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ITEM 
NO. DESCRIPTION RETENTION 

1. 

2. 

3. 

4. 

General Correspondence - cons ists of Commission mail
ing l i s t , mail l og , rout ine in ter -and- in t ra o f f i c e 
memoranda. F i l ed chrono log ica l l y . 

Personnel Administrat ion - consists of Commission 
employee records, pos i t ion descr ipt ion standards, 
performance evaluations and leave requests. Also 
includes a f f i rmat ive act ion plan for Commission. 
F i l ed chrono log ica l l y . 

Monthly Management Reports - Status report submitted 
to Chief Administrat ive Of f i ce r each month with 
serv ice ind i ca to rs . F i l ed chrono log ica l l y . 

C l i en t Case F i l e s cons is t ing of various complaints 
Commission. F i l ed by subject -

Types of cases inc lude: 
handled by the 
a lphabet i ca l l y by case. 

Housing & Publ ic Accomodations 
Employment 
Neighbor to Neighbor 
Finance 

S t a t i s t i c a l Control F i l e s - consists of s t a t i s t i c a l 
data c losure log and data records. F i l ed by month 
by year. 

CONTINUED— 

Cut o f f at end of f i s c a l year , 
re ta in fo r three (3) add i t iona l 
years; then destroy. 

Cut o f f when employee leaves 
Commission employment, hold 
fo r two (2) add i t iona l years ; 
then destroy by shredding. 

Cut o f f at end of f i s c a l year , 
re ta in fo r f i v e (5) add i t iona l 
years , then destroy. 

Cut o f f at end of f i s c a l year; 
re ta in in o f f i c e fo r three (3) 
add i t iona l years , then send 
to Records Center fo r four (4) 
years; then destroy. 

Cut o f f at end of f i s c a l year , 
re ta in fo r seven (7) add i t iona l 
years; then destroy. 
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Description Retention 

6.1 Of f i ce Safety F i l e s - cons is t ing of accident i n v e s t i 
gations and reports and County safety procedures. F i l ed 
a lphabet i ca l l y . 

F inanc ia l Records - cons is t ing of Commission annual 
Budget preparation and author i zat ion; monthly FAMIS 
repor ts , purchase requ i s i t i ons and orders, payment 
requests, and Commission st ipends. F i l ed chrono log ica l l y . 

8 . 1 Leg i s l a t ion - inc luding General Federal Leg i s l a t i on , 
app l icab le State and County Laws and legal opinfons, 
County Executive Orders and Administrat ive Orders. 
F i l ed Chronolog ica l ly . 

9 . 1 Information Referral F i l e s - cons is t ing of l i t e r a t u r e 
and contacts fo r Human Relat ions serv ices . Includes 
f i l e s on: Program on Handicapped 

_.Nat iona l Conference of Chr is t ians & Jews 
Black Chi ld Development 
NAACP 
National Organization for Women 
COVE 

various other . o rgan iza t ions/ent i t i es press 
releases and other items of i n te res t . 

10.| Law Enforcement C l i en t Case F i l e s - cons is t ing of 
complaints of Excessive Force, Harassment and Demeaning 
Language handled by Commission. F i l ed by subject 
a lphabet i ca l l y by case. 

Cut o f f at end of f i s c a l year, 
r e ta in f o r three (3) addit iona 
years; then destroy. 

Cut o f f at end of f i s c a l year, 
r e t a i n f o r three (3) addit iona 
years; then destroy. 

Retain i n d e f i n i t e l y due to 
h i s t o r i c a l va lue. Destroy 
when superseded. 

Retain i n d e f i n i t e l y . 
Non-record mater ia l may be 
destroyed when admin is t ra t ive 
value ceases. 

Cut o f f at end of f i s c a l year; 
re ta in in o f f i c e fo r three 
(3) years , then t rans fe r to 
Po l i ce Dept. Internal A f f a i r s 
fo r processing and dest ruct ion 
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