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REQUISITION LOGS
This record series consists of a log of outstanding and paid requisitions and purchase orders which is used for cross-ref-
erence purposes. See also “PURCHASE ORDER LOGS,” “PURCHASING RECORDS” and “REQUISITIONS.”
RETENTION: 3 years.

REQUISITIONS

This record series consists of a copy of the requisition which is retained by the originating office while another
copy is sent to supply, purchasing, graphics, duplicating or other sections for action. See also “PURCHASE
ORDER LOGS,” “PURCHASING RECORDS,” and “REQUISITION LOGS.”

RETENTION: 3 years.

SALARY COMPARISON REPORTS

This record series consists of a report which is distributed and provided for reference purposes only. This data is
compiled from records located in the Personnel Office.

RETENTION: 1 year.

SALARY SCHEDULES
This record series consists of a pay grade comparison chart or log indicating the salary classification for each position.
RETENTION: 10 years.

SEARCH COMMITTEE RECORDS

This record series consists of minutes, reports, vitas, resumes, interview score sheets, interview results, list of
priority hires, a personnel requisition, references of applicants and the affirmative action compliance report.
RETENTION: 180 days

SEARCH WARRANTS SERVED: NO ARREST/NO CASE FILED

This record series consists of the original affidavit for search warrant, search warrant and return of the search
warrant. Series may also include property inventory and receipt, if any property was obtained. After execution of
the warrant it is filed with the Clerk of Court as served with no arrest having been made. Since no court case is
generated, these are kept as a separate record series.

RETENTION: 1 year after date of return.

SOCIAL SECURITY CONTROLLED SUMMARY RECORDS

This record series consists of a judicial branch entity’s copy of the State’s FICA report mailed to the Division of
Retirement. Report lists the total taxable wages plus the amount withheld from employee wages plus employer’s
contribution. See also “PAYROLL RECORDS.”

RETENTION: 4 calendar years after due date of tax.

STATE AUTOMATED MANAGEMENT ACCOUNTING SYSTEM (SAMAS) REPORTS

This record series consists of reports of all updated transactions entered into the system and a financial statement
for each month for all divisions of judicial branch entities. See also “ACCOUNTS PAYABLE: SUPPORTING
DOCUMENTS” and “ACCOUNTS RECEIVABLE: SUPPORTING DOCUMENTS.”

RETENTION: 3 years.

STATE AWARDS AND RECOGNITION FILES
This record series consists of data relating to the State Meritorious Service Awards Program. File contains em-
ployee suggestion forms (Form DMS/EPE.AWPO1), evaluations, adoption forms and payment records. It also
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contains Superior Accomplishment nomination forms and payment records. Summary information submitted
to the Department of Management Services for Annual Workforce Report (Form DMS/EPE.AWPO02) is also
contained in this record series.

RETENTION: 3 years.

SUPPLY RECORDS

This record series consists of documentation of a perpetual inventory of expendable supplies located in a central
supply office for use by judicial branch entity employees. Included in this series is a listing of all available sup-
plies which is distributed periodically or upon request. See also “INVENTORY RECORDS: PHYSICAL.”
RETENTION: 3 years.

SURVEILLANCE VIDEO TAPES

This record series consists of surveillance video tapes created to monitor activities occurring both within and
outside of public buildings. This tape may play an integral part in prosecution or disciplinary actions.
RETENTION: 30 days, then erase and reuse provided any necessary images are saved.

TELEPHONE CALL RECORDS: LONG DISTANCE
This record series consists of documentation and logs of separately billed long distance telephone service.
RETENTION: 1 year.

TRAINING MATERIAL RECORDS

This record series consists of materials used in training, such as films, slides, commentaries, manuals, workbooks
and other related items. This records series does not include individual training records.

RETENTION: Retain until obsolete, superseded or administrative value is lost.

TRAINING RECORDS: EMPLOYEE

This record series consists of a record for each employee which may include all educational and training records
of the employee. See also “PERSONNEL RECORDS.”

RETENTION: 3 years.

TRANSITORY MESSAGES

This record series consists of those records that are created primarily for the communication of information, as
opposed to communications designed for the perpetuation of knowledge. Transitory messages do not set policy,
establish guidelines or procedures, certify a transaction, or become a receipt. The informal tone of transitory
messages might be compared to the communication that might take place during a telephone conversation or a
conversation in an office hallway. Transitory messages would include, but would not be limited to: E-mail mes-
sages with short-lived, or no administrative value, voice mail, self-sticking notes, and telephone messages.
RETENTION: Retain until obsolete, superseded or administrative value is lost.

TRAVEL RECORDS
This record series consists of records required to support reimbursement of expenses incurred during official travel.
RETENTION: 3 years.

TRIAL BALANCE REPORTS

This record series consists of a report which reflects totals for the net and gross wages, FICA wages, retirement
wages and deductions, tax and other deductions in payroll as well as a summary each account/line item’s expendi-
tures and encumbrances. See also “ENCUMBRANCE RECORDS”, “EXPENDITURE REPORTS”, “PAYROLL
RECORDS”, and “SOCIAL SECURITY CONTROLLED SUMMARY RECORDS”.

RETENTION: 3 years.
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UNCLAIMED PROPERTY RECORDS

This record series consists of forms required by the State Comptroller’s Office for the registration of abandoned
tangible or intangible property. These forms are required under Chapter 717 of the Florida Statutes. The judicial
branch entity holding the unclaimed property is to maintain a list of the specific type of property, amount, name,
and last known address of the owner.

RETENTION: 5 years after the property becomes reportable.

UNEMPLOYMENT COMPENSATION RECORDS

This record series consists of reports submitted to the State on a quarterly basis stating the name of each employee,
employee number, amount of wages paid during quarter subject to unemployment benefits, social security num-
ber, number of weeks covered and other pertinent information which is retained by the State for determination of
unemployment benefits due to applicants for same. Also includes, receipts and statements of charges.
RETENTION: 3 years.

VALIDATING MACHINE TAPE RECORDS

This record series consists of tapes of daily cash or check transactions. Also, may include refunds or rebates. See
also “CASH COLLECTION RECORDS.”

RETENTION: 3 years.

VEHICLE ACCIDENT REPORTS

This record series consists of reports of employees that are involved in accidents in a judicial branch entity vehicle or in
their own vehicle during the course of official business. See also “INJURY REPORTS,” and “VEHICLE RECORDS.”
RETENTION: 3 years.

VEHICLE LOGS

This record series consists of activity of vehicles used by judicial branch entity personnel for daily routine busi-
ness. The log shows the name of the driver, destination and total trip mileage. The log may also include a record
of when and where a vehicle is fueled. See also “VEHICLE RECORDS.”

RETENTION: 1 year.

VEHICLE RECORDS

This record series consists of all pertinent records pertaining to each vehicle owned by the judicial branch entity.
The records usually consist of the vehicle registration papers, copy of the title, inspection information, main-
tenance agreements, credit card information, confidential tag issuance information and any other information
relating to the vehicle. See also “VEHICLE ACCIDENT REPORTS.”

RETENTION: 1 year after disposition of vehicle.

VENDOR FILES

This record series consists of vendor invoices for items purchased or leased, received and paid for. See also
“VOUCHERS.”

RETENTION: 3 years.

VISITOR LOGS

This record series consists of records documenting employees’ and visitors’ entrance into a judicial branch entity’s
building during and after office hours. See also “KEY AND BADGE ISSUANCE RECORDS.”

RETENTION: 30 days.

VOUCHERS: FEDERAL PROJECT PAID

This record series consists of vouchers paid for federally funded projects. Check with applicable grantor for any
additional requirements. See also “PROJECT FILES: FEDERAL.”

RETENTION: 5 years.
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VOUCHERS

This record series consists of paid vouchers, supported with a copy of the purchase requisition, a copy of the
purchase order and the vendor’s invoice and supporting documents. The check number and other pertinent in-
formation are posted to the voucher. See also “VENDOR FILES,” “JOURNAL TRANSACTIONS (DAILY),”
“JOURNAL TRANSACTIONS (MONTHLY SUMMARY)”, and other “VOUCHERS.”

RETENTION: 5 years.

VOUCHERS: JOURNAL

This record is used to make special corrections, budget allocations, penned entries from financial statements and
to adjust entries from preliminary to final closing.

RETENTION: 3 years.

WIRE AND ORAL COMMUNICATIONS: APPLICATIONS, ORDERS AND AUDIO RECORDINGS
This record series consists of applications for an order authorizing the interception of a wire or oral communica-
tions and orders granted pursuant to Chapter 934, Florida Statutes. Also included are original recordings of the
contents of any wire or oral communication made pursuant to Section 934.09, Florida Statutes. They shall not
be destroyed except upon an order of the issuing or denying judge, or that judge’s successor in office, and in any
event shall be kept for ten (10) years.

RETENTION: 10 years (upon permission of the Court).

WITNESS SUBPOENAS/LISTS
This record series consists of subpoena lists that may be used to establish witness payments.
RETENTION: 3 years.

WORK ORDERS

This record series consists of information reflecting the individual history of major or minor maintenance or
services requiring a work order request. Work order includes dates, locations, cost of labor, hours worked, equip-
ment cost per hour, material used and cost, and other pertinent details. This item does not include equipment
maintenance records. See also “MAINTENANCE RECORDS: EQUIPMENT.”

RETENTION: 3 years.

WORK SCHEDULES

This record series consists of any scheduling documentation for shift or part time employees. These records may
include hours scheduled to work, the switching of hours with another employee, the location or route of work
assignment, and anticipated starting and ending times.

RETENTION: 1 year.

WORKERS’ COMPENSATION RECORDS

This record series consists of the first report of injury and the employer’s supplemental reports including, if used,
OSHA Form No. 200 as well as its predecessor forms No. 100 and 102 and OSHA Form No. 101. These records
are created pursuant to Florida Statutes Section 440.09 and OSHA standards 1904.2, 1904.4, and 1904.5.
RETENTION: 5 years.






