. Information usually includes 
employee name and number, social security number, leave beginning 
balance, leave time accrued, leave time used, ending balance, and related 
data. SEE ALSO Employee Benefits Records in the Personnel section. 

(a) Year-end leave 
balance reports: 75 
years after date of hire 
(b) Other reports: 4 
years 

Payroll Administrative Reports: Reports, statistical studies, and other 
records designed and used for budget preparation, projections, workload 
and personnel management, research, and general reference. Often 
consists of recapitulation reports organizing wages, deductions, and 
other data into categories such as quarter-to-date, year-to-date, fiscal 
year-to-date, department, division, section, employee/employer 
contributions, and others. 

3 years 

Payroll Registers: Registers or records serving the same function of 
documenting the earnings, deductions, and withholdings of agency 
employees. Information usually includes employee name and number, 
social security number, hours worked, rate, overtime, vacation value, 
leave taken or accrued, various allowances, gross pay, federal and state 
withholding, voluntary deductions, net pay, and related data. 

(a) Retain year-end, or 
month-end if no year-
end payroll registers: 
75 years (b) Retain 
other payroll registers; 
3 years 
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Unemployment Compensation Claim Records: Records documenting 
claims submitted by former agency employees for unemployment 
compensation. Usually includes claims, notices, reports, and related 
records. May also include records generated by the appeal of claim 
determinations. 

3 years 

Unemployment Reports: Records documenting employee earnings on a 
quarterly basis. Used to document costs and charges in the event of an 
unemployment compensation claim. Information includes employee 
name, social security number, quarterly earnings, days worked, totals, and 
other data. 

3 years 

Wage and Tax Statements: Annual statements documenting individual 
employee earnings and withholdings for state and federal income taxes 
and social security tax. Also known as federal tax form W-2. Information 
includes agency name and tax identification number, employee name and 
social security number, wages paid, amounts withheld, and related data. 

5 years 

Withholding Allowance Certificates: Certificates documenting the 
exemption status of individual agency employees. Also described as W-4 
forms. Information includes employee name and address, social security 
number, designation of exemption status, and signature. 

5 years after 
superseded or 
employee separates 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 4-2004, f. & cert. ef. 9-1-04 
 
Personnel Records 
 
Affirmative Action Records: Records documenting agency compliance 
with the statutes and regulatory requirements of the U.S. Equal 
Employment Opportunity Commission. May include plans, updates, policy 
statements, reports, and supporting information. 

(a) Plans, updates, and 
policy statements: 
Permanent (b) Other 
records: 3 years 

Benefits Continuation Records: Records document notifications to 
employees or dependents informing them of their rights to continue 
insurance coverage after termination of during disability or family leave. 
Continuation may be under COBRA or another provision. Notice is also 
sent to a third party administrator who administers the extended 
coverage. The records typically consist of notices sent and 
correspondence. Records may be filed with the Employee Benefits 
Records or Employee Personnel Records.  

3 years after employee 
separation of eligibility 
expired 

Criminal Background Check Records: Records document the pre-
employment or periodic criminal records checks performed on 
prospective or current staff, faculty, and volunteers. Records may include 
but are not limited to a log recording when background checks are done 
and whom they are done on, and a fingerprint based criminal history 
verification form documenting the result of a criminal history background 
check coordinated by the Oregon Law Enforcement Data System (LEDS). 
The form includes name and other personally identifiable information, 
indication of existence or absence of criminal record, and related 
documentation. 

(a) Retain background 
check log: until 
superseded or 
obsolete (b) Retain all 
other records: 90 days 
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Disciplinary Action Records: Records documenting termination, 
suspension, progressive disciplinary measures, and other actions against 
employees. May include statements, investigative records, interview and 
hearing records, findings, and related records. May be filed with 
Employee Personnel Records. 

(a) Retain 
investigations 
resulting in 
termination: 10 years 
after employee 
separation (b) Retain 
investigations 
resulting in disciplinary 
action or exoneration: 
3 years after resolution 
(c) Retain unfounded 
investigations: 3 years 

Employee Benefits Records: Records document an individual agency 
employee’s benefit information such as selection of insurance plans, 
retirement, pension, and disability plans, flexible benefits, deferred 
compensation plans, and other benefit program information. Records 
may include but are not limited to plan selection and application forms, 
enrollment records, contribution and deduction summaries, personal data 
records, authorizations, beneficiary information, year-end leave balance 
reports, and related documentation. Records may be filed with the 
Employee Personnel Record. SEE ALSO Payroll Section. 

(a) Year-end leave 
balance reports and 
official copy of 
retirement enrollment 
records: 75 years after 
date of hire (b) Other 
records: 3 years after 
employee separation 
or eligibility expired 

Employee Medical Records: Records document an individual employee’s 
work related medical history. These records are not personnel records 
and must be kept physically separate from employee personnel records 
— in a separate location, as required by the Americans with Disabilities 
Act. Records may include but are not limited to medical examination 
records (pre-employment, pre-assignment, periodic, or episodic), X-rays, 
records of significant health or disability limitations related to job 
assignments, documentation of work related injuries or illnesses, hearing 
test records, hazard exposure records, drug testing records, first-aid 
incident records, physician statements, release consent forms, and 
related correspondence. SEE ALSO Hazard Exposure Records in this 
section. 

(a) Hazard exposure 
records: 30 years after 
separation (29 CFR 
1910.1020) (b) Other 
records: 6 years after 
separation 

Employee Personnel Records: Records document an individual 
employee’s work history. Records may include but are not limited to 
applications; notices of appointment; employment applications; training 
and certification records; records of health limitations; salary schedules; 
tuition reimbursement records; personnel actions; performance appraisal 
evaluations; letters of commendation and recommendation; letters of 
reprimand; notices of disciplinary action; notices of layoff; letters of 
resignation; home address and telephone disclosures; emergency 
notification forms; grievance and complaint records; and related 
correspondence and documentation. 

(a) Retain letters of 
reprimand and notices 
of disciplinary action 3 
years (b) Retain all 
other records 6 years 
after separation 

Employee Recognition Records: Recognition of employees for special 
service to the agency. May include service awards, recognition 
certificates, commendations, award nominations, lists of past recipients, 
and presentation or ceremony records and photographs. 

6 years 

Employment Eligibility Verification Forms (I-9): Records document the 
filing of U.S. Immigration and Naturalization Service Form I-9 form that 
verifies that an applicant or employee is eligible to work in the United 
States. Information includes employee information and verification data 
such as citizenship or alien status and signature, and employer review 
and verification data such as documents that establish identity and 
eligibility, and employer’s signature certifying that documents have been 
checked. 

3 years after date of 
hire or 1 year after 
employee separation, 
whichever is longer (8 
CFR 274a.2) 
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Equal Employment Opportunity Compliance Records: Reports and 
records maintained by the agency with 15 or more employees in 
compliance with the U.S. Equal Opportunity Commission regulations. 
Contains EEO-4 reports and all records related to the completion of the 
reports. 

3 years 

Equal Employment Opportunity Complaint Records: Case files 
maintained in relation to discrimination complaints made against the 
agency. Records may include complaints, reports, exhibits, withdrawal 
notices, copies of decisions, hearings and meetings records, and related 
documentation and correspondence. 

3 years after final 
decision issued 

Equal Employment Opportunity Policy Development Records: Records 
documenting the adoption and administration of agency programs to set 
personnel policies and procedures within the scope of the Civil Rights 
Act of 1964 and the Equal Employment Opportunity Act of 1972. May 
contain antidiscrimination committee meeting records and reports, 
workplace analyses, discrimination complaint policies and procedures, 
and related records. 

(a) Plans, updates, and 
policy statements: 
Permanent (b) Other 
records: 3 years 

Grievance and Complaint Records: Grievances or complaints filed by 
current employees, terminated employees, applicants, or private citizens 
regarding employment practices. Often relates to interpretations and 
alleged violations of employment contracts. Records often include 
complaints, investigation records, interview and hearing reports, 
arbitrator’s findings and decisions, tape recordings, and related records. 

3 years 

Hazard Exposure Records: Records document an agency employee’s 
exposure to hazardous conditions such as chemicals, toxic substances, 
bloodborne pathogens, biological agents, bacteria, virus, fungus, 
radiation, noise, dust, heat, cold, vibration, repetitive motion, or other 
dangerous work related conditions. These records are not personnel 
records and should be maintained in an Employee Medical File. Records 
may include but are not limited to hearing test records, radiation 
measurement records, blood test or other laboratory results, incident 
reports, first-aid records, X-rays, work station air sampling reports, and 
correspondence. SEE ALSO Employee Medical Records in this section. 

30 years after 
separation (29 CFR 
1910.1020) 

Layoff Records: Series documents procedures and computations used in 
laying off district employees. May include service credit computations, 
service credit lists, and layoff ranking lists. Related records may be filed 
in Employee Personnel Files. 

3 years 

Photo Identification Records: Photographs and other records used to 
identify agency employees, private security personnel, contract workers, 
and others. May include photographs taken for agency identification 
cards, driver’s license photographs, and information such as name, date 
of birth, physical description, identification number, driver’s license 
number, and other data. 

Until superseded or 
obsolete 

Position Description, Classification, and Compensation Records: Records 
document the description, classification, reclassification, and 
compensation of agency jobs and positions, a process also known as 
desk auditing. Usually includes details of duties and responsibilities of 
each position, time percentage breakdowns of tasks, skills and abilities 
needed for each position, and related records documenting the 
development, modification, or redefinition of each job or position. 
Records often include reports, job analyses, interview data, selection 
criteria, authorizations, agreements, and significant related records. 

3 years after 
superseded or 
obsolete 
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Recruitment and Selection Records: Records document the recruitment 
and selection of agency employees. Records may also document the 
recruitment and selection of contracted service providers such as 
attorneys, auditors, insurance agents, labor consultants, and others. 
Records may include but are not limited to job announcements and 
descriptions, applicant lists, applications and resumes, position 
advertisement records, civil service and other examination records, 
classification specifications, affirmative action records, interview 
questions, interview and application scoring notes, applicant background 
investigation information, letters of reference, civil service records, 
position authorization forms, certification of eligibles, recruitment 
summary records (job announcement, position description, 
documentation relating to the announcement and test, and test items 
and rating levels), and related correspondence and documentation. SEE 
ALSO Employee Personnel Records and Employment Eligibility 
Verification Forms (I-9) in this section. 

(a) Retain 
announcement 
records, position 
description, and 
records documenting 
creation of test and 
rating scale 10 years 
(b) Retain unsolicited 
applications and 
resumes 3 months if 
not returned to 
solicitor (c) Retain 
unsuccessful 
applications and other 
records 3 years after 
position filled or 
recruitment cancelled 

Training Program Records: Records related to the design and 
implementation of training programs provided to employees by the 
agency. May include class descriptions, instructor certifications, planning 
documentation, instructional materials, course outlines, class enrollment 
and attendance records, and related significant records. 

(a) Significant 
program records: 5 
years (b) Class 
enrollment and 
attendance records: 2 
years (c) Other 
records: 1 year 

Volunteer Program Records: Records documenting the activities and 
administration of volunteer programs and volunteers in the agency. May 
include volunteer hour statistics, volunteer program publicity records, 
insurance requirement information, inactive volunteer files, and related 
records. 

Retain 5 years 

Volunteer Worker Records: Records documenting work performed for 
the agency by citizens without compensation for their services. May 
include agreements, applications, skill test results, training 
documentation, task assignment and monitoring records, and related 
information. 

3 years after 
separation 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 4-2004, f. & cert. ef. 9-1-04 
 
Planning 
 
Record Minimum Retention 
Enterprise Zone Records: Records documenting the creation and 
management of enterprise zones by the agency or in conjunction with 
other agencies. Designation used to encourage business growth by 
providing tax, permit, and regulatory relief to development within the 
zone. May include reports, applications for zone status, nominations for 
federal status, and significant related records. 

(a) Retain reports 
summarizing results 
or activities 
permanently (b) 
Retain other records 
4 years after zone 
designation expires 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 3-2012, f. & cert. ef. 10-29-12 
OSA 4-2004, f. & cert. ef. 9-1-04 
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Risk Management Records 
 
Record Minimum Retention 
Contractor Liability Insurance Verification Records: Letters or certificates 
of coverage provided by insurance companies declaring that specific 
contractors are covered by appropriate liability insurance. Information 
usually includes insurance company name and address, issue date, 
expiration date, amount of coverage, type of coverage, special provisions, 
signature of insurance company representative, and related data. 

(a) If related to 
county or special 
district improvement 
project: 10 years after 
substantial 
completion, (as 
defined by ORS 
12.135(3)) (b) Other 
records: 6 years after 
expiration 

Contractor Performance Bond Records: Records documenting the 
posting of performance guarantees or surety bonds by contractors 
performing work for the agency. May include letters, certificates, copies 
of bonds, and similar records. Information usually includes name of 
individual or company covered, amount of coverage, effective and expires 
dates, name of bonding agent, authorized signatures, and related data. 

(a) If related to 
county or special 
district improvement 
project: 10 years after 
substantial 
completion, (as 
defined by ORS 
12.135(3)) (b) Other 
bond records: 6 years 
after expiration 

Hazard Communications Program Records: Records documenting 
participation in the Hazard Communications Program as required by the 
Oregon Occupational Safety and Health Administration (OR-OSHA). 
These records may be useful as documentation for exposure and other 
claims because they include chemical content, safe handling instructions, 
and other facts about a product at a given time in the past. Usually 
includes plans, reports, and material safety data sheets (MSDS). 
Information included in the material safety data sheets includes product 
name, manufacturer’s address and phone number, hazardous ingredients 
contained, ingredient description, carcinogenicity, quantity of ingredients, 
fire and explosion data, health hazard data, radioactivity data, spill and 
leak pressures, safe handling and use information, special use precautions 
and related data. 

75 years after 
superseded or 
obsolete 

Hazardous Substance Employer Survey Records: Series documents the 
locations, quantities, and individuals responsible for specific hazardous 
chemicals housed by an agency. This record is sent to the State Fire 
Marshal. Records include hazardous chemical compositions, lot numbers, 
and emergency disposition instructions. 

Until superseded or 
obsolete 

Incident Reports: Series documents incidents which result in an 
investigation of fraud. Information includes correspondence documenting 
incident, investigation report, and resolution/final determination. 

5 years 

Injury Reports, Public Use: Records documenting injuries sustained by 
non-employees on county or special district property such as parks, 
courthouses, libraries, and administrative buildings. Information usually 
includes date, time, location, and description of injury, name, address, 
phone number, sex, and age of injured person, witnesses, date reported, 
and related data. 

(a) If claim filed: See 
Liability Claims 
Records (b) If no 
claim filed: 3 years 

Insurance Fund Claims: Series documents requests for payment of 
insurance claims from insurers. Records may include 
Auto/Liability/Property Claim Reports, estimates of repairs, accident 
reports, police reports, and correspondence. 

5 years 
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Insurance Policy Records: Records documenting the terms and conditions 
of insurance policies between the agency and insurers. Types of insurance 
include liability, property, group employee health and life, motor vehicle, 
workers’ compensation, flood, and others. Records usually include 
policies, endorsements, rate change notices, agent of record, and related 
documents. 

(a) Group employee 
health and life, 
property, and liability 
insurance: 75 years 
after expiration if no 
claims pending (b) 
Other insurance: 6 
years after expiration 
if no claims pending 

Liability Claims Records: Records documenting various types of liability 
claims filed against the agency. These include personal injury, property 
damage, motor vehicle accident, false arrest, and others. Records often 
include reports, photographs, summaries, reviews, notices, audio and 
videotapes, transcriptions of recorded statements, memoranda, 
correspondence, and related documents. 

(a) If action taken: 10 
years after case 
closed, dismissed, or 
date of last action (b) 
If no action taken: 3 
years 

Liability Waivers Records: Documenting the release of the agency from 
liability related to various activities that include citizen involvement. 
Examples include but are not limited to riding in police or emergency 
medical services vehicles, participating in agency sponsored runs or other 
activities such as recreational classes including canoeing, kayaking, tennis, 
basketball, and others. Information usually includes release terms, date, 
signatures, and related information. 

3 years 

Master Material Safety Data Records: Series documents all hazardous 
chemicals used and held by an agency. Records include hazardous 
materials safety sheets, safety instructions, and emergency instructions. 

Until superseded or 
obsolete 

Occupational Injury and Illness Records: Series documents occupational 
injuries and illnesses, as required by the Oregon Occupational Safety and 
Health Administration (OR-OSHA). Records may include logs and 
summaries, serious injury reports, injury cost reports, and annual 
occupational injuries and illnesses surveys. SEE ALSO Workers’ 
Compensation Claim Records in this section. 

6 years 

Personnel Accident Incident Reports: Series used to report employee 
accidents to agency supervisors. Records may include SAIF accident 
reports, accident reports, occupational injury report and investigation, 
and employee identification and physical assessment form. 

10 years after case 
closed 

Property Damage Records: Reports, photographs, and other records 
documenting damage to agency property such as signs, trees, picnic 
tables, buildings, fountains, and fences. Information often includes type 
and location of property damaged, description of damage, date and time 
of damage (if known), name and address of individual who caused 
damage (if known), value of damage, billing costs, and related data. 

(a) If litigated: see 
Civil Case Files in the 
Counsel or District 
Attorney section for 
retention (b) If not 
litigated: 3 years after 
date of last action 

Risk Factor Evaluation Records: Series is used to assess various risk 
factors for an agency and determine appropriate insurance needs. 
Records may include studies, worksheets, yearly risk reports, restoration 
fund inventory reports, policy manuals, property transfer reports, self 
insurance manuals, real property reports, money and negotiable securities 
reports, a general risk survey and correspondence. 

4 years 

Safety Inspection and Compliance Records: Series provides a record of 
safety inspections and documents agency compliance with state and local 
safety regulations. Records may include reports on building, fire alarm 
system, elevator, boiler, transit, and construction inspections performed 
by state and local agencies as well as citations received by the agency. 
Also includes follow-up actions and correspondence. 

10 years 
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Safety Program Records: Records document the agency’s program to 
promote safety on agency-owned property and systems. Records may 
include safety policies, plans and procedures, workplace safety committee 
records, reports on inspections conducted by the safety officer, 
evacuation rosters and reports, and related documentation and 
correspondence. 

(a) Retain safety 
policies, plans, and 
procedures: 5 years 
after superseded or 
obsolete (b) Retain 
inspection reports, 
evaluations and 
recommendations: 10 
years (c) Retain 
committee minutes, 
exhibits, and agendas: 
3 years (d) Retain 
other records: 5 years 

Vehicle Accident Records: Records documenting accidents involving 
agency vehicles. May include dispatch reports with information such as 
name and address of parties involved, date and time, complaint, 
description of damage, and other data. Records may also contain motor 
vehicle accident reports which include the driver’s name, address, phone 
number, date of birth, and driver’s license number, as well as passenger 
and witness names, description of events, make and model of vehicle(s), 
vehicle identification number, and related data. Photographs and 
correspondence also may be part of these records. 

(a) If litigated: SEE 
Civil Case Files in 
Legal Counsel section 
(b) If not litigated: 3 
years 

Workers’ Compensation Claim Records: Records documenting the 
processing of individual employee claims of job related injuries or 
illnesses, but not those describing actual medical conditions. Includes 
records satisfying the procedural requirements of the State Workers’ 
Compensation Division and the State Workers’ Compensation Board, as 
well as those of (depending on agency arrangements) the State Accident 
Insurance Fund (SAIF), private insurance providers, or self-insurance. 
Records may include claim disposition notices, claim reporting and status 
forms; injury reports; determination orders; insurance premium data; 
hearing requests; safety citations; inspection reports; medical status 
updates and reports; investigation reports; reimbursement and payment 
records; and related correspondence and documentation. SEE ALSO 
Employee Medical Records in the Personnel section for records describing 
the job related injury or illness and the related subsequent medical 
condition of the employee. These often include workers’ compensation 
accident reports, medical reports, vocational rehabilitation evaluations, 
disability determinations and related records. 

(a) Records 
describing injuries and 
illnesses: SEE 
Employee Medical 
Records in the 
Personnel Records 
section (b) Other 
records: 6 years after 
claim closed or final 
action 

Workers’ Compensation Program Records: Series used to provide a 
record of an agency’s occupational injury/accident claims, safety 
compliance inspections, insurance coverage, and related reimbursement 
issues. Records may include claim disposition notices, claim 
reporting/status forms, injury reports, WCD Determination Orders, 
insurance premium data, hearing requests, safety citations, inspection 
reports, medical status updates, investigation records, and 
correspondence. 

6 years 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 3-2012, f. & cert. ef. 10-29-12 
OSA 4-2004, f. & cert. ef. 9-1-04 
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Treasurer/Controller 
 
Record Minimum Retention 
Bank Transaction Records: Records documenting the current status and 
transaction activity of agency funds held at banks. May include account 
statements, deposit and withdrawal slips, checks, and related records. 
Information includes bank and account numbers, transaction dates, 
beginning balance, check or deposit amount, document numbers, 
adjustments, description of transaction, ending balance, and related data. 
SEE ALSO the Financial Records section. 

3 years 

Bond Expenditure Reports: Records documenting all information relating to 
the expenditures of bond proceeds, including the bond principle and 
interest. Also includes earning process of investments, checks issued and 
related information. SEE ALSO the Financial Records section. 

3 years 

Bonds and Coupons, Paid: Records documenting paid bonds and coupons 
issued for capital improvements financed by property tax levies, special 
assessments, and utilities user payments. Debt types include general 
obligation, special assessment, water and sewer, tax allocation, and others. 
The paid (canceled or redeemed) bonds and coupons are received from 
paying agents and include bond number, maturity date, series number, 
interest payable date, dollar amount, sale conditions, and related 
information. Series includes related information contained in official 
transcripts. SEE ALSO the Financial Records section. 

3 years 

Bonds Issued Registers: Registers or similar records documenting all 
UCSLD bond issues and related information. Useful for ensuring accurate 
information about the overall indebtedness of the district. Information often 
includes bond number, date paid, place of payment, maturity date, date 
registered, and related data. SEE ALSO the Financial Records section. 

3 years after final 
payment 

) Investment Records: Records documenting and tracking various 
investments made by the UCSLD. Often contains bank statements 
documenting investment information, journal entries, confirmations of 
purchase of U.S. Treasury Bills, confirmations of deposit in local investment 
pool, and deposit slips, correspondence, and memoranda related to specific 
investments. SEE ALSO the Financial Records section. 

3 years 

Tax Turnover Records: Documents amounts paid to each taxing district 
based on the Tax Collection and Distribution schedule calculated by the 
Tax Collector. Includes date of distribution, district name, and amount 
distributed. May also include percentage of collection and distribution, year 
of tax, and adjustments. SEE the Financial Records section. 

 

 
Statutory/Other Authority: ORS 192 & 357 
Statutes/Other Implemented: ORS 192.005–192.170 & 357.805–357.895 
History: 
OSA 1-2014, f. & cert. ef. 2-25-14 
OSA 4-2004, f. & cert. ef. 9-1-04 
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