






Appendix A:  As Resolved and Adopted March 6, 2019, 

“Consolidated Records Retention Schedule for the Novato 

Fire District”: An Amendment to replace Appendix “A” of 

 Chapter VII, Subject 28 (Code 1-VII-28 of the Novato Fire 

District Operations Manual, Book No. 1). 

NOTES: Entries in the Statutory Minimum column, unless otherwise stated, refer to 

the period of time that either the record in its original format (e.g., paper, cassette 

tape) or electronic copy, but not both, must be retained.

Physical 

File 

Location 

other than District File Category Division Sub Files Statutory Minimum Retention Period (years) Citation

1096 form Acctg 7 years California Government Code

1099 form Acctg 7 years California Government Code

5 Year System certification RPM 5 years minimum or life of structure/property CGC 34090 ABBREVIATIONS USED: “GC” Government Code; “CCR” California Code of Regulations

Accidents/Damage to District Property Admin 10 years CGC 34090

Accounting authorizations from resolutions or 

contracts Acctg 4/7 Years or until audited CGC 34090

Acctg Accounts Payable Acctg 4/7 State/Federal CGC 34090

Accounts Receivable Acctg 5 years after final audit CGC 34090

Accreditation (5 years) Admin 5 CGC 34090

Acctg Actuarial Valuations Acctg Permanent CGC 34090

Administrative policies and procedures Admin 2 after superseded CGC 34090

Agendas/Packets for Committees Admin

Cal Jac, Policy, Finance, 

Board Manual Review, Health 

and Safety Agenda/Pkt; Minutes Permanent CGC 34090

Air Resource Board Admin Expiry + 2 CGC 34090

Alarm System Plans RPM 5 years minimum or life of structure/property CGC 34090

EMS American Heart Association CPR Training EMS Term date + 5 CGC 34090

Annual Reports Admin Permanent Historical

Mechanic, 

District
Apparatus Inventory Fleet

Active CGC 34090

Apparatus maintenance records Fleet 10 years CGC 34090

Audio recordings Admin 30 days 54953.5 (b)

Audits Acctg

Annual, Hi Risk State Audit, 

Financial Statements Permanent CGC 34090

Awards, Miscellaneous Admin Permanent, historical CGC 34090

Background check  Hired HR Termination + 3 years CGC 34090

Background check Not Hired HR Closed +5 CGC 34090

Bank Deposits Acctg 4/7 Years or until audited CGC 34090

Bank reconciliations Acctg 5 years after final audit CGC 34090

Acctg Bank Statements Acctg 4/7 State/Federal CGC 34090

Behavioral Health Initiative Admin Permanent CGC 34090

Benefit Agreements HR

457 Plan, Fidelity, Hartford 

Mass Mutual, ICMA Vintage 

Trust Superseded + 2 CGC 34090

Contracts Bids/Proposals Successful Contracts C + 10 Cal Code Civil Proced 337.15

Contracts Bids/Proposals Unaccepted Contracts 2 Cal Code Civil Proced 337.15

Bills Acctg 4/7 Years or until audited CGC 34090

Board Files Board Certificate of Elections Admin T + 4 CGC 34090

Board files Board Correspondence Admin 2 CGC 34090

Board Files Board of Directors files Admin Active; Inactive T + 4 CGC 34090

Board Files Board Travel Admin Active + 2 CGC 34090

Budget Acctg Permanent CGC 34090

Budget Adjustments Acctg 5 years after final audit CGC 34090

Building Construction plans RPM 5 years minimum or life of structure/property CGC 34090

Building System Plans RPM 5 years minimum or life of structure/property CGC 34090

Building, Land, etc. Unacceptable bids Contracts 2 CGC 34090

Building, Land, Real Estate, Bidder specs reports 

schedule Contracts Term + 10 CGC 34090

Built Plans RPM Permanent (life of structure) CGC 34090

CAFR – Comprehensive Annual Financial Report 

& Popular Annual Financial Report
Acctg

Permanent Historical

California Secretary of State – Statement of Facts 

Filing 
Admin 5

81009

California State Filings Admin

Annual Report against Peace 

Officer, Form 405, Form 806, 

Biennial Notices 7 81009



Acctg Capital Receipts Acctg 4/7 State/Federal CGC 34090

Car Seat Program signed forms RPM Expiration of car seat - up to 8 years

Career Development Guide HR Superseded + 2 CGC 34090

Cash Receipts Acctg 4/7 Years or until audited CGC 34090

Catalog of Enterprise Systems Admin Superseded + 2 CGC 34090

Certificates of Election Admin 4 years after termination CGC 34090

Check Register Acctg 4/7 Years or until audited CGC 34090

Checks Acctg 4/7 Years or until audited CGC 34090

Checks Acctg 5 years after final audit CGC 34090

Citizen Complaints Admin Resolved + 2 CGC 34090

Civil Appeals RPM 5 years minimum or life of structure/property CGC 34090

Collection Write offs EMS 20 years CGC 34090

EMS College Paramedic Interns EMS 2 years (like ride a long) CGC 34090

Compensation studies HR 2 years CGC 34090

Construction records Admin completion + 4 CGC 34090

Contracts Contract, Land, Developer, Architect, Real Estate Contracts Term + 10 CGC 34090

EMS Contracts EMS Billing EMS Term date + 5

California Civil Procedure 

337.2

Contracts Contracts with agencies, vendors, etc Contracts
Term date + 5

California Civil Procedure 

337.2

Correspondence, General Admin 2 CGC 34090

Acctg Cost Accounting Acctg 4/7 State/Federal CGC 34090

CPR/First Aid records RPM 3 years CGC 34090

Credit Card PCI Compliance Admin 5 years CGC 34090

Damage claims Admin 5 years CGC 34090

Acctg Debt Records Acctg Permanent CGC 34090

Deduction Authorizations Acctg 7 years CGC 34090

Deeds Admin Permanent CGC 34090

Depreciation Schedule Acctg 4/7 Years or until audited CGC 34090

Disaster Log, Major Event Admin Permanent Historical

District Calendar Admin 2 years CGC 34090

District Charter Admin Permanent CGC 34090

District Files Archived and Scanned Admin According to category CGC 34090

District Properties Admin Permanent CGC 34090

DMV pulls HR 7 years after termination CGC 12946

Election Measures Admin Permanent Cal Constitution Art XIII

Elections Admin Propositions, Taxes Permanent Cal Constitution Art XIII

Employer ID - IRS Admin Permanent CGC 34090

HR Files Employment Agreements HR Permanent 29 USC Sec. 211, 203, 207

Employment Applicant Information (not hired) HR Interview date + 2 CGC 12946

EOBs EMS 10 years; or until patient is 18 yrs old + 10 years TITLE 22 CCR 70751

EOC Admin

Guide to EOC for Elected 

Officials Superseded + 2 CGC 34090

Ethics Training Certificates Admin 5 years CGC 6250

Exposure records HR 30 years 29 CFR 1910.1020

Fastrak Admin Active + 2 CGC 34090

Fee Invoices RPM 5 years minimum or life of structure/property CGC 34090

Accounting FEMA /Reimbursements Acctg Payment + 5 CGC 34090

FEMA Applications, Grants Admin 5 years CGC 34090

FEMA Study Admin 5 years CGC 34090

Fire Code Violations RPM 5 years minimum or life of structure/property CGC 34090

Fire Codes RPM Permanent CGC 34090

Fire Inspection Notice RPM 5 years minimum or life of structure/property CGC 34090

Fire Investigation - Accidental RPM 5 years minimum or life of structure/property CGC 34090

Fire investigations - Death RPM Permanent CGC 34090

Fire Station Journals Admin Permanent Historical

Fit Tests (Safety Employees) HR Separation + 7 CGC 34090

Fixed Asset Inventory Acctg 4 years after final audit CGC 34090

Form 700 Admin Term + 7 Elected; Term + 5 non elected 81009

FPPC Filings-Complaints Admin Permanent 81009

Fund Transfers Acctg 5 years after final audit CGC 34090

Funerals Admin Permanent Historical

Garnishments Acctg Termination + 3 years CGC 34090

General correspondence Admin 2 years CGC 34090



General Journal Acctg 4/7 Years or until audited CGC 34090

Government Emergency Telephone Service Admin Until superseded CGC 34090

Grand Jury Reports Admin 5 years CGC 34090

Grants (5 years) Admin 5 years CGC 34090

Grievance HR 2 years CGC 34090

Hardship requests EMS 10 years CGC 34090

Harvey Yorke Award Admin Permanent Historical

Haz Mat Permits RPM Active + 2 years CGC 34090

Haz Mat Waste Program Admin CUPA Haz Mat Permit Active + 2 CGC 34090

Hazard complaints RPM 5 years CGC 34090

EMS Health and Wellness Initiative EMS Term date + 5 CGC 34090

Hold Harmless Agreements – AD-88 Admin Permanent CGC 34090

Hood/duct system plans RPM 5 years minimum or life of structure/property CGC 34090

Housing Assistance Program Admin payment + 5 CGC 34090

I-9 forms HR 3 years CGC 34090

EMS Image Trend PCR software info EMS Active MM/Reform Act 99-603

Injury, Non Industrial HR Separation + 7 CGC 34090

Insurance Contracts Permanent CGC 34090

Insurance - Liability/Property Contracts Permanent CGC 34090

Insurance Certificates / Certificates of Insurance 

Liability Coverage 
Contracts

Permanent CGC 34090

Invoices Acctg 4/7 Years or until audited CGC 34090

ISO Admin Permanent CGC 34090

IT IT Hardware/software documentation IT Active CGC 34090

Job Descriptions HR 10 years CGC 34090

Acctg Journal Entries Acctg 4/7 State/Federal CGC 34090

Key Fob Agreements Admin Active + 1 GC 6254

Lawsuits, Litigation Admin/HR Final Dispo + 5 CCP 337.2

Lease Agreements - Property Contracts current + 2 CGC 34090

Lease Agreements - Vehicles Contracts current + 2 CGC 34090

Acctg Ledger Acctg 4/7 State/Federal CGC 34090

Ledgers Acctg Permanent CGC 34090

Legal Ads Admin 4 years CGC 34090

Legal Notices / Legal Advertising Admin 2 years CGC 34090

Legal Opinions Admin Active + 2 CGC 34090

Line of Duty Death Admin Cedar Ridge Fire (2003) Permanent Historical

EMS Marin County CQI EMS 7 years CGC 34090

Marin County Statement of Investment Policy Admin Permanent CGC 34090

Marin LAFCO (5 years) Admin 5 years CGC 34090

Acctg MCERA reports Acctg Permanent CGC 34090

Memberships Admin Active + 1 CGC 34090

HR Memorandum of Understanding HR Permanent 29 USC 24, 203, 207

Memorials Admin Permanent CGC 34090

Memos, District Internal Admin

2 years (keep electronic copies for historical 

purposes) CGC 34090

Mutual Aid Plans Admin Superseded + 2 CGC 34090

Newsletters Admin Superseded + 2 CGC 34090

Notification and Publication of Election Admin Permanent CGC 34090

EMS Novato Fire CQI EMS 7 years CGC 34090

Oaths of Office, signed Admin T + 6 CGC 34090

Acctg OES Reimbursements Acctg Payment + 5 CGC 34090

Ordinances Admin Permanent CGC 34090

Ordinances Admin Permanent CGC 34090

OSHA or Safety reports Admin 5 years CGC 34090

OSHA workplace violence reports HR 10 years CGC 34090

Payroll Journal Acctg 4/7 Years or until audited CGC 34090

EMS PCRs EMS 20 years CGC 34090

Performance Evaluations HR Termination + 3 years CGC 34090

Permits Admin Expiry + 2 CGC 34090

Personnel records: Evals, Job description etc HR Termination + 3 CGC 34090

Physicals, fit for duty reports and non-industrial injuryHR Separation + 7 years CGC 34090

Plan Review correspondence RPM 5 years minimum or life of structure/property CGC 34090

Policies (After Superseded) Admin Superseded (lexipol holds previous published version CGC 34090

PPE forms in Target Solutions Training 10 years CGC 34090



Press Releases RPM 5 Years CGC 34090

Prevention Policies RPM Permanent CGC 34090

Prevention Standards RPM Permanent CGC 34090

Promotional Marketing Admin 2 years CGC 34090

Public Records Act Requests Admin 2 years CGC 34090

Acctg Purchase Orders Acctg 4 years CGC 34090

Records Destruction certificate Admin 4 years CGC 34090

Records Index Admin
Index, Archived Files in 

Storage Active CGC 34090

Records Retention Info Admin Active CGC 34090

Recruitment material Not Hired HR Closed + 3 GC 12946,6250

Resolutions Admin Permanent CGC 34090

Ride Along forms Admin Electronic 2 CGC 34090

Risk Management reports Admin Closed + 7 29 CFR 1904.2

Admin Room Rental Agreements Admin T + 2 CGC 34090

RPM General correspondence RPM 2 years CGC 34090

Safe Deposit Box Info Admin Active CGC 34090

Safety Training records Training CGC 34090

Special Events Admin 2 years CGC 34090

Sprinkler System Plans RPM 5 years minimum or life of structure/property CGC 34090

Station 62 Agreement with North Marin Water 

District Admin Permanent CGC 34090

Stations Admin Permanent CGC 34090

Acctg Strike Team Records and 214s Acctg Payment + 5 CGC 34090

Surplus Property Auction Admin 5 years after final audit CGC 34090

Surplus Property Disposal Admin 5 years after final audit CGC 34090

Title Admin Permanent CGC 34090

Training Materials Training 2 years after superseded CGC 34090

Training Records on Personnel Training 7 years after termination CGC 34090

Travel Records Admin Active + 1 CGC 34090

Vehicle ID cards Admin Sold + 1 CGC 34090

Contracts Vehicle Insurance Contracts (included with P&C insurance) Permanent CGC 34090

Contracts Vehicle Title, Pink Slips Fleet Sold + 1 CGC 34090

Contracts Vehicles, Fleet Replacement Plan Fleet Active + 2 CGC 34090

Vouchers Acctg 4/7 Years or until audited CGC 34090

W-2 Acctg 7 years CGC 34090

W-4 Acctg 7 years CGC 34090

Warrants Acctg 4/7 Years or until audited CGC 34090

Weed Abatement letters RPM 5 years CGC 34090

Weed complaints RPM 5 years CGC 34090

Workers compensation paperwork HR Permanent CCR 14322; 15400.2

Youth Fire Setter Evaluation RPM Until Age 18 PC 801; UFC 104.32



AD-2  Exhibit B 

 

Novato Fire District Records Retention Request for Destruction of Records 

Retention periods for the listed records have expired. Please indicate your approval by signing where 

indicated. If you disapprove for any reason, mark through the record, initial and state reason for 

disapproval. 

 

Request prepared by: Date: 

 

 

 

Box # or Dept. RECORD NAME 
DATE RANGE 

NFD Retention Period 
From To 

     

     

     

     

     

 

DESTRUCTION APPROVALS SIGNATURES 

Division Manager: Date Approved: 

Custodian of Records: Date Approved: 

Fire Chief: Date Approved: 

 

SUGGESTED METHOD OF DESTRUCTION 

 Shredding  
Note: Confidential Records will be destroyed by 

shredding 

 Waste Paper (Recycled)  Other: 
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Board of Directors (BOD) 

225.1 PURPOSE AND SCOPE 

To establish general guidelines for the roles and responsibilities of the Board of Directors as a 

group, and its members as individuals. 

 
225.2 BOARD MEMBER TERMS 

Board members are elected to four-year terms. 

 
225.3 BASIS OF AUTHORITY 

The legal authority for fire districts is derived from the Fire Protection District Law of 1987, found 

in the California Health & Safety Code. 

 
225.4 BOARD MEMBERS 

 

225.4.1 BASIS OF AUTHORITY 

The legal authority for fire districts is derived from the Fire District Law of 1987, found in the 

California Health & Safety Code. 

 

225.4.2 MEETINGS 

(a) Members of the Board of Directors should attend all regular and special meetings    of 

the Board, if a Director will be absent, they should notify the Board President or 

designee as soon as possible. 

(b) Members of the Board of Directors shall receive $200 for attending each District 

sanctioned meeting; including attendance at outside government agency 

meetings where the Board Member is an appointed representative to said 

agency; Board meetings; Workshops; Study Sessions; Special meetings; and 

Committee meetings, including attendance at District staff committee meetings 

where the Board Member is an appointed representative to that committee. The 

number of meetings for which a member of the Board of Directors may receive 

compensation shall not exceed four (4) meetings in any calendar month. 

(c) Any Director may call the Chief, no later than 5:00 p.m., seven business days prior to 

the meeting date, and request any item be placed on the agenda. This item will then 

be discussed unless a majority of the Board votes not to consider the item. 

(d) Members of the Board of Directors may participate in: 

1. Teleconference or videoconference meetings as long as permitted by the Ralph 

M. Brown Act. 

i. Exception-teleconferencing and videoconferencing may not be   used for 

Policy 

225 
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closed sessions of the Board. 

(e) The Board shall comply with all provisions of the Ralph M. Brown Act. 

(f) Meeting procedures will be in accordance with Rosenberg’s Rules. 

(g) Voting Practices or Voting Authority shall be: 

1. 4 Affirmative Votes 
i. Any transfer from, or expenditure of, the District’s Rainy Day Committed 

Fund 
 

ii. Expenditure of funds for investment purposes 

iii. Passage of an urgency ordinance 

iv. Discussion and action on an item not appearing on the posted agenda, 

when related to an emergency or disaster 

v. Emergency exceptions to competitive bidding 

2. 3 Affirmative Votes 

iii. Passage of an ordinance or resolution not requiring a supermajority 

iv. Transfer of reserve funds no longer required for the purpose for which 

intended, excluding the general reserve, balance sheet reserves. 

v. Designation or classification of funds received in excess of anticipated 

amounts 

vi. Transfers or replenishment to the District’s Rainy Day Committed Fund 

vii. Any action resulting in the expenditure of funds 

3. Simple Majority of those present 

iii. Routine agenda items not specified above 
 

225.4.3 BOARD EXPENSES 

(g) Members of the Board of Directors shall be reimbursed for all pre-approved. 

(h) Legitimate expenses incurred in attending meetings or in making any trips on official 

business of the Board when so authorized. Reimbursement amounts incurred while 

travelling on official District business, for conferences/classes, etc. are listed in the 

District's Travel and Reimbursement Policy 220. 

(i) The District will pay for Directors’ expenses while attending functions in an official 

capacity, when authorized by the Board of Directors. If the functions involve travel, 

accommodation and/or registration fees, the Travel and Reimbursement policy 220 

guidelines shall apply. 

(j) Directors may incur reasonable incidental expenses that are reimbursable with a 

receipt and directly related to District business. 
 

225.5 BOARD OFFICERS 

(a) Officers shall serve a one-year term with elections held in December. Any vacancies 

in the Board officers shall result in a special election with the newly elected officer to 

fill the balance of the term in question. There is no assumed right of succession in 

Board officers. 

http://www.ca-ilg.org/sites/main/files/file-attachments/resources__Rosenbergs_Rules_of_Order_-_Revised_2011.pdf
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(b) President 
1. The President of the Board of Directors shall serve as Chairperson at all  Board 

meetings. The President has the same rights and responsibilities as any Director; 
 

2. Serves as the public spokesperson for the Board of Directors unless delegated 

to another party or unavailable; 

3. Conducts meetings in accordance with the Brown Act, and the parameters set 

forth in this document; 

4. Enforces the agreed-to rules on the meeting process; 

5. Reviews and approve the agenda with the Fire Chief prior to distribution; 

6. Signs/executes Board actions. 

(c) Vice President 

1. In the absence of the President, the Vice President of the Board of Directors 

shall serve as chairperson over all meetings of the Board; 

2. Has the same rights and responsibilities as any Director; 

3. Conducts meetings in accordance with the Brown Act, and the parameters set 

forth in this document in the absence of the President. 

(d) Secretary 

1. In the absence of the President and Vice President of the Board of Directors, 

the Secretary will act as chairperson; 

2. Has the same rights and responsibilities as any Director; 

3. Conducts meetings in accordance with the Brown Act, and the parameters set 

forth in this document in the absence of the President and Vice President. 

 
225.6 GENERAL DUTIES OF THE BOARD 

(a) Directors should thoroughly prepare themselves to discuss agenda items at meetings 

of the Board of Directors. Information may be requested from staff or exchanged 

between Directors before meetings. 

(b) Information that is exchanged before meetings shall be distributed through the Chief, 

and all Directors will receive all information being distributed. 

(c) Directors shall defer to the President for conduct of meetings of the Board, but shall be 

free to question items on the agenda. All comments should be confined to the matter 

being discussed by the Board. 

(d) Directors may request an inclusion for the minutes, brief comments pertinent to an 

agenda item, only at the meeting that the item is discussed (including, if desired, a 

position on abstention or dissenting vote). 

(e) Individual Directors by themselves have no independent authority. The voice of our 

citizens is derived from a majority of the Board of Directors. Individual Board members 

may use their name and title without implying that their opinions represent the opinion 

of the entire Board or the Fire District when endorsing issues or candidates. 

(f) The Board will not endorse candidates nor non-fire district ballot measures. 
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225.7 ROLES AND RESPONSIBILITIES 
 

225.7.1 THE BOARD 

Roles and responsibilities include: 

(a) Representing interests of District residents. 

(b) Overseeing District financial management. 

(c) Hiring the Chief. 

(d) Assigning responsibility for policy implementation to the Chief. 

(e) Identifying issues to be addressed. 

(f) Defining critical issues. 

(g) Developing a Mission Statement, Vision Statement, goals, and measurable objectives 

and monitoring the same. 

(h) Providing guidance and approving a Strategic Plan to serve the District’s Mission. 

Monitoring the status and progress of the Strategic Plan. 

(i) Acting as a steward of District property; preserving District assets. 

(j) Providing organizational direction and guidance. 

(k) Striving to see that District business is conducted in accordance with all applicable 

laws, statues, regulations and codes, etc. 

(l) Developing a list of qualifications, job description, and evaluation process for the Fire 

Chief. 
 

225.7.2 BASIC RESPONSIBILITIES OF INDIVIDUAL DIRECTORS 

(a) To be familiar with the laws and policies governing the District. 

(b) To understand the nature of the fire service business. 

(c) To maintain regular attendance at Board meetings. 

(d) To support decisions made by the Board, even if there is individual disagreement with 

those decisions. 

(e) To refrain from involvement in the day-to-day operations of the District. 

(f) To actively participate in Board appointed committees. 

(g) To be familiar with District financing. 

(h) To be an ambassador of the District, accurately supporting District issues and 

concerns. 

(i) To practice open and timely communications 
 

225.8 COMMUNICATIONS BETWEEN INDIVIDUAL DIRECTORS AND STAFF 

(a) All significant requests of staff will be made at Board meetings, so that all Directors 

may have an opportunity to comment and revise the request. 
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(b) Individual Directors may request clarification or ask questions of staff, but should 

channel the request through the Fire Chief. Simple and quick requests may go directly 

to staff (IT questions, confirming meeting times, etc.). 

(c) If a Director’s request requires any of the following from District staff, 

1. More than four hours total staff time, 

2. Exceeds budgeted allotment, or 

3. If item is unbudgeted, the Chief will place the item on the next agenda. 

4. The Chief will review all agenda items with the Board President prior to 

distributing the agenda. 

(d) Directors will not use personal e-mail for conducting District business; or other forms 

of technology for individual or serial meetings. 

 
225.9 COMMITTEES OF THE BOARD 

(a) The Board may create and maintain subcommittees for the purpose of investigating, 

reviewing and studying issues in order to make recommendations to the full Board  of 

Directors. 

(b) The Committees will function under the authority of their charters for their purpose as 

defined by the Board of Directors. 

(c) Committee Selection 

1. Committee members will be determined by nomination and vote by the Board 

 
225.10 CONFLICT OF INTEREST AND INCOMPATIBLE ACTIVITIES 

(a) Conflicts of Interest (Financial) - Political Reform Act of 1974 requires: 

1. Disclosure of reportable economic interests, conducted annually on Form 700 

Statement of Economic Interests 

2. Disqualification from making or participating in a decision, or using official 

position to influence or attempt to influence a decision in which there is a conflict 

of interest as defined in the Political Act of 1974. 

(b) Conflicts of Interest (Contracts) - Government Code Section 1909, et seq. prohibit a 

public official from being financially interested in a contract or sale in both public and 

private capacities. 

 
225.11 TRAINING 

(a) Mandated Training 

1. AB 1234 Ethics Training – every 2 years 

2. Harassment Training – every 2 years 

(b) Suggested Training 
 

1. Brown Act and Rosenburg’s Rules Training annually at January Board meeting 

2. Elected Officials Guide to Emergency Operations Center 
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